KIMBERLIE CORREA
Miami, FL | (786) 212-2117 | kimberlie.correa@icloud.com
LinkedIn: https://www.linkedin.com/in/kimberlie-correa-979438224/
PROFESSIONAL SUMMARY
Detail-oriented and multilingual Administrative Coordinator with a strong foundation in business administration, customer/patient service, financial coordination, and operations support. MBA-educated professional with hands-on experience in scheduling, accounts management, invoice generation, payment processing, inventory control, and reporting within fast-paced environments. Quick learner with a strong interest in administration, management and office operations, and hospital coordination.
CORE SKILLS
· Patient & Customer Service Support
· Administration/ Management 
· Scheduling & Staff Coordination
· Accounts Receivable & Billing Support
· Invoice Generation & Payment Processing
· Financial & Cost Control
· Inventory & Supply Management
· Documentation, Reporting & Compliance Support
· Operations & Workflow Coordination
· Team Leadership & Training
· Process Improvement
· Microsoft Excel, Office Suite and Word
· Multilingual: English (Advanced), Portuguese (Fluent), Spanish (Advanced)
PROFESSIONAL EXPERIENCE
Campus Store Manager – Follett Higher Education | Full-Time
May 2023 – Present
· Increased year-to-date sales by 17.5% through strategic planning financial oversight, and service optimization.
· Managed daily administrative operations including staff scheduling, inventory control, financial reporting, invoice processing, and account reconciliation.
· Generated invoices, monitored chargers to institutional accounts, applied payments and ensured financial accuracy.
· Coordinated transition from physical textbooks to eBooks, reducing institutional invoice costs by 20%.
· Prepared and submitted monthly operational and financial reports to regional leadership.
· Delivered high-volume customer service, resolving billing inquiries, account issues, and service concerns.
· Trained and supervised staff to maintain compliance, accuracy and service quality.
Team Lead – Follett Higher Education | Full-Time
August 2021 – May 2023
• Supported daily operations including inventory management, cashier services, customer service and documentation.
• Assisted with accounts, billing support, invoice processing, and Follett Access Program administration.
• Opened and closed operations while ensuring policy adherence and accurate reporting.
• Acted as a liaison between staff and management to maintain efficient workflows and communication.
Administrative Assistant – International Student Office
Miami Dade College | November 2018 – May 2020
· Provided front-desk administrative and customer service support to students and families.
· Assisted with enrollment documentation, compliance requirements, and record accuracy.
· Managed phone calls, email, scheduling and walk-in inquiries in a high-volume environment.
· Contributed to a 10% increase in successful international student enrollments through accurate documentation and follow-up.
EDUCATION
Master of Business Administration (MBA) -2025
Florida Memorial University
Honors: Summa Cum Laude, GPA 4.0

Bachelor of Business Administration – 2023
Florida Memorial University
Honors: Cum Laude, GPA 3.7
Associate Degree – 2020
Miami Dade College
LEADERSHIP & COMMUNITY INVOLVEMENT
• Volleyball Team Captain – Miami Dade College & Florida Memorial University
• State Champion (2018, 2019); National Runner-Up (2018); National 3rd Place (2019)
• All-American Player (2018); First Team Player (2021)
• Honor Roll Student-Athlete (2021, 2022); President’s List (2023)
• Graduate Assistant – Beach Volleyball Team (Spring 2024)
• Volunteer – Joshua’s Heart Foundation
