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Helpful Tips for Job Seekers Using the 55-b/c Recruitment Resources Center 
 

The screen shots provided below are what currently approved 55-b/c Job Seekers will see upon Sign-In to the 55-b/c Recruitment Resources 
Center. This document will provide helpful hints and instructions for successfully submitting information in the 55-b/c Recruitment Resources 
Center. 
 
General Tips 
 

• There are five (5) steps to submitting your information. The steps are as follows: 
 

o Step 1: Contact Information (REQUIRED) 
o Step 2: Academic Information (REQUIRED) 
o Step 3: Preferences (REQUIRED) 
o Step 4: Employment History (OPTIONAL) 
o Step 5: Document Upload (OPTIONAL) 

 
In order for agencies to view your information, you MUST provide information in Steps 1-3. 
 

• You do not need to complete all sections at one time. You may enter and save your responses to one or more sections, log out, and then 
return to complete other sections at a later time. Be sure to save all your information. Agencies will not be able to see your 
information until you have submitted the information in Steps 1-3. 
 

• You can revise your submitted information at any time. 
 

• When you see a blue circle with a question mark inside of it (  ) you will be able to review the Help information provided. In some cases, 
the Help icon gives a general description on how to complete that section. 
 

• Additional Copies of your Letter of Eligibility can be obtained by clicking on “My Eligibility Letter” on the 55-b/c Recruitment 
Resources Center Home Page. 

 
If you have any questions about the 55-b/c Recruitment Resources Center, please contact 55-b/c Program Staff at: 

� E-Mail - SSDRecruitServices@cs.ny.gov (preferred) 

� 55-b Job Seekers - (518) 473-8961 

� 55-c Job Seekers - (518) 473-9733 
�

If you have difficulties with Sign-Up or Sign-In to the 55-b/c Recruitment Resources Center, please contact the Service Desk 518-457-5406 or toll 
free at 1-800-422-3671. 
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Job Seeker Home 
 
If you are currently eligible for the 55-b/c Program, your welcome screen upon log-in will look like this: 
�

�
The Home Page shows a menu of each section.  You may also select each section in the yellow header if you prefer. On the right hand 
side, you will see a blue box that displays the end date of your 55-b/c program eligibility. 
 
Additional Copies of your Letter of Eligibility can be obtained by clicking on “My Eligibility Letter”. 
 
You will begin by clicking on “My Information” which will take you to Step 1: Contact Information. 
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Step 1: Contact Information 
 
When you first start to enter your information, you must complete each step sequentially, as each step must be saved before moving on 
to the next. When you are viewing a specific step, the circle aside it will be yellow. Once you have visited a step and saved the 
information, the circle aside it will be filled in blue. You will have the opportunity to modify the inputted information once it’s saved.   
 
Enter the information that you would like New York State agencies to use to contact you for potential employment opportunities. 
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Step 2: Academic History 
 
You may enter information for as many degrees as you have. If you do not have a higher-level degree, there are options for entering that 
information as well. You have the ability to enter multiple degrees separately-i.e. High School Degree and Associate’s Degree. 
 
Degree:  You will be asked to provide your Degree type which includes a drop-down list with the following options: No Degree; High School/GED; 
Some College; Associate’s; Bachelor’s; Master’s; PhD; JD. 
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Credits: For each degree you enter, except “No Degree” and “High School/GED”, you must indicate the number of credits earned.  You will select a 
range of credits from a drop-down list with the following options: 0-29; 30-59; 60-89; 90-120; 121+. 
 
Institution: For each degree you must enter the Institution from which it was earned-i.e. Schenectady High School or SUNY Albany. This is not 
required if you selected “No Degree” in the Degree drop-down list. 
 
Concentration: The Concentration section allows you to select the type of degree concentration. This is a grouped list. By clicking on the question 
mark next to the Concentration, you will be able to view a Degree Reference which lists the specific degrees that fall under each grouping. Select 
the concentration that most closely reflects your degree. This is not required if you selected “No Degree” or “High School/GED”. 
 

�
After saving all information for your specific degree entry, your information will be displayed in the below table. You will now have the ability to enter 
additional academic history. 
�



��

�

�
 
Step 3: Preferences 
 
Enter information on your employment preferences. 
 
Work Availability: Indicate your interest for either Permanent or Temporary employment, or both. Indicate whether you are interested 
in either Full Time or Part Time employment, or both. Indicate which shifts you would be willing to work. A selection from each column is 
required. 
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Occupational Interests: Choose at least one occupational area of interest. 
�

�
 
Language Proficiencies: Select languages in which you are proficient, meaning you are able to work/communicate using that 
language. 
 
Licenses: Select any licenses you have in the list.  Your license must be from New York State. 
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Location Availability: Select the county or counties in which you are available or willing to work. By clicking on the question mark next 
to the Location Availability you will be able to see the locations of the counties on a map of New York State. 
 

�
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Step 4: Employment History 
 
This section is optional. Provide your most recent employment history. If you do not want to fill out this information you may select “I 
choose not to fill out this page.” 
 

�
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Step 5: Document Upload 
�

This section is optional. You will have the ability to upload up to two documents: one (1) resume and one (1) transcript. The file types 
accepted include: .doc, .docx, .pdf, .txt, and .rtf. If you have multiple transcripts, you must combine the transcripts into one document. 
If you do not want to upload a document you can select “I do not want to upload at this time.” 
�

�
After you have uploaded a document, your information will be displayed in the below table. You have the ability to update your 
documents at anytime. Uploading your document more than once will overwrite any previous document you have submitted. 
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Step 6: Summary 
 
You will be able to see a summary of your submitted information. This is format in which your 
information will be viewable to agencies. 
�

�
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