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April 4, 2006

109 Centre St.

Bronx, NY 10464
April 4, 2006
Office of Grants and Contracts Shuster Hall 303
Lehman College
250 Bedford Park Boulevard West
Bronx, NY 10468
Dear Ms. Bralver:
Recently, I read the vacancy notice for the RF MIS/IT Associate for the Office of Grants and Contracts on the Research Foundation website.  As a skilled technician with over eight years of experience, I am confident that I can perform the required responsibilities with competence and enthusiasm.  Attached, please find my résumé as the first step in pursuing the position.  
During my tenure at the Office of Grants and Contracts, as one of your employees, I used my advanced technical knowledge of both Microsoft and online applications to assist faculty with the various aspects of proposal preparation and electronic research administration.  Furthermore, I used my UNIX skills to develop and launch the office website which allowed both applicants and awardees stay up to date with various news items and download forms necessary for successful grant submission.  
With the Bronx Institute, I built on the skills I acquired at the Office of Grants and Contracts.  As the GEAR UP webmaster, I developed and maintained an interactive website that served as the main link between the program and over 900 participants in the home computer program.  I provided support for home computer users by performing repairs, virus scans and spyware removal. Centrally, my system administration tasks included creating shared file and print services and performing backups and recoveries.  Having successfully completed the requirements for a Microsoft Access Database Core certification, coupled with my skills in SQL and VBA, I developed a database that tracks student data and creates automated reports. 

Being part of the Bronx Institute team also required me to regularly provide training and assistance to project directors in the use of the Research Foundation web based tools, online grant submission, and reporting applications on Grants.gov and NSF Fastlane.  
Throughout my varied experience at Lehman College, I have grown professionally.  From my beginning at the Office of Grants and Contracts, to the Bronx Educational Alliance, to my present position at the Bronx Institute, I have expanded my technical proficiency using my existing capabilities and building upon them through research when necessary.  Furthermore, throughout the years, I have built an extensive technical library and often reference it to re-acquaint myself with methods that I have not recently used.  It is an honor that you are considering me for both the position of the Assistant/Associate Director and the RF MS/IT Associate.  In either case, I wholeheartedly look forward to the possibility of reconnecting with the faculty and administrators with whom I have created solid professional relationships.  I also look forward to serving members of the faculty and administration I have yet to meet.  Naturally, I would like to obtain the position where you deem my abilities most useful.   Returning to the Office of Grants and Contracts will give me the pleasure of using my skills to benefit the office where I began my career.  I am available for an interview at your earliest convenience.  Please feel free to contact me at my home number 718-885-1629 or via email at dominic@imok.com.  Thank you for your consideration.
Sincerely,
Dominic Esposito
