Leeland Coleman

117 Moselle Street

Buffalo, NY 14211

Phone (716) 335-1004/892-0695
llndcoleman@yahoo.com
________________________________________________________________________

Objective:
Seeking an opportunity to work for your company; and an ability to establish rapport with customers and an opportunity to demonstrate strong communication skills and ensure high quality standards.  A self motivated leader with experience in supervising, trouble shooting, problem resolution and ensuring customer satisfaction.  Leads by example and establishes professional work environment.  

Experience:
Warehouse/Receiving



Garrett Leather, Buffalo, NY

March 2014-April 2014

· Maintain leather inventory inside warehouse

· Enter & track incoming stock information into computer system

· Throwing leather on horses

Machine Operator (Testing)                   

 SPS/Exova, Tonawanda, NY

June 2013-July 2013

· Test Automotive engines for discrepancies or defects.

· Follow a set protocol using company’s own software.

· Check to ensure that fluids are flowing properly through the engines.

· Provide technical support through use of the company’s computer system.

Self-Employment


       
 Buffalo, NY

July 2009-June 2013
· Cleaning, general maintenance of clients home and property

· Cleaned and sanitized restroom facilities and fixtures;  emptied cleaned and sanitized waste receptacles 

· Swept, vacuumed, mopped, and shampooed carpets

· Washed windows, mirrors and walls 

· Replaced furnace filters

· Cleaned snow and debris from sidewalk

· Mowed lawn, trimmed shrubbery using hand tools and power tools

· Order and replenish janitorial supplies in a cost effective manner
· Ensure and adhere to safe work practices and procedures

Manager/Collector



 Creditor’s Financial Group, Buffalo, NY
Feb. 2010-Feb. 2012
· Supervised, staffed, trained and managed 15-20 collectors

· Addressing Inbound/Outbound calls

· Maintaining confidential files and information

· Skip tracing/Daily computer use such as Internet Explorer, MS Word, Cub system, etc.

Production Worker
                  
  Inland Paperboard and Packaging Inc.,            
Dec. 2009-Jan. 2010                                   
  
  Buffalo, NY

· Operated machines that customized various size boxes

· Stacked, counted, and packaged boxes to be shipped to various customers

· Cut designs into the boxes

Manager/Collector


        
Gallego Peterson & Assoc., Buffalo, NY

Dec. 2007-May 2009

· Supervised, staffed, trained and managed 15-20 collectors 

· Overseen monthly finances, payroll, accounts receivable, accounts payable, bank reconciliation

· Computer: Windows 98/2000/ME/XP/Vista
· Date entry, MS Excel, Word
· Written & Verbal Communication

Collector



         
Great Lakes Asset Mgt, Niagara Falls, NY

Oct.2006-Mar.2007

· Inbound and outbound calling, typing

· Responsible for answering phone calls and providing customer care support

· Assisted customers regarding their debit cards and credit cards issues

· Updated and maintained files of every customer

Manager of Stock/Inventory


 Cocktail Dreams, Buffalo, NY

Oct. 2003-July 2007
· Supervised and trained staff

· Maintained a clean and safe work environment

· Ordered, received, and stocked supplies in warehouse or supply room. 
· Obtained, opened, unpacked stock and supplied to Bartenders 
· Maintained supply inventory; verified inventory levels by checking shelves, place orders as appropriate. 
· Performed clerical duties related to maintaining stock inventories and stockroom; operated a computer terminal and personal computer

Education:
Seneca Vocational High School


Buffalo, NY

Sept. 1986-June 1990

Diploma/Machine Shop

Volunteer:
Buffalo Ravens Youth Football and Cheer Organization

Director of Football Operations/Head Coach 

July 2004 – present
· Oversee daily operations and organize the registration process for approximately 120 youths, plan trips to tournaments and national championships out of state for entire organization

· Serve as a community liaison to promote organization within community centers, schools and community events

· Responsible for obtaining sponsorships and donations from city officials and businesses within the community 

· Maintain uniform and equipment orders, collection and distribution

· Coach and mentor a team of approximately 30 youth
