Prince Arvee F. Avena

+639168927345 | princearveeavena@gmail.com | Brgy. Taludtud, Balayan, Batangas | 4213

CAREER OBIJECTIVE

Detail-oriented Computer Science graduate with experience in administrative support, records management, and digital
design. Seeking an entry-level position where | can apply my technical knowledge, organizational abilities, and proficiency

in office and digital tools to support efficient operations and contribute to organizational growth.

EXPERIENCE

Immaculate Conception College of Balayan, Inc December 2025 - April 2025
Student Intern (OJT), Registrar’s Office

e Processed and organized 500+ student academic records, ensuring 100% data accuracy and confidentiality

e Assisted in enrollment system updates and document verification during peak registration periods

e Digitized physical records to improve retrieval efficiency and reduce manual paperwork

e Provided technical assistance for basic system and file management concerns

Immaculate Conception College of Balayan, Inc December 2025 — April 2025
Layout Artist / Publication Designer

o Utilized digital tools to produce structured, user-friendly layouts aligned with branding standards

e Developed book layouts, cover designs, and promotional materials using digital design tools

e Applied UI/UX principles to improve readability, structure, and visual hierarchy

EDUCATION

Bachelor of Science in Computer Science Expected Graduation: April 2026
Immaculate Conception College of Balayan, Inc. Balayan, Batangas, Philippines
SKILLS

Programming Languages: PHP, JavaScript, HTML, CSS

Frameworks & Libraries: Tailwind CSS, Bootstrap

Design Tools: Adobe Photoshop, Canva

Software & Productivity Tools: Microsoft Excel, Microsoft Word, Microsoft PowerPoint, Google Workspace (Docs,
Sheets, Drive)

Administrative & Technical Skills: Data Entry, Records Management, File Organization, Document Processing, Basic IT
Support

Other Skills: Graphic Design, Layout Design, Ul/UX Principles, Digital Content Preparation



