Module 4—Job Fair Strategies
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	Note to the Facilitator:

This module relies in some places on resources and tasks that have been or could be completed in other modules, such as résumé and cover-letter writing in order for the participant to have a ready-made résumé for the job fair; job search strategies for information-gathering and techniques on how to research employers; and interview techniques for how to dress for an interview and speak with a recruiter about job qualifications. References to the appropriate class are made throughout the module, along with a prompt to provide a copy of a schedule of these workshops.

It is also helpful to have copies of the list of employers participating in upcoming job fairs, along with the list of positions they are recruiting for and Web sites where participants can research the company and positions. In absence of a printed list, a Web site or other location where this information can be obtained should be provided. Prompts for inclusion of this information are included in the module as well.


	Goals and Objectives
At the conclusion of this module, participants will: 
· Know what to do to prepare for a job fair

· Learn techniques and strategies for effective participation in a job fair

· Learn what to do after a job fair in order to follow up on positions they applied for and leads that were generated
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Content Topics
· Pre-Job Fair Preparation

· Conduct During the Job Fair

· Post-Job Fair Action




	Participant Handouts
· Common Mistakes Made at Job Fairs
· Company Research Topics
· Job Fair Preparation Checklist
· Sample 30-Second Introduction Speech
· Schedule of CRMC Job Search Skill Development Workshops*
· List of Employers Attending the Upcoming Job Fair (with positions available and Web sites for research)*
*Developed and maintained locally


	Facilitator’s Tools

· Chart paper
· Markers
Optional Tools
· Participant résumés


	Slide 1: Introduction and Learning Objectives
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	Focus: Introduce the topic

Over the next hour, we will learn about techniques, strategies, and resources to make a dynamite impression at a job fair. Being successful at a job fair will help increase the number of potential employment opportunities developed at the job fair, resulting in more job offers.  
Specifically, you will:

· Learn how to prepare for the job fair

· Know how to develop and use techniques and strategies for effective participation in a job fair
· Learn what to do after a job fair in order to follow up on positions you applied for and leads you generated 
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	Slide 2: Pre-Job Fair Preparation
[image: image5.emf]
Note to the facilitator:
If participants are unaware of résumé-writing resources, answer the question for them, informing them of classes, resources, and one-on-one help available through the CRMC. 
 
	Focus: Job Fair Preparation Checklist and developing a résumé
Preparation is the key to success in almost every undertaking. Marines are well aware of how preparation makes us better in daily tasks, whether preparing for an inspection or for actions on the battlefield. Preparing before we start an activity goes a long way towards achieving success in that activity. Let’s look at ways to use this same approach in preparing for a job fair.

            Ask participants: “What should someone do to prepare for a job fair?”  

Those are some very good ideas! Let’s try to organize them in a way that makes it easier for us to follow and keep track of them. 

[image: image6.wmf]Provide the Job Fair Preparation Checklist.
Let’s look at the tasks in the checklist to accomplish before attending the job fair, starting with developing a good résumé or revising an existing one.


            Ask participants by a show of hands: 

”How many of you have developed a good résumé?” 
Ask participants: “Would you like to make your existing résumé better?”
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  Ask participants: “For those of you who have yet to develop a résumé or want to make the one you already have better, do you know of specific resources here on base that are available to help you?”

Excellent! If you haven’t already attended the Résumé and Cover Letter class offered by the CRMC, please consider doing so before the job fair. Here’s a list of upcoming classes: 

[image: image8.wmf]Provide a schedule of CRMC job search skill development workshops.
Don’t forget that the CRMC has a number of résumé-writing resources available as well, along with staff members who can help you develop a good résumé.
[image: image9.wmf] Next slide

	Slide 2: Pre-Job Fair Preparation (cont.)
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Note to the facilitator:

Add the option to provide this list in printed form, or provide information on how to access it via the Internet or other means, as appropriate.

