
Jayne McCall 

Email: teach-happy@outlook.com 

 

I am a highly experienced and efficient administrator with excellent support, PA and secretarial skills. 

I am educated to A Level, hold the Chartered Institute of Legal Executives Level 3 Certificate in Law 

and Practice and have over seventeen years’ experience as a PA.  

 

Work Practice 

 

 Co-Founder and Business Manager, Teach Happy                    July 2016 to present 

 

In 2016 I co-founded Teach Happy, a support service delivering supervision and training for 

education professionals. I designed the website and am currently focussing on running the business 

with a view to turning it into a social enterprise over the next twelve months.   

 

 Service Support Officer, British Red Cross, Hove                  January 2016 to July 2016 

 

I was contracted to a six month role to cover a period of change in the organisation. Regardless of 

the short term nature, I was in a position to improve the support given to all services operating out 

of the Hove office. I ensured that my service was professional, prompt and communicated effectively 

The role covered estate buildings maintenance and repair, management of hall hire, administrative 

support and financial management  of stationery, stock and equipment for service areas, banking 

and petty cash, raising invoices, processing gift aid and the management and distribution of vehicle 

hire and work wear. I was also responsible for health & safety, fire alarms, accident and incident 

reporting.                                                          

 

 Team Administrator, British Red Cross, London                   July 2014 – December 2015 

 

In this role I was committed to providing support to the Legacy, Legal, Insurance and Property teams 

in the Finance Resource and Planning Division. I acted as their point of contact for arranging meetings 

and booking rooms as well as organising their travel by train and air and necessary accommodation. 

I was also responsible for the teams’ recruitment administration, archiving, stationery stocks and 

incoming post. As the teams’ intranet administrator I kept their information up to date. I worked 

with the Property team and Executive Directors’ PAs to ensure documents were signed in a timely 

manner. I also provided cover for the PA to the Division Director. I left this role in December 2015 

to work more locally in order to have more time outside of work to concentrate on co-founding a 

business.  
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 Temporary Secretary,                June 2014 – July 2014 

Bucks & Berks Recruitment Ltd, Windsor 

 

This was a temporary role when I returned to the UK. I worked for Hale and Company LLP, a tax 

and accountancy firm. Duties included audio typing and general administration. 

 

 Volunteer English language tutor, Thailand                                     October 2013 – June 2014 

(including periods of travel) 

 

This was an opportunity for me to experience working in another country through teaching English 

language to primary school age children using games, drawing and crafts. Working with people from 

a different culture developed and focussed my communications skills and my ability to handle change 

and adapt to new environments. It was a highly rewarding experience.  

   

 Personal Assistant to Operations Director, Kent and Sussex       January 2013 – October 2013 

(maternity cover), British Red Cross, Brighton 

 

In this role I actively supported the Area Operations Director in all aspects of work from general 

administration to event management. My PA role included email management, dealing with 

enquiries, telephone calls and correspondence, organising and maintaining the Director’s diary, 

arranging meetings and ensuring she was prepared with all papers for internal and external 

meetings. I assisted the Area Management Team as required which included calling for items and 

preparing the agenda for area monthly meetings, taking minutes, arranging travel and 1:1 meetings 

with the Director. My role was varied and included working with staff and volunteers from all parts 

of the organisation. I assisted local Presidents, Chairs and members of the two Area Volunteer 

Councils as required. I maintained sickness records and recruitment administration in liaison with 

HR, updated intranet pages for the area and produced the area monthly newsletter using Publisher 

and emailed it to twelve hundred area volunteers and staff. I was involved in organising logistics for 

the awards evening for area volunteers including arranging a speaker, working with volunteer 

administration in Head Office and collating nominations for the awards panel. I researched and 

booked venues and liaised with course providers for the bi-annual area conference. I organised and 

managed local volunteers to help at the annual National Assembly as well as booking rail travel for 

all local delegates attending the conference.  As my maternity cover contract was coming to an end 

I was fortunate to be given an option to volunteer overseas.  

 

 

  Legal PA to Group Property Solicitor, Reed Specialist Recruitment     July 2001 – November 2012  

Limited, Chancery Lane, London  

 

For over twelve years I provided a high level of support to a busy in-house solicitor with a caseload 

of over 250 UK and international properties including leasehold offices, shop fronts and freehold 

buildings and estates. In this role I greatly developed my capacity for working without supervision 



and taking responsibility for my own decisions. I was involved in researching documentation, 

preparing court documents, audio typing and general correspondence, formatting and proof reading 

documents, compiling and management of the property database, amending commercial licences 

and shorthold tenancies, dealing with deposits, post completion work involving land registry and 

stamp duty and monitoring deadlines for break dates and lease ends. I left the role due to personal 

circumstances and a desire to change direction and work in a humanitarian organisation.  

  

 Legal Assistant  – Bradford and Bingley Relocation Services Limited    May 1999 – July 2001 

Windsor, Berkshire 

 

I started this role a temp and it was my first office position. After three months I interviewed for a 

permanent admin assistant role, for which I was successful, and I was promoted to a Legal 

Assistant six monts later. My responsibilities included secretarial and administrative duties relating 

to sub-sales of residential properties. By the summer of 2001 the company was taken over and the 

Legal Department staff were made redundant.  

 

Qualifications and Work Related Training 

 

 ‘A’ levels: English (A) Sociology (A) History (B)  

 The Chartered Institute of Legal Executives Level 3 Certificate in Law and Practice 

 British Red Cross training courses: Welcome Workshop – introduction to the work and values of 

the Red Cross, Ideals In Action – in depth workshop on Red Cross values in action, Supporting 

Refugees – introduction to supporting refugees,  

 British Council online module in Data Protection  

 Money laundering regulations training by Withers LLP 

 Basic First Aid training 

 

References 

 

HR Department, British Red Cross, 44 Moorfields, London EC2Y 9AL 

020 7877 7351 - SabrinaBrown@redcross.org.uk 
 


