Jordan Vale
FICTIONAL EXAMPLE ONLY. Replace or remove every example fact.
jordan.vale@example.invalid
Profile
Volunteer reception helper with experience welcoming visitors, keeping attendance records and writing shift handovers. Interested in community information services.
Relevant experience
Volunteer reception helper | Eastbank Community Room
September 2025 to February 2026
1. Welcomed visitors, explained room locations using a printed session list, and referred booking enquiries to the coordinator.
1. Helped with attendance records.
1. Updated a handover note with pending questions and room changes after a shift.
Work experience | Cedar Lane Books
May to June 2025
1. Arranged stock using shelf labels and a checklist.
1. Reported missing labels to a supervisor.
Relevant skills
Visitor directions, simple spreadsheet entry, written handovers and following checklists.
