Job Fair Tasks and Timeline


	DUE DATE
	DATE FINISHED
	TASK TO BE COMPLETED
	WHO HANDLES

	
	
	Call facility for available dates for job fair
	

	
	
	Draft and send facility request letter
	

	
	
	Identify potential partners to sponsor job fair, such as nearby military bases, local Chamber of Commerce, or college/university
	

	
	
	Discuss feasibility of partnerships, develop relationships, and identify specific tasks and duties for each to perform
	

	
	
	Meet with MCCS Marketing Department to discuss marketing strategies, options, and tasks
	

	
	
	Design job fair flyer
	

	
	
	Develop advance advertising piece
	

	
	
	Distribute advance advertising piece
	

	
	
	Identify staffing needs, then pursue options for meeting shortages with a working party of available volunteers/Marines
	

	
	
	Identify supplies and materials for job fair 
	

	
	
	Submit required purchase orders for supplies and materials
	

	
	
	Update and prepare mail out list
	

	
	
	Identify and coordinate process for mailing of invitations to employers
	

	
	
	Identify catering needs and make arrangements for breakfast and lunch for employers
	

	
	
	Print invitation letters and registration form
	

	
	
	Stuff envelopes for mail out
	

	
	
	Mail invitations and registration forms
	

	
	
	Send out letters of request for tablecloths/tables/chairs, if needed
	

	
	
	Pick up flyer and posters from MCCS Marketing
	

	
	
	Submit requests for supplies and materials for job fair
	

	
	
	Print flyers
	

	
	
	Request supplies for employer packages for booths 
	

	
	
	Obtain supplies for employer registration area
	

	
	
	Print employer surveys, job order forms, and employer services sheets for employer packet
	

	
	
	Contact employers from last year who have not registered.  Fax/email registration form if necessary. 
	

	
	
	Contact PMO to coordinate traffic and parking efforts
	

	
	
	Employer Registration Deadline
	

	
	
	Email flyer and other marketing materials to job seekers
	

	
	
	Post banners at MCCS-approved locations on base
	

	
	
	Market job fair via MCCS electronic billboards
	

	
	
	Distribute printed marketing materials throughout the base
	

	
	
	Prepare employer confirmation packages
	

	
	
	Make employer signs for booths
	

	
	
	Assign booths and create map for job seekers
	

	
	
	Assemble employer packets for booths
	

	
	
	Publish list of employers in the base newspaper (check with MCCS Marketing)
	

	
	
	Assign tasks to job fair personnel and working party 
	

	
	
	Mail out confirmation packages
	

	
	
	Print lunch receipts 
	

	
	
	Update and print employer check in list
	

	
	
	Make name tags for job fair personnel
	

	
	
	Make final signs for new employers
	

	
	
	Confirmation phone calls to all registered employers, for possible cancellations and check # of lunches requested 
	

	
	
	Send job fair map to printing
	

	
	
	Send final lunch count to caterer
	

	
	
	Pick up and deliver tables, tablecloths, and other bulk supplies to job fair site
	

	
	
	Job fair Set-up 
	

	
	
	Job Fair
	

	
	
	Tear down
	

	
	
	Take down banners and other posted advertisements
	

	
	
	Update database with new employers and correct contact info
	

	
	
	Prepare After Action Report – if required
	


