Mark Elliott Hickman

2329 Haskell Drive

Antioch, TN 37013

(615) 941-8157 or (678) 360-5675

mhickman99@msn.com
CAREER OBJECTIVE

To obtain a position whereby I can utilize my analytical and leadership skills combined with my work experience and educational background to create an engaging work environment that offers an opportunity for both professional and personal growth.

WORK EXPERIENCE
August 2004

Stock Plan Administrator, UBS Financial Services, Nashville, TN

to Present

· Manage over $1.5 billion in market capitalization in stock options

· Analyze data discrepancies

· Calculate SEC fees and taxable compensation for stock option exercises

· Develop procedures to minimize financial exposure pertaining to the American Jobs Creation Act 

· Provide fixed and variable accounting reports to clients

· Reconcile share positions daily

· Responsible for improving the corporate client experience  

· Administer stock option and stock purchase plans

· Work with compensation analysts to ensure proper tax withholding for stock options exercised

July 2004

Supervisor, Structures and Annuities, MetLife (Retirement & Saving), Alpharetta, GA

to August 2004




· Accountable for day-to-day operations

· Managed a team of six senior consultants

· Led my team in the first variable annuity audit for the structured settlement department

· Worked with IT on generating automated metric reporting

· Partnered with Director of Annuities to reduce overhead expenses through efficiency improvement


December 2002                   Pensions Benefits Consultant, MetLife (Retirement & Savings), Alpharetta, GA

to July 2004




· Accountable for recovering over $200,000 in annuitant overpayments

· Analyzed legal cases and documents

· Approved financial transactions over $1 million

· Created a detailed resource analysis for the structured settlement unit
· Determined variable cost for establishing separate accounts for legal cases
· Developed internal audit procedures and metrics

· Managed structured settlement and terminal funding contracts
· Mapped processes for the structured settlement unit
· Partnered with the call center to ensure quality customer service 

· Performed detailed analysis of factoring company business that could generate over $250,000 in revenue for the structured settlement unit

· Provided exceptional customer service to external and internal clients
· Reviewed and corrected W2 and 1099R forms

· Trained new employees on structured settlement processing
June 1999                        
Pensions Benefits Administrator, MetLife (Retirement & Savings), Franklin, TN

to December 2002




· Managed $500 million in assets

· Coordinated the quarterly statement process
· Developed internal audit procedures

· Generated and verified form 1099R for participants 

· Performed asset to journal and tax reconciliations

· Provided annual plan accounting to clients

· Performed non-discrimination testing

· Rendered and collected monthly invoices
· Trained new employees on 401(k) plans and recordkeeping system

Page 2 of 2

EDUCATION

August 2001

Tennessee State University, Nashville, TN

to May 2005

MASTERS OF BUSINESS ADMINISTRATION 




     Grade Point Average   3.65


January 1996                   
Tennessee State University, Nashville, TN

to May 1999                     
BACHELOR OF BUSINESS ADMINISTRATION 

                          

     Grade Point Average   3.16

CERTIFICATIONS




Series 6, 26 and 63




Member of the Society of Professional Administrators and Recordkeepers (SPARK)

HONORS                   

Beta Gamma Sigma (National Honor Society for Business Students)

Selected as a MetLife 2001 Service Leader

Captain of Tennessee State University tennis team in 1997, 1998, and 1999

Dean’s List in 1996 and 1998 at Tennessee State University 

RELATED SKILLS

Excellent presentation skills and proficient in Microsoft Excel, Word, Access, PowerPoint and other Microsoft Office applications

