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JOBFAIR




Thursday, March 29th
10:00am-2:00pm

Coffman Great Hall, Ground Floor
Coffman Memorial Union Bldg
University of Minnesota

300 Washington Ave SE
Minneapolis, MN 55455

Job Fair Information & Success Tactics

Getting the Most out of the Job Fair
Preparing for the Fair











· Use pages to familiarize yourself with your own personal interests, skills, and values.  This information can help assess your fit with a specific company or within a specific position.  It is valuable information to include in your personal introduction and in the interview process.
· Gather information about the employers you are interested in talking to at the fair.  You can find a list of employers at www.mnscufair.org  Use included handout to help keep your notes about employers organized.  Create note cards with relevant company information to bring with you the day of the fair.
· Prepare and make copies of your resume.  Brief resume guidelines and resources to help are available on page 2 of information packet.
· Review “Job Fair Success Tactics” presentation included in handout. 
· Create and practice your personal introduction so you feel comfortable talking about yourself with employers.  See handout for more information.
· Plan to wear professional attire.  Remember that first impressions count, even if you are just gathering information
· Decide which transportation you will be utilizing.  Will you be taking the bus provided by Inver Hills or your own transportation?  You can find the bus schedule posted at www.inverhills.edu/jobfair
At the Fair













· Check in at the registration table to obtain a list of companies, a map of the floor plan, and a name tag.
· Orient yourself to the facility.
· Select the company for your first contact.
· Relax. You are prepared for the event.
· As you approach the employer’s table, respect other participant’s privacy as the complete conversations.
· As you approach the recruiter, make eye contact, smile, introduce yourself and tell why you are interested in the company and the positions they offer.
After the Fair













· Make notes.  While the Fair is fresh in your mind, write down key names and information.

· Follow up with thank you letters.  This is an important courtesy as employers are reviewing resumes and deciding who to interview.

· Follow up with a phone call or email 2 weeks after the fair is complete.  Indicate where you met the specific person, thank them for speaking with you the day of the Fair, express your interest in the position(s), and ask where they are in the hiring process.

Research Companies - VERY important to do!






· Know something about the companies and the positions
· Keep notes on a 4x6 card (see example below) – write down key points and bring cards to the Job Fair for quick reference
· Use the following sites for research and information:
· www.mnscufair.org: refer to the Student area of the web site to access the list of employers and their information.
· Find the companies’ web sites
· Hoovers: www.hoovers.com
· Reference USA: www.referenceusa.com
· Inver Hills Library: http://www.inverhills.edu/Library/index.html
· “E-Resources and Databases”
· Internet Resources
· “Business” or “Career/Employment” sections

MnSCU Job Fair Do’s and Don’ts:









Do:

· Present yourself with professionalism, enthusiasm, and confidence at all times – the person you meet in the bathroom could be a recruiter for your top company!
· Explore every company that peaks your interest.
· Take breaks when you need them.
· Make notes about each visit and regroup before approaching another employer.
· Focus on what you can do for a company, not what the company can do for you.
· Target companies that interest you and make a connection.  Even if they aren’t hiring for your desired position now, they may be in the future!
Don’t:

· Walk up to an employer and wait for them to say the first word or make the first introduction.
· Give your resume immediately to the employer as a means of introduction.
· Gather with your friends and chat where the employer can watch you.
· Ask about salary at first contact
Resume Preparation and Tips










A resume is a document that briefly describes your educational background, work/professional experiences, interests, and volunteer experiences.  Job seekers should have this valuable marketing document prepared and ready to distribute to employers at the Fair.  The resume typically introduces you and nearly all employers will request one the day of the fair.  Keep the following guidelines in mind as you develop this important tool.  You may also refer to the “Developing Effective Resumes” document from the Career and Employment Services department.
· Prepare a resume to distribute at the Fair.

· Make copies on quality resume paper (found at office supply stores, retail stores (e.g. Target), or printer stores (e.g. Kinkos).

· Refer to the “Guidelines for Resume Development” document from the Career and Employment Center.
· Have Sarah Hover review your resume during an appointment or during walk-in hours.

· The final copy must be error-free.  Never underestimate the power of proofreading.

Common Questions from Employers









After approaching the employer, giving your personal introduction, and offering your resume; the employer may ask you a few questions.  You’ll want to prepare answers to these common questions:

· Tell me about yourself, your career interests, and your work experiences.  How do they relate to the position(s) we are hiring for?

· Why do you want to work in this job or work position?

· What interests you about working for this company?

· Why do you think you’ll be successful in this field?

Sample Questions to Ask Employers









· What qualifications are important for this position?
· What is the organizational culture like at this company/organization?
· What is your current hiring process and timeline?  Are there current entry level positions available?
· What are the prospects of future growth in this company?
· How can I best reach you to follow up on this position?
1. Company Name, address, and phone





2. Position(s) available/interested in





3. Locations (city, state(s), nationwide, worldwide)





4. Qualities/traits required for position





5. Product or service line of organization





6. My related skills/qualities





7. Financial information





8. Fun fact or newsworthy item





9. Contact date/event





10. Contact name, email, phone (get business card at Fair)





11. Next step – Follow up





12. Booth number (get day of Fair)














