     Aaliyah Abarzua 
700 N Woodward Avenue, Tallahassee, FL 32304                                                               
aaliyahabarzua@gmail.com 786-269-3811
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Profile
Hard-working, bilingual, multi-tasking, and self-motivated with exceptional communication capabilities seeking an entry level position in the field of Pre-Law. 

Work Experience 
Accountant Assistant, Arellano Construction - Miami, FL                                                      September 2016 to January 2017
· Worked with spreadsheets, sales, and purchase ledgers  
· Prepared statutory accounts  
· Sorted incoming and outgoing post and answering any queries
· Managed and organized opened and closed files

Title Processor, Specialty Title Services - Miami Lakes, FL                                                       March 2015 to September 2016 
· Conversed with realtors, lending institution personnel, buyers, sellers, contractors, 
surveyors, and courthouse personnel to exchange title-related information or to resolve problems
· Examined titles, assigned, scheduled, and evaluated work 
· Provided technical guidance as necessary

Manager, A.L.M Sports LLC - Miami Lakes, FL                                                                         August 2013 to February 2015 
· Trained, coached, and mentored staff to ensure smooth adoption of new programs
· Strengthened company's business by leading implementation of new projects 
· Analyzed departmental documents for appropriate distribution and filing

Administrative Assistant, Express Travel - Miami, FL                                                           November 2011 to February 2013    
· Assisted the CEO in day to day endeavors, which included scheduling and 
communicating with high profile clientele 
· Planned and coordinated logistics and materials for board meetings, committee 
meetings and staff events
· Managed office supplies, vendors, organization and upkeep  
· Screened applicant resumes and coordinated both phone and in-person interviews

Education
Florida State University- Tallahassee, FL                                                                                               August 2015 to May 2021
Bachelors of Arts degree          Major: International Affairs        GPA 3.75 

Tallahassee Community College- Tallahassee, FL                                                                                 August 2017 to July 2018
Associates of Arts Degree       Major: International Relations     GPA 3.7

Military Service
       United States Army Reserves                                                                                                                            July 2016 to Present
       Rank: E2

Skills 
· Microsoft Word (5 years)
· Microsoft Excel (3 years)
· Microsoft PowerPoint (3 years)
· Notary                                                                                                                                                March 2016 to March 2020

Awards/Acknowledgements/Groups
· Delta Gamma Fraternity                                                                                                                           August 2017 to Present 
· Florida State ROTC                                                                                                                                 August 2017 to Present
· Florida State Military Ball Coordinator                                                                                                                      Spring 2017 
· Campus Representative for TCC2FSU                                                                                                August 2017 to May 2018
· Dean's List                                                                                                                                          Summer 2017 & Fall 2017
· Alumni and Friends Scholarship recipient   
· Florida Merit Award Scholarship recipient
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