Kaya Keith
Phoenix, AZ

Professional Summary
I am organized and detail‑oriented administrative and client support professional with experience coordinating logistics, preparing materials, supporting onboarding workflows, and managing high‑volume operations. I have a strong background in financial services, documentation accuracy, and communication with diverse groups including clients, students, and internal teams. I am skilled in room setup, scheduling, technology coordination, and ensuring smooth execution of structured programs. I am known for my professionalism, multitasking, and maintaining confidentiality in fast‑paced environments.

Core Skills
· 
· Training & onboarding support
· Scheduling & logistics coordination
· Room setup & event preparation
· Microsoft 365 (Word, Excel, PowerPoint, Outlook)
· Documentation & reporting accuracy
· Confidential information handling
· High‑volume workflow management
· Professional communication
· Process improvement & problem‑solving
· Financial services knowledge
· Strong organizational and multitasking abilities
· Experience preparing materials, coordinating schedules, and supporting structured programs
· High comfort with fast‑paced queues and complex workflows
· Empathetic communicator skilled at navigating sensitive situations
· Experience with identity verification and secure processes


Professional Experience
Bank of America – Wealth Management Client Support Representative
Chandler, AZ | August 2025 – February 2026
· Guided clients through multi‑step onboarding and accounting processes with clarity and professionalism.
· Handled 60–80 inbound calls daily, requiring strong time management and multitasking.
· Investigated and resolved complex account issues, ensuring accurate documentation and compliance.
· Communicated sensitive financial information with discretion and empathy.
· Navigated multiple systems simultaneously to prepare information and support client needs.

American Furniture Warehouse – Customer Pickup Clerk
Glendale, AZ | February 2023 – July 2023
· Coordinated high‑volume customer pickups, ensuring accurate verification of orders.
· Managed scheduling, documentation, and communication between warehouse teams and customers.
· Completed end‑of‑day reporting and maintained organized workflow processes.

Discover Financial Services – Account Representative
Phoenix, AZ | September 2019 – March 2020
· Managed high‑volume inbound inquiries, providing clear explanations and timely resolutions.
· Processed secure transactions and maintained compliance with risk‑mitigation protocols.
· Identified and escalated potential fraud or irregularities.

Education
Arizona State University – Bachelor of Arts in Liberal Studies (Expected Graduation: Spring 2027)
Mesa Community College – Associate of Applied Science in General Studies

Accomplishments & Passions
Fostering Advocates Arizona - Young Adult Leadership Board Member
Phoenix, AZ | 2026 – Present
· Serve on the Young Adult Leadership Board, contributing lived‑experience insight to strengthen statewide support for young adults transitioning out of foster care.
· Help advance initiatives focused on permanence, education, employment, financial capability, housing stability, and access to physical, dental, and mental health services.
· Participate in policy and systems‑change efforts aimed at improving long‑term outcomes for youth exiting care, offering perspective on real‑world barriers and opportunities.
· Collaborate with community partners, service providers, and state agencies to expand resources and deepen support networks across Arizona.
· Support development of accessible tools, outreach materials, and resource guides that help young adults navigate education, employment, housing, and healthcare systems.

Christ’s Church of the Valley - Later Kids Service Leader and Coach
Phoenix, AZ | April 2017 – October 2024
· Led pre-service coach huddles, focusing on key themes of the week to ensure alignment and effective preparation for service.
· Assisted parents with the check-in process, ensuring smooth and efficient transitions for families.
· Coordinated small group activities and provided support to coaches in managing classrooms, ensuring a positive and structured environment for children.
· Collaborated with lead teacher in lesson planning and facilitated group activities, contributing to a dynamic and interactive learning experience.
· Managed all aspects of video and audio production, ensuring high-quality presentation for worship and events.
