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COMMON MISTAKES MADE AT JOB FAIRS
· Arriving near the end of the job fair
· Dressing unprofessionally or in casual clothing 
· Bringing inappropriate items such as an iPod or MP3 player

· Bringing children

· Not bringing a résumé to leave with interested employers 
· Running out of résumés

· Failing to do background research on participating companies

· Confusing a company with its competitor or not knowing anything about a company
· Lacking enthusiasm or interest in a company or job opportunities
· Having a poor or unprofessional attitude, such as behaving too casually with the recruiter

· Lacking communication skills, including not making eye contact and having a weak handshake
· Asking inappropriate questions, such as:

· How much does the position pay?

· What jobs do you have available?

· Can you tell me about your company?

· Any other personal or frivolous questions
· Not asking any questions
· Talking too long
· Being unfocused when talking, such as saying, "I'll take anything" or "I don't know" when asked about your interest in a position

· Grabbing too much free stuff
· Not willing to relocate
COMPANY RESEARCH TOPICS

· History

· Mission

· Goals

· Vision

· Strategic initiatives such as research and development programs

· Special recognition

· Products and services

· Marketing and distribution methods

· Financial or other performance indicators (e.g., company, annual report)
· Growth plans

· Structure

· Location

· Quality-of-work factors and employee benefits

· Corporate leaders

· Any and all details on the tasks, duties, and responsibilities of existing positions
JOB FAIR PREPARATION CHECKLIST

___Revise and update your résumé

___Obtain from the CRMC a list of companies that will be attending the job fair and the

       positions they are recruiting for

___Identify and prioritize the companies in the order of your interest

___Research the companies you are interested in. Use the Company Research Topics handout for 

      a list of topics to gather information on

___Check with the CRMC for company Web sites and other literature 

___Obtain any information you can on jobs of interest to you

___Make a list of questions as you do your research to use when talking to employers about their company and its products, and to use in gathering information about the job that you could not obtain from your research
___Develop a 30-second speech or short script that provides the following information:


___Name 


___Opportunities that you are seeking 


___Relevant work/volunteer experience
___Work-related accomplishments you are proud of


___Relevant education and training

___Highlights of skills and strengths 


___Knowledge of the company

___Position you are interested in


___Value you can bring to the company

___Practice delivering your 30-second speech or short script (be confident)

___Make sure you are dressed professionally. Attend the Interview Preparation class offered by

      the CRMC for guidance.

___Take the following to the job fair, if appropriate/applicable:


___Cover letter* 

___Plenty of copies of your résumé


___Reference letters or lists of references 

___Professional portfolio to show examples of your work and accomplishments*


___Copies of transcripts in case the employer needs to see them* (*optional)

___Information for filling out job applications that may not be included on your résumé,
 
      such as:



___Addresses and telephone numbers of former employers



___Addresses and dates of attendance for high school and other schools

Sample 30-Second Introduction Speech for Military Service Member

Good morning!  My name is ______________.  I’d like to talk to you about the _____________ position at your company. During my ______ years in the (Marine Corps/Navy), I gained a lot of experience* in ______________________ and developed good skills* in ________________ _____________.  An accomplishment* I’m particularly proud of is _______________________ _____________________________________________________________________________. I also completed training* in __________________.  

I (researched your company on the Internet OR visited your company’s Web site) and (saw some very interesting information OR read some very interesting articles) that really made me see how special and respected your company is.  

After looking at this information and the job description, I believe my skills, training, and experience are a good match for the position and might be of value to you and the company. I’d like to bring the same or better level of success from my time in the military to my work with you.
Here is a copy of my résumé. Can you look it over and let me know a good time today or later when we can talk about the position, my qualifications, and how I could contribute to the company?

*Do your best to include information here that matches the requirements and qualifications of the position. 
Sample 30-Second Introduction Speech for Family Member

Hello. My name is _____________ and I am interested in the_______________ position you have available. I looked at a description of this position, and I believe my background in ________________________ matches the qualifications for the job. I also researched information on your company, and I learned ____________________________________ (an impressive fact or piece of information). Could you tell me more about __________________? 
This _______ (past year, past summer), I had an ____________ (internship, position, volunteer opportunity) with _____________ and was able to participate in a variety of company operations. The most interesting project I worked on was _______________________________. This was invaluable because it afforded me greater insight into ___________ and allowed me to _________________________.  The work I did resulted in __________________, which my supervisors said really helped the company.  Perhaps best of all, this experience could be of value to a top-notch company such as yours. 
Here’s a copy of my résumé and a cover letter. I would be more than happy to speak with you at your convenience about how my experience and qualifications and how they might be a good fit for this position. 
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