
Introduction

Employers use job and internship fairs to attract and screen potential employees.   They use career fairs as an opportunity to meet many candidates and determine who would be the best fit for future interviews.

For job seekers, job fairs are an important method of making in-person contacts with organizations of interest and learning about other companies that could be viable places of employment.  Career fairs will only be successful if you prepare and act in a professional manner.  Below are suggestions to help you succeed.


Preparation
Research Employers

Look carefully at the types of employers who will be attending to ensure there is a fit with your interests.  Do not plan to meet with all employers attending the event.  Instead, narrow the list of employers down to those of most interest to you.  Take the time to investigate these employers in some detail before the fair.  Learn what you can about their current job openings and research their products, services, history and goals.  Review their annual reports.  Company websites and your college’s Business Reference Library can be extremely useful for this research.

Prepare Resume & Materials

Having a solid resume is critical when attending a career fair.  Most employers will accept resumes at fairs, but others might ask you to submit it on the company website. Your college career center may have handouts or workshops to help you draft a resume.  Resume critiques may be available as well and are strongly encouraged!  Plan to bring several copies of your resume to the fair, as well as business cards if you have them and paper/pen for taking notes.  Some students also bring a portfolio or briefcase for carrying handouts. 

Prepare Your “Personal Commercial”

Job fairs offer only brief contact with organizations, so be prepared to make the most of your time.  Work up an interesting verbal summary of your background, achievements, and career interests so you won’t be fumbling for words.  This is your opportunity to make a good first impression and be memorable: act relaxed, professional, and interested.

Plan Appropriate Dress

The first impression you make at a career fair is critical.  Some employers at career fairs even score students based on their dress at the fair!  Dress in conservative, current, professionally tailored, well-pressed clothing.  How you look will play a big part in sparking employer interest.



During the Fair

Talk with Select Employers

Warm up by talking first with employers of lesser interest.  Once you are in the swing of things, hit your favorites.  Try to have one or two good questions in mind for each employer.  A list of sample questions is provided on the back of this sheet.  The questions should reflect both your personal interest and the amount of research you have done on the employer.  The more research you’ve done, the better impression you’ll make!


Make Notes

As soon as you leave an employer booth, jot down notes on the employers of interest.  List questions you want clarified and add notes on things you might send them to advance your candidacy.  The best thing about job fairs is that you make contact with dozens of employers in a few hours and obtain enough information about most of them to know if further follow-up is worthwhile.  Pick up literature on organizations to study at your leisure.

Etiquette
· Don’t give a resume to every organization at the fair.  Do your research and be selective.
· Don’t be offended if they don’t accept resumes and direct you to apply online.  Each employer has its own application process.
· Don’t tell people your whole biography, unless they prompt you.  Talk briefly about your education, career interests, interest in their organization.
· If other students are standing in line, be concise and get your points across quickly.
· Ask for a business card before you walk away and review it to ensure you have the correct one.


After the Fair

Send thank you notes to those recruiters whom you spoke to at the fair.  This will help you stand out from the crowd, since few people actually do this, and it will help the recruiter remember you favorably.   Also call employers to ask if they have any further questions about your resume and to ask for an interview.   Some employers prefer to interview those candidates from the fair who take the initiative to follow up.

Don’t be disappointed if you are not offered a job right away. Sometimes recruiters will collect resumes and keep them on file for 6 months to a year after a career fair. That is why following up with them is crucial. Let them know you're still interested, and that they may contact you when a position opens up. 

Suggested Questions

· What would you say sets your company apart from others in the industry?

· I saw the brief position description for __ position.  Could you elaborate on the position further?

· What goals does your organization have for the coming five years? 

· Can you describe the typical career path beyond the entry level position?

· Does your organization hire on a continual basis or only at certain times of the year? 

· What does your organization consider the five most important qualities/traits in an employee? 

· What skills does a person need to do this job/internship successfully?

· Are advanced degrees important? If so, in what areas? Is there a tuition remission program? 

· What courses do you suggest I take in order to help make me a stronger job applicant? 

· Is there a G.P.A. cut-off in the recruiting process? 

· As an entry-level employee, what can I expect to be doing 2, 5, 10 years  from now? 

· What made you choose this organization? How long have you been with the organization? 

· What has your organization accomplished of which you are especially proud? 

· What is your retention rate for new employees? 

· Do you expect your employees to be willing to relocate if necessary?

· What type of training programs does your company/organization offer?

· Do you hire interns?  What type of work do interns do within your organization?

· Do you have any advice or suggestions for me as I pursue a career with your company/in this industry?

· Are there related occupations that I would be qualified for with my background?

· How long does the hiring process take? What percent of applicants are eventually hired?

· May I contact you after the fair if I have more questions?


For assistance preparing for a Career Fair, contact your campus career center.

Prepared by the St. Paul Campus Career Center of the University of Minnesota, www.stpaulcareers.umn.edu
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