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ABOUT ME

A dynamic, hardworking and enthusiastic banking professional who continue to learn new skills and seek new challenges with proven abilities to lead and multi- tasks, meet new people & learn new culture.
                                           
FUNCTIONAL COMPETENCIES

· Proficient in Office applications (Word, Excel, Power Point)
· Basic knowledge in accounting, credit handling, loan packaging for commercial loans.
· Adept in monitoring data and expiries, loan documentation.
· Effective communication (oral & verbal).
· Administrative Assistance
· Good marketing and customer service skills.

EDUCATION
College        : Bachelor of Science in Business 
      Administration – Major in Management
                      St. Paul University  
      Tuguegarao City, Cagayan, Philippines
                      Inclusive Year: 1999 to 2003

Secondary : Cagayan National Highs School
      Tuguegarao City, Cagayan, Philippines
                       Inclusive Year	: 1995 to 1999

Elementary :Tuguegarao West Central School
                      Tuguegarao City, Cagayan, Philippines
                      Inclusive Year: 1989 to 1995

JENNIFER C.TO
Present Address: 12 Eagle St., San Gabriel Village, Tuguegarao City, Cagayan, Philippines

Contact Nos. +639278340697
Email Address: jenniferpcarino@yahoo.com



EMPLOYMENT BACKGROUND

April 2014 - Present 
LOANS ASSISTANT 
Junior Assistant Manager 3
IBG Commercial Loans- Cagayan/Isabela, BDO Unibank Inc.
Tuguegarao City, Cagayan

Duties include:
· Maintain credit loan folder and daily tickler /record for each account maturities.
· Coordinate with client for timely submission of documents to allow availment of credit line facilities.
· Maintain and monitor loan maturities to manage line renewal and extensions to avoid technical past due.
· Provides interest repricings, payment collection and PN renewal, loan releases and bookings. 
· Assist loan officer on credit initiation process & documentation.
· Maintain good banking relationship with clients
· Prepare credit proposal for renewal of line facilities without increase and quick credit proposal for extension of line expiry and deferment for submission of certain documents and release of collateral.

May 2008 – March 2014
LOANS ASSISTANT 
IBG Commercial Loans- Cagayan/Isabela, BDO Unibank Inc.
Tuguegarao City, Cagayan
 
Duties include:
· Responsible in managing loan portfolio from loan releases to interest collection to PN renewal and ensure compliance of documents deficiency from clients.
· Ensures continuous availability of credit facilities through efficient handling and monitoring of line expiry and PN maturities and keeping Documents In Order active.  Loan Portfolio handled P1.8 Billion.
· Filing of credit folders and other memo
· Assist loan account officers in managing  loan portfolio 
(monitoring of PNs, interest repricing, instructions sheets,  assist in documentation of both existing and newly approved line facilities, process loan releases, attends to clients inquiries and other tasks required from time to time. 




CAREER TRAININGS 

Anti Money Laundering Act 
BDO Unibank Inc – Online Training 
FY 2008, 2012, 2014, 2016

SIGNATURE VERIFICATION SEMINAR  
BDO Unibank Inc – Tuguegarao Branch, 
Tuguegarao City, Philippines
FY 2015

OFFICERSHIP DEVELOPMENT PROGRAM
BDO Unibank Inc – Training Center
Makati City, Philippines
March 2015


GOVERNMENT ELIGIBILITY
Career Service Sub-Professional administered by Civil Service Commission

CHARACTER REFERENCES 

MR. GERARDO A. DELA CRUZ
Senior Assistant Vice President / Team Head – BDO Unibank Inc. – Commercial Loans Division

MS. VIOLET C. REYES
Team Head / Assistant Vice President – BDO Unibank Inc – Loans Administration Department

(Contact Numbers shall be provided upon request)


























OTHER JOBS HANDLED:

· January 28, 2008 to May 13, 2008
Accounting Clerk (Cagayan Valley Medical Center, Tuguegarao City, Cagayan, Philippines)

· April 17, 2006 to December 31, 2007
Contractual (Government Service Insurance System, Tuguegarao City, Cagayan, Philippines)

· June 13, 2003 to April 16,  2006
Job Order (Government Service Insurance System, Tuguegarao City, Cagayan, Philippines)


































I HEREBY CERTIFY THAT ALL INFORMATION AND DETAILS STATED HEREIN ARE TRUE AND CORRECT AND TO THE BEST OF MY KNOWLEDGE AND BELIEF.



                              Jennifer C. To 
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