Kaylee Lambert

COMMUNICATIONS DEPARTMENT
251-593-8328

Kayleeoglambert@gmail.com

2750 South Palmers Rd. Uriah AL, 36480

EXPERIENCE

May 2021- Current
Second Shift Supervisor, Waffle House

Supervised and led 2nd shift operations, managing workflow, staffing, and team performance in a
high-volume environment

Prepared and cooked 100+ menu items per shift while maintaining company standards for speed,
accuracy, and food safety

Delivered customer service by resolving 5—10 customer concerns per shift, ensuring a positive
dining experience

Trained and coached 15+ associates on procedures, quality standards, and safety protocols
Managed cash handling and drawer accountability with 100% accuracy across shifts

Oversaw inventory control, tracking stock levels and reducing waste by maintaining proper
rotation and storage practices

Designed and maintained seasonal and holiday “Pride” posters (10+ annually) to enhance store
presentation and customer engagement

Maintained compliance with health and safety regulations, contributing to consistent inspection
readiness

January 2022- December 2022
Office Manager Assistant Internship, Studio 205 Outdoor Advertising

Managed and organized 50+ client files (digital and physical)
Processed and issued 50—75 invoices per month, ensuring accurate billing and timely payments

Handled 30+ incoming calls daily, directing clients and resolving inquiries to support smooth
front desk operations

Maintained front desk operations, greeting 20+ visitors per day and creating a professional first
impression for clients

Supported billing and recordkeeping systems, helping maintain 100% accuracy in invoice
documentation

May 2020- May 2021
Creative Assistant, Cherry’s Paint N Pad

Created 35+ custom door hangers and porch leaners per month, ensuring high-quality
craftsmanship and attention to detail

Assisted with daily studio operations, including material preparation, workspace organization,
and workflow efficiency increasing sales by 50%

Supported and supervised 15—20 children per session during week-long art camps, fostering
creativity and engagement

Created and set up 3-4 art camp activities for 15-20 children

Maintained a safe, structured, and positive environment for 3-5 camp groups throughout the
season

Communicated with 20+ clients weekly to confirm designs, process orders, and ensure customer
satisfaction



e Accurately fulfilled custom orders with a focus on quality, timeliness, and client expectations
e Contributed to a welcoming studio atmosphere, enhancing overall customer experience and
repeat business

EDUCATION

August 2023- Current
APR Undergrad Student, University of South Alabama

e Maintained 4.0 GPA
e Involved in Phi Eta Sigma National Honors Society

SKILLS

e Leadership, team supervision & staff training

e Operations management, shift oversight & workflow efficiency

e Customer service, communication & conflict resolution

e Administrative support, office management & front desk operations

e Invoice processing, cash handling & POS systems

¢ Inventory management, stock control & quality assurance

e Organization, records management & attention to detail

e  Microsoft Office (Excel, Word, Outlook)

e Creative design, visual merchandising & custom product development

e Adaptability & multitasking in fast-paced environments
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