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January 11, 2006

18-47 Ditmars Blvd.

Astoria, NY 11105

January 11, 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 Assistant/Associate Director for the Office of Grants and Contracts on the Research Foundation website.  As a skilled project manager with over eight years of sponsored project 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 interpersonal and communication skills to work with faculty to identify funding needs and perform funding source searches from a variety of federal, city, and state agencies and private foundations.  In addition, my advanced technical knowledge of both Microsoft and online applications assisted with the various aspects of proposal preparation and paper or electronic submissions.  

One of the main aspects of successful proposal submission is having a support staff that is well versed in the policies and procedures of the funding agency, the college and the fiscal agent.  With the Bronx Institute, I built on the skills I acquired at the Office of Grants and Contracts by increasing my understanding of these policies and using this knowledge to collaborate on proposals. Furthermore, my expertise in technology provides the skills necessary to utilize the online grant submission and reporting applications on Grants.gov and NSF Fastlane.  I regularly meet with the Executive Director, Associate Director, and Project Directors to discuss budgetary, technical, and procedural issues and I take the actions necessary to follow-up on such matters.  I am in frequent contact with the project administrators, personnel offices and legal departments at the Research Foundation of CUNY and I use their web based accounting systems on a daily basis.  My competence in these areas will decrease the time necessary for training and learning new responsibilities.  
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 increased my competence, my confidence, and my expertise.    Returning to the Office of Grants and Contracts as the Assistant/Associate Director, would give me the chance reconnect with the faculty and administrators with whom I have already created solid professional relationships.  I am eager to serve those members of the faculty and administration who are new to me as well.  Whatever the case may be, I look forward to using my savvy and my skill to enhance the office where I began my career.  A solid support team is essential to ensure that administrative tasks—those that often interfere with research or other sponsored activities—get accomplished efficiently.  Grants reinforce the assets of the faculty and strengthen the academic community.  I welcome the opportunity to work in the Office of Grants and Contracts where I can use my knowledge to sustain this integral component of the college.  I am available for an interview at your earliest convenience.  Please feel free to contact me at my home number 718-278-4730 or via email at dominic@imok.com.  Thank you for your consideration.
Sincerely,
Dominic Esposito