	Focus: Identification of companies/jobs of interest and company/job research
Okay, once we have a really good résumé to show employers at the job fair, the next thing we want to do to prepare is to obtain a list of companies attending the job fair and the positions they are recruiting for. You can get this from the CRMC.
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 State that the list is available from the CRMC or another source.
OR

  
[image: image12.wmf]Provide a copy of the list of employers attending the upcoming job fair, with positions available and Web sites for research.
Take the list, then identify and prioritize the companies in the order of your interest. It is a very good idea to research these companies so that you are better prepared to talk with recruiters about their company and job openings. Use the Company Research Topics handout for a list of topics to gather information on.


[image: image13.wmf]Provide a copy of the Company Research Topics handout.
As you do your research, make a list of questions to ask when talking to employers about their company, its products, and the job.
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	Slide 2: Pre-Job Fair Preparation (cont.)
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Note to the facilitator:
Possible answers include being more prepared, creating a more professional impression, reducing stress, and making you more confident when speaking with a recruiter.
	Focus: Developing a 30-second introduction
Now that you’ve done your research, develop a 30-second speech or short script to use to introduce yourself. It should contain 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


            Ask participants: “Why would anyone want to develop a short introductory speech to use at a job fair?”  
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Good answers! It makes you look professional and prepared, and it helps relieve any fear or nerves you might have – all of which impress the recruiter.

Here’s a helpful sample outline you can use to develop your own 30-second introduction.


[image: image17.wmf]Provide a copy of the sample 30-second introduction speech.
You’ll note that there are two samples: one for active duty Marines/Sailors and one for family members.
It’s a good idea to practice delivering your 30-second speech or short script. This helps build your confidence, which is something many employers look for in job candidates. However, remember not to be overconfident or brash about your qualifications!


	Slide 2: Pre-Job Fair Preparation (continued)
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Note to the facilitator:
Engage participants in a discussion of appropriate dress for the job fair, getting them to reveal correct dress for both genders.  Fill in any gaps with correct information accordingly.
	Focus: Professional dress 


           Ask participants: “Does anyone remember a TV commercial some years ago that used the phrase ‘Image is everything?’ What do you think that phrase means?”
Right! Then ask participants: “How do you think this applies to a job fair?”
Correct again! Make sure you are dressed professionally for the job fair, as first impressions go a long way towards success in landing a job.
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  Ask participants: “How should someone dress for a job fair?” 
Those are all excellent answers! Here are some other tips and suggestions on how to dress for a job fair.

If you want even more help in learning how to dress for a job fair, interview, or other recruiting event, attend the Interview Techniques class offered by the CRMC. Refer to the Schedule of CRMC Job Search Skill Development Workshops handout provided earlier when we discussed résumé preparation.
Okay, so far we’ve covered a number of things to do to prepare for a job fair résumé and dressing professionally. Is there anything else we should do before heading to the job fair?
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	Slide 2: Pre-Job Fair Preparation (continued)
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	Focus: What to bring to the job fair
There is one final topic to cover to make sure you are as prepared for success as you can be, and that is what to take to the job fair.

The following items are included on the Job Fair Preparation Checklist. (Optional*):
· Cover letter*
· Plenty of copies of your résumé
· Reference letters or lists of references 
· Professional portfolio to show examples of your work*
· Copies of transcripts*
· Information for filling out job applications that may
not be included on your résumé, such as:

· Addresses and telephone numbers for former employers
· Addresses and dates of attendance for high school and other schools
It’s a good idea to put these items in a binder or portfolio to protect them from bad weather, keep them organized, and prevent them from getting dirty or wrinkled. 

caution! There are some things you SHOULDN’T bring to a job fair, such as an iPod, MP3 player, food, or children. These can detract from the professional image you are trying to project. Put your cell phone on vibrate.
Okay, job seekers! We’re all prepared and ready to go! It’s now time to go over tips and techniques for conduct during the job fair.
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	Slide 3: Conduct During the Job Fair
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	Focus: The first few minutes at the job fair, before speaking with recruiters
When you “hit the door,” pay attention to any registration paperwork or sign-in sheets you will have to complete.

Most job fairs provide a map showing the employers in attendance, which are handed out to job seekers as they enter. Get a copy, then walk around the facility to familiarize yourself with the layout.

Develop a strategy for deciding which employers you want to talk with and in what order.

