








C h e l s e a  B r a y  H a t t o n

C O N T A C T

904 4th Street 
Maysville, Ok 74057 

405.331.9435 cbrayhatton@gmail.com 

Wade Jarlsberg, Director
Business & Industry Services 

MATC 

P.O. Box H 

Wayne, Ok 73095 

Dear Mr. Jarlsberg, 

Please review my qualifications for the position of 
the Customer Service Secretary. I have enclosed for 
you a resumé and references,  

My qualifications include: 

• Knowledge and experience in many aspects of 
school, including business and finance.

• Excellent organizational and communication 
skills

• I believe my knowledge, experience, 
determination, and work ethic will enable me to 
manage resources with fiscal responsibility as 
well as my ability to be a team player to 
accomplish the goals of the district and assist in 
the daily operations of student life.

• I have a passion for education. I believe my 
energy and expertise would be an asset in the 
support and implementation of Mid- America’s 
vison, and core values.

Thank you for taking the time to review my resume. I 
look forward to talking with you. 

Sincerely, 

Chelsea Bray Hatton 



C h e l s e a  B r a y  H a t t o n

904 4th Street  
Maysville, Ok 73057 

405- 331- 9435 cbrayhatton@gmail.com 

K E Y

S T R E N G T H S —
E X P E R I E N C E  

 Self-Motivated

 Flexible

 Adaptable

 Quick Learner

 Positive Attitude

 Responsible

 Multitasker

E D U C A T I O N  — 

OSU- OKC 

 Oklahoma City, Oklahoma 

I received my A.S. in 
American Sign Language 
Interpreting in May 2013. 
While enrolled I was a 
member of the Deaf and 
Hearing Social Club, as well 
as President for 2 years. I 
was also a member of Phi 
Thera Kappa (Honor Society) 
as well as being on the 
Dean’s Honor Roll for 3 
years. 

June 2021- Present 

Activity Fund Clerk • Whitebead Public School 
    Created requisitions and purchase orders using 

Oklahoma Cost Accounting System. Made Daily Cash 

deposits. Accounts payable for district cash accounts: 

created checks, coded purchase orders, reconciled bank 

statements, balanced all district cash accounts. 

June 2021- Present 

Secretary • Whitebead Public School 

      The job of School Secretary is for the purpose/s of 

providing secretarial and administrative support to the 

Administration; communicating information to students, 

parents, staff, and/or other districts; ensuring compliance 

with financial, legal, and administrative requirements; and 

supporting the broad array of services provided to 

students, parents, instructional and support employees.  

August 2015- June 2021 

Office Manager • Physical Therapy Central 

      Responsibilities include managing office staff and front 

office, taking payments, daily scheduling for multiple 

providers, verifying insurance for patients all while 

multitasking phones, emails and in person contact with 

patients and other staff members.  

August 2011- August 2015 
Sign Language Interpreter • Norman Public Schools 

November 2010- August 2013 
Receptionist • Dental Depot of Moore 



REFERENCES

Toni Simon 
Previous CFO, Friend 
Maysville, Oklahoma 

(405) 613-4601

Kelsey Williamson 
Co- Worker, School 

Phycologist  
Pauls Valley, Oklahoma 

405- 514- 0765

Shari Kendall 
Family Friend 

Pauls Valley, Ok 
405- 207- 6609
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