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September 19, 2005

18-47 Ditmars Blvd.

Astoria, NY 11105

September 19, 2005
Executive Assistant Search
Provost’s Office
CUNY Graduate Center
365 Fifth Avenue Room 8113
New York, NY 10016-4309
Dear Sir or Madam:
Recently, I read the vacancy notice for the Executive Assistant to the Provost at the CUNY Graduate Center (PVN#: MP10879) on the college website.  With several years of managerial experience in higher education, I am confident that I can perform the required responsibilities with competence and enthusiasm.  Enclosed, please find my résumé and list of references 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 to identify funding needs (requirements?) and perform 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 Office and online applications to assist with the various aspects of proposal preparation and paper or electronic submissions.  My job at the Office of Grants and Contracts also awarded (gave or provided? ) me the opportunity to supervise and train Lehman College students who were participating in the Computer Science Internship Program. (I also changed identifying and performing—see root words above)
In my current position with the Bronx Institute, I currently (omit you already said current—but change that current to Currently, and move it to be the first word in this paragraph so that you have sentence variation from one paragraph to the next—see the beginning of the previous paragraph) manage many of the daily operations including budgets, hiring of contractors, processing summer salary (ies) and personnel action (is there a word missing here?  Personnel action what?).  I regularly meet with the Executive Director, Associate Director, Project Directors and faculty and staff associated with the Institute to provide information and assistance regarding these matters.  Additionally, I make follow-up inquiries until an issue is satisfactorily resolved.  When developing budgets for new proposals or providing expense reports for existing projects, 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.  Prior to the submission of a new grant proposal I underscore accuracy (as well as attention to deadlines or the time sensitive nature of such projects—I think it is important to emphasize—in some way—the fact that you are a worker who values the kind of accuracy and steadiness that is not possible at the last minute—or something like that—you’ll know better what to write) while performing reviewing and editing tasks.  I am the primary liaison between the Research Foundation of CUNY and the Bronx Institute and serve as the main contact regarding administrative functions these organizations.  In this capacity, I also review and process personnel action forms and submit them for approval to the Executive Director and the college. Excellent!
During the six year federal GEAR UP grant of the Bronx Institute, I gained invaluable experience organizing the annual kickoff and year end events for parents, students, faculty and staff as well as the summer program for students.  Also, I coordinated and supervised staff, secured space for computer training classes, and developed policies and procedures for a home computer program where over 900 computers were distributed to families in the Bronx.    
As the Executive Assistant to the Provost at the CUNY Graduate Center, I would use my technological skills and ability to work under deadline in a fast paced environment to ensure excellent support to the Office of the Provost.  A solid support team is essential to the Chief Academic Officer of the college to prevent administrative tasks from interfering with academic programs or other essential college operations.  I welcome the opportunity to use my knowledge to help strengthen the academic community.  I am available for an interview at your earliest convenience.  Please feel free to contact me at my home number 718-278-4730.  Thank you for your consideration. Beautiful!
Sincerely,
Dominic Esposito
Enclosures (2)
