REGINALD L. COLEMAN

2330 East Avenue J-8, # 66

Lancaster, CA  93535

661-802-4649 






reginaldlcoleman@hotmail.com
ADMINISTRATIVE OFFICE SUPPORT & MANAGEMENT/ RETAIL MANAGEMENT

State Regulatory Compliance∙ Account Management ∙ Merchandising & Customer Service
· Seasoned Administrative Manager with extensive experience in customer service, state insurance solicitation procedures, licensure, fees, and contracts that generate profit to the organization. Proficient in providing strategies and tactics that prevent sanctions and profit loss.
· Proven communication skills utilized in forging effective relationships with customers, buyers, insurers, regulators, executive management, and organizational staff to implement efficient and cost-conscious operations and superior customer service.
· An accomplished troubleshooter adept at identifying and resolving operational issues on a proactive basis.
· Dedicated, self-motivated, and results-oriented. Strong organizational skills with a keen eye for detail. High work standards, positive attitude, sound judgment, and professional demeanor.  Consistently selected by management to direct demanding initiatives where quick starts and rapid results are critical to success.
CORE COMPETENCIES
Staff Management∙ Client Relations ∙Customer Service ∙ Risk Management ∙Corporate Communications ∙ Regulatory Compliance ∙ Multi-tasking ∙ Merchandising ∙ Administrative Support
EXPERIENCE

Dillard’s Inc., Lubbock, TX







2005-2010

Commission Sales Associate, Assistant Area Sales Manager, Makeup Artist

Co-managed Women’s Clothing Department consisting of forty to fifty sales associates, seven distinctive work centers with seventy to eighty vendor department classifications. Generated annual revenue in excess of thirteen million of the total store’s fifty three million dollars. Analyzed and utilized corporate district reports to increase profitability by outlining weekly best-sellers, maintaining merchandise flow, and placement by direct contact with vendors and buyers. Interviewed, hired, trained, and coached new and existing associates for the Men’s and Women’s stores based on Dillard’s corporate philosophy and standards.  Responsible for merchandise placement and sales according to established vendor and corporate directives.
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TOTAL FINANCIAL & INS. SVCS. INC.,   Los Angeles, CA 

 2004-2005
Licensing & Contracting Specialist
Increased the corporation’s profitability by expanding the state license portfolio to encompass every state in the country, and procured state licenses and insurance contracts.  Assisted multi-million dollar high-profile agents, brokers, and agencies in obtaining resident and non-resident life insurance licenses, and contracts throughout the United States. Executed contracts on behalf of both corporate entities with Life Insurance Companies throughout the United States.  Prepared highly personal and confidential correspondence on behalf of the corporate officers.

CENTRELINK INS & FINANCIAL SVCS. INC.,   Woodland Hills, CA 

1998-2004

Department Director-Agent Licensing & Contracting

Slashed profit loss to corporation by fifty percent by centralizing the department’s operations from two locations to the main office. Analyzed and utilized corporate reports to evaluate and eliminate costs by streamlining support to non-producing agents. Recruited, interviewed, hired, and coached staff members.  Implemented changes to the Information Technology System to enhance the functionality of the department and effectiveness of services. Established and cultivated relationships with agents, brokers, agencies, and securities firms in conjunction with the Vice President of Marketing and Sales. Ensured that all state regulatory and compliance issues were strictly followed.
TOTAL FINANCIAL & INS. SVCS. INC., Los Angeles, CA



1990-1998

Executive Assistant to the Vice President of Marketing & Sales

Prepared personal and confidential correspondence on behalf of the corporate officers.  Acted as liaison between the Vice President of Marketing and Sales and Marketing staff.  Compiled, provided, and maintained appropriate levels of marketing sales materials and financial analysis reports for Marketing Representatives, agents, and various sales seminars.  Created and implemented Licensing & Contracting Procedural Manual and proficiency tests for staff members, and coached them in relation to changes within the industry.  Provided hands-on customer service to high profile producers in the West Los Angeles, Beverly Hills, Century City, and San Fernando Valley Areas.
EDUCATION
University of California, Los Angeles
Bachelor of Arts, Performing Arts

