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The Prime Objective

A Job Seeking Guide                 
for Ex-Ofenders

Special Populations Unit
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http://www.acces.nysed.gov/ged/
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https://mybenefits.ny.gov/
mailto:nyspio@otda.ny.gov
http://www.hirenetwork.org/
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http://www.ssa.gov/
http://www.dmv.ny.gov/
http://www.health.ny.gov/vital_records
http://www.nyc.gov/html/doh/html/vr/vrbappl.shtml
http://www.uscis.gov/portal/site/uscis
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https://www.parole.ny.gov/certrelief.html
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DCJS Record Review Unit

Your New York State Rap Sheet: A Guide To Getting, Understanding & 

Correcting Your Criminal Record

http://www.l1enrollment.com/
http://www.lac.org/doc_library/lac/publications/YourRapSheet.pdf
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New 

York State Division of Human Rights
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http://www.labor.ny.gov/businessservices/services/fbp.shtm
http://www.labor.ny.gov/businessservices/edsu/edsu%20wotc.shtm
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http://www.labor.ny.gov/careerservices/CareerServicesIndex.shtm
http://ny.jobs/
http://www.jobzone.ny.gov/
http://jobs.ny.gov/
http://www.labor.ny.gov/careerservices/findajob/jobfairrecruitmentsindex.shtm
http://www.labor.ny.gov/workforcenypartners/osview.asp
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http://www.labor.ny.gov/apprenticeship/general/registration.shtm
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 One-Stop Career Center

 
 

 

 

 

 
 
 

 

 

 
 

https://ny.jobs/
https://jobs.ny.gov/
http://www.labor.ny.gov/careerservices/findajob/jobfairrecruitmentsindex.shtm
http://www.monster.com/
http://www.indeed.com/


 

14 

https://statejobsny.com/public/index.cfm
http://www.cs.ny.gov/examannouncements/types/oc/
http://www.usajobs.gov/
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Criminal Records and Employment: 

Protecting Yourself from Discrimination

http://www.lac.org/doc_library/lac/publications/CriminalRecordsAndEmployment.pdf
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SMART

One-Stop Career Center
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Tip #1 – In his cover letter, 

Steve clearly states the position 

he is applying for without going 

into where he learned the 

related skills for the job.  Like 

Steve, you may decide to 

disclose this information later. 

Tip #2 - At the end of your 

cover letter, make sure to 

note any other documents 

you have included (e.g., 

resume, application, etc.). 
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Tip #1 – Include all of your 

contact information, 

including your best contact 

phone number and a 

professional email address. 

Tip #2 – Like Steve, 

you can describe the 

skills you learned 

while incarcerated 

with an emphasis on 

what you can do, not 

where you learned 

these skills. 

Tip #3 – In the Work History 

and Education and Training 

sections of your resume, you 

can use abbreviations (in this 

example, CCF instead of 

Clinton Correctional Facility). 
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Tip #1 – When you fill 

out job applications, 

type or write as neatly 

as possible so that it 

will be easy for an 

employer to read. 

Tip #2 – When you fill 

in your availability 

and desired salary, be 

as flexible as you can. 

You may choose to 

write that your 

desired salary is open 

to discussion, as Pam 

does here. 

Tip #3 –Do not lie about or skip the section 

about your convictions. You do not need to 

give more information than the employer is 

requesting - however, you should include 

information about the court, the penal code 

related to your conviction and the 

disposition date. Here, Pam also includes 

that she has applied for a certificate of 

rehabilitation and also gives information 

about hiring incentives for which the 

employer may be eligible. 
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Tip #1 – Be sure to 

clearly identify the 

purpose of your letter, the 

position you are applying 

for, and what steps you 

are taking to get the job. 

Tip #2 - Describe 

how you can use your 

previous experience 

and skills to succeed 

in the position – this 

helps the employer 

get an idea of how 

you will be at the job. 

Tip #3 - Pam ends the 

letter by stating what she 

will do to follow up for this 

job – it shows the employer 

that she is highly 

motivated to get the job.  
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Tip #1 – Notice 

how Pam organized 

her resume so that 

her objective and 

summary of skills 

are customized to 

this position.  

Tip #3 – Pam’s most 
recent job was a 

work experience she 

had at Monroe 

County Jail 

(abbreviated as 

MCJ) – by including 

this on her resume, 

she avoids having 

any gaps in her 

work history. 

Tip #2 – Since Pam 

has listed her related 

skills in the 

Summary section, 

she keeps the Work 

History section of her 

resume short, 

without listing 

individual tasks she 

did at each job. 
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Tip #1 – Like Hector has 

done, you can write your 

resume so that the detailed 

information most likely to 

help you get a position is 

highlighted first. 

Tip #2 – Be sure to 

include work experiences 

and education/training 

you completed while 

incarcerated. 

Tip #3 – Hector abbreviates Bare 

Hill Correctional Facility as 

BHCF to focus on the skills 

learned, not the location.  He also 

chooses to list only the city 

Fishkill, NY instead of listing 

Fishkill Correctional Facility. 
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Tip #1 – Prepare yourself to answer 

questions about your conviction(s) in a job 

interview.  Notice here how Hector 

acknowledges his convictions and how he 

has shown rehabilitation.  Then he explains 

how his past will not affect his work, what 

supports he has in place, and how his skills 

are valuable to the company. 

Tip #2 – You should 

educate yourself 

about incentives for 

employers who hire 

ex-offenders, such as 

the Federal Bonding 

Program and the 

Work Opportunity 

Tax Credit.  

Informing the 

interviewer about 

these incentives may 

increase your chances 

of being hired.  
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http://www.ssa.gov/
http://www.dmv.ny.gov/
http://www.health.ny.gov/vital_records
http://www.nyc.gov/html/doh/html/vr/vrbappl.shtml
http://www.uscis.gov/portal/site/uscis
http://www.parole.ny.gov/certrelief.html
http://www.l1enrollment.com/
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mailto:SpecialPopulations@labor.ny.gov
http://www.dhr.ny.gov/contact_us.html
mailto:nyspio@otda.ny.gov
mailto:ged@mail.nysed.gov
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