[bookmark: _GoBack][image: ]MA. FRANCESCA HILARIO CASTRO
2 Camille Street Hobart I Subdivision
Barangay Pasong Tamo, Quezon City 1107
Contact Number: 0917-8559617
Email Address: jaycastro333@yahoo.com
Age:  47 years old
Civil Status:  Married


WORK EXPERIENCE
Issuing Operations & Fulfillment Services Department Head	(January 2017 to present)
Bank of Commerce, Head Office
7th Floor St. Francis Street
San Miguel Properties Centre, Mandaluyong City
Job Description:  Responsible for leading three teams and overseeing efficient application documentation, card personalization and fulfillment services operations comply with established policies, procedures, and service levels. 

Card & Personal Loan Availments Department Head		(September 2009 to December 2016)
EastWest Bank Corporation, Head Office
5th Avenue Cor 23rd Street
Bonifacio Global City, Taguig
Job Description:  Responsible for leading and overseeing day to day operations for Credit Card Loan Availments and Personal Loan while ensuring tasks are performed within agreed turnaround time and in compliance with policies and procedures.

Credit Card Production Head					(August 2006 to September2009)
American International Group, Inc. (EastWest Bank Corporation)
17th Floor San Miguel Properties Centre
7 St. Francis Street, Mandaluyong City
Job Description:  Responsible for overseeing daily credit card production activities are accurate and completed within agreed turnaround time and in compliance with policies and procedures.

Production Officer for Card Distribution Unit			(July 2004 to August 2006)
Citibank N.A.
CitiCenter Mezzanine Floor
8741 Paseo de Roxas, Makati City
Job Description:  Responsible for in-bound production of credit cards including card delivery.  Ensures daily operations are in accordance with agreed turnaround time and in compliance with policies and procedures.


Production Officer for Logistics Unit				(March 2002 to July 2004)
Citibank N.A.
CitiCenter Mezzanine Floor
8741 Paseo De Roxas, Makati City
Job Description:  Responsible for monitoring and ensuring delivery of bank documents such as statements, certificates, letters, checks are in within service level agreement.  Supervises logistics personnel in ensuring quality service are provided to internal and external clients of the bank.

Project Hire for Logistics Unit					(September 2001 to March 2002)
Citibank N.A.
CitiCenter Mezzanine Floor
8741 Paseo De Roxas, Makati City
Job Description:  Responsible for monitoring the delivery and reports of various bank letters and correspondence.

Financial Services Process Owner for India			(February 2000 to September 2000)
Procter and Gamble Asia Pte. Ltd.
20F Petron Mega Plaza Building
358 Sen. Gil Puyat Avenue, Makati City
Job Description:  Responsible for ensuring accurate and timely payment processing for Selling, Research and Administration for P&G India.
Executive Secretary						(June 1996 to February 2000)
United Overseas Bank Philippines
G/F Vicente Madrigal Building
6793 Ayala Avenue, Makati City
Job Description:  Provides secretarial function to the branch head which includes preparation of memos, reports, receiving calls, assist in loan documentations, provides administrative assistance to the branch and provide assistance to VIP clients of the branch.

EDUCATIONAL BACKGROUND
College			University of Santo Tomas, Manila		S.Y. 1992 – 1996
			Bachelor of Science in Commerce
			Major in Business Administration
Secondary		Saint Theresa’s College, Quezon City		S.Y. 1988 – 1992
Primary			Saint Theresa’s College, Quezon City		S.Y. 1982 – 1988
Preparatory		Saint Theresa’s College, Quezon City		S.Y. 1981 – 1982
Kindergarten		Our Lady of Lourdes Kindergarten, Quezon City	S.Y. 1980 – 1981

SKILLS
Writing memos and correspondence, documentation, typing, filing, record-keeping, customer oriented, detail oriented, proficient in MS Office, flexible and dedicated
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