It might help to “warm up” by visiting with one of the “less desirable” employers on your list and talking with the company representative, before moving on to the ones you are most interested in.

[image: image24.wmf] Next slide



	Slide 3: Conduct During the Job Fair (cont.)
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	Focus: Talking with recruiters
Here are some tips on how to talk with recruiters:
· First, provide a good handshake and make good eye contact with the recruiter.
· Use your 30-second speech as an introduction, then…
engage the recruiter in a conversation about the company, the job, and what you have to offer, asking questions about things your research did not uncover.
· If the recruiter is pressed for time, ask if and when you can continue the discussion later, during or after the job fair.
· Towards the end of your discussion, ask about the next step in the recruiting process.
· Get a business card and printed materials from every employer you talk with.
CAUTION! Watch your “body language” – stand up straight, don’t lean or slouch, and don’t put your hands in your pockets. 
Also use appropriate language when speaking with the recruiter. Slang or colorful or informal language can send the wrong message.
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	Slide 3: Conduct During the Job Fair (continued)
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	Focus: Moving from booth to booth and waiting in line at the next booth
After you finish speaking with a recruiter and are between booths or waiting in line to speak to the next company representative, be sure to jot down notes about the previous employer to refresh your memory later.

Remember to use the job fair as an opportunity to network with recruiters. Don’t hesitate to talk with employers who do not have an opening that fits your skills. They may remember you and your résumé when a position becomes available in the future.

Occasionally take a break to refresh yourself and slip into the restroom to check your appearance.
Finally…smile, be confident, and enjoy yourself! You are taking control of your future! 



	Slide 3: Conduct During the Job Fair (continued)
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Note to the facilitator: 

Engage participants in a discussion of the common mistakes made at job fairs as you present them, getting them to point out why it is important to avoid these and what can happen when these mistakes are made.


	Focus: Things not to do during the job fair, and common mistakes made by job fair participants
We’ve talked about a number of things to do during the job fair in order to make an outstanding first impression and show the recruiter you are a top-notch candidate.

           Ask participants: “Are there any things we should be careful of and avoid doing at the job fair? What might these be?”

Very good answers!  Here’s a list of common mistakes job seekers make at job fairs to make it easier for you to remember.


[image: image29.wmf]Provide the Common Mistakes Made at Job Fairs

 handout
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            Group participation: 

Let’s go over the list and discuss what we haven’t talked about previously:
· Arriving near the end of the job fair
· 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 about or interest in a company or job opportunities
· Having a poor or unprofessional attitude, such as behaving too casually with the recruiter



	Slide 3: Conduct During the Job Fair (continued)
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Note to the facilitator: 

Continue to engage participants in a discussion of the common mistakes made at job fairs as you present them, getting them to point out why it is important to avoid these and what can happen when these mistakes are made.
	Focus: Common mistakes made at job fairs (continued)
More common mistakes made at job fairs:
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            Group participation: 
· 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 being willing to relocate
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	Slide 4: Post-Job Fair Action
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	Focus: Tasks to perform after the job fair
We’ve covered a lot of ground on how to prepare for the job fair, what to do during the job fair to make you an attractive candidate, and what to avoid doing that could hurt your chances of landing a job.


            Ask participants: “Are there any things we should do AFTER the job fair? What might these be?”

Again, great answers! Let’s look at these one at a time:

· Follow up with an e-mail or phone call a few days after the job fair or when the recruiter told you to do so.

· Send thank-you notes to all the recruiters you spoke with. In the note, remind them of where you met and what you discussed, reiterate your interest in the company and the position, and thank them for the time they spent with you.

· If the representative gave you a name of someone in the company to contact, call that contact, mention the name of the representative, and tell them why you are calling.
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	Slide 5: Summary and Lessons Learned
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	Focus: Wrap-up

Let’s take a moment to review what we have accomplished today. We have:

· Learned how to prepare for a job fair

· Learned techniques and strategies for effective participation in a job fair

· Learned what to do after a job fair in order to follow up on positions you applied for and leads you generated
Please take a moment to list three things you learned in this module that will help your job fair efforts be more productive and successful.

END OF MODULE
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