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October 19, 2005

18-47 Ditmars Blvd.

Astoria, NY 11105

October 19, 2005
Research Foundation of CUNY
230 West 41st Street
New York, NY 10036-7296
Dear Sir or Madam:
Recently, I read the vacancy notice for the Executive Assistant on the Research Foundation website.  With several years of administrative experience in higher education, I am confident that I can perform the required responsibilities with competence and enthusiasm.  Please accept my résumé as the first step in pursuing the position.  
In my previous position at the Office of Grants and Contracts at Lehman College, I used my interpersonal and communication skills to work with faculty in identifying funding needs and performing funding source searches from a variety of federal, city, and state agencies and private foundations.  In addition, I used my advanced technical knowledge of both Microsoft and online applications to assist with the various aspects of proposal preparation and paper or electronic submissions.  
With the Bronx Institute, I currently manage federal, state, and privately funded grants.  I regularly meet with the Executive Director, Associate Director, and Project Directors to discuss budgetary, technical, and procedural issues.  I also take the actions necessary to follow-up on such matters.  I am in frequent contact with the project administrators and personnel offices at the Research Foundation of CUNY when there is a concern with an account or an employee matter arises.  In the event of a crisis, I work diligently to resolve the issue.  When developing new budgets I emphasize attention to detail for faculty released time and summer salary, non-faculty personnel, fringe benefit rates, other than personnel services, overhead costs, and equipment.  I oversee administrative tasks such as the processing of summer salary, reviewing released time notices for accuracy, the hiring of subcontractors, purchasing and accounts payable.  When reporting to funding agencies, I collect, analyze, compile and maintain information in addition to composing sections that require my expertise.
As an Executive Assistant at the Research Foundation, I would use my computer skills and knowledge of Research Foundation policies and procedures to ensure efficient administration in the Office of the Chief Information Officer.  Grants reinforce the assets of the faculty and strengthen the academic community and I welcome the opportunity to continue working for the Research Foundation where I can use my knowledge to sustain this integral component of CUNY.  I am available for an interview at your earliest convenience.  Please feel free to contact me via email at dominic@imok.com or by telephone at my home number 718-278-4730.  Thank you for your consideration.

Sincerely,
Dominic Esposito
