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Before theJob Fair: Educate Yourself

What is the pirpose of a Job Fai?

x  Careeffairs provide an opportunity for student and emplaygeraction

x  The basic purpose is ghareinformation

x Employers atted toidentfyand meet possible prospective eisiglityoye
within the community

x  Students mostly attend because it is an efficient, effective and easy diayritaute their resumes to employers
with expressed hiringpterests

x  Otherreasons to attend are twllect information about employerdearn more about potential careemsnd
network with employers

Whatshould | expect?
x Most Jobfairs consist of a series of booths @bles manned by recruiters and othgresentatives from each
organizationn attendance
x The employer display may vary from a table with stacks of information to a highly elaborate maltamedi
interactive demonstration

What do | want to acomplish?
x  Clarify yourreason for attendingpé Jobfair
x |dentify and have knowledge of your skilggals, abilities and interests

In order to do the above, one can prepaBmal Satement In other words, one can start formulating an answer to the
g u e st ihat do,l redilyywant in a caae®d

What to include in a goal statement

Degree completion status

Relevant experience (entry level or intern)
Type of industry

Training/utilization of skills

Long term goal

arwdOE

Sample Goal Statement

After completion of my degree iBusiness Management hope to obtain @&orporate management training position
within an organizatiorthat will allow for the utilization of skills pertaining to dealing with problems of motivation and
organizational desigand that offers future management and policy setfippaunities.

In the space provided, practice d®ping your own goal statement:
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Before theJob Fair: Prepare Yourself

What employers will be attending?

X
X

Go to the appropriate Job Fairbés website and | ook
From the list of participating employers, research the organizations that may be of specific interest to you throu
the Career Development Centegrinternet resources

Compile a list of which companies you are interested in, develop questions you may have for them and establ
why you want to work for their organization

Create another list from the companies you aler@sted in but this tim@rioritize employers in order of greatest

to lease interest. Your goal when entering filne should be to talk to all employers on your interest list.
However, your strategy should be to seek out employers in which you leagectitest interest to ensure that if
time runs out, you wondét miss out on the opportun

What about my resume?

X

X X X

Prepare your resume

Have it critigued by the Career Development Cestiaif

Attendworkshops spomsed byThe Career Development Centparticipate ira Mock Interview
Make more copies of your resume than you think you will need

What else should | plan to bring?

X

X
X
X

Portfolio/Professional Binder with paper for notes

A nice-looking professional pen

A briefcase or professiondboking bag to carry literature and resumes
Develop a list of questions to ask employers

Types of questions to ask:

Questions forGraduating Students and Alummi
¢ What positions are currently available in your organization?
What expéences, skills and qualifications are required for this position?
When will the position be available?
What is the application process?
What is the hiring process?
Are there opportunities for growth? If so, what are they?
How would you describe the wodnvironment?
Do you have an available job description?

Questions forStudents
¢ What employment opportunities does your organization offer for someone with my major?
What qualities, skills and experiences do you look for during the hiring process?
Do you hire students for summer, pdirne, internship positions and do you accept volunteer expefience
What is your companyé6és plan for growth?
How do | go about obtaining more literature about your company?
What are some of your companyés strengths?
How wouldyou best describe a succegg#mployee within your compafy
Would | be able to job shadow someone at your organizations?
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Take a moment to listadditional questions that you may havdor employers in the spaces below

What will the employer want to know about me?
x  Prepare 80second profesional introduction to include the following:
Your name
Major
Area of interest
Skills related to your career gsal
Three personal qualities you possess
Expressed interest in each company
Short/Long term goals (refer to goal statement)

<K<K

A sample 30 secondnitroduction may look something like the following

Hello, my name is Jennifer Smith. | will be graduating in May with a degree in Graphic Design. | have experience wi
PageMaker, Quark Express, Adobe Photoshop, Adobe lllustrator, Freehand, FlashwPeas@m and Macromedia
Director. As part of myinternship | created several marketing and advertising tools such as brochuregetable
newspaper ads and logos.feel that | possess the creativity, dedication and desigiredto succeed in the gphic
design field. | have recently researched your company and would be extremely interested in discussing any opportuni
advice or iput that you may have to offer.

Now, itdés your turn! Go ahead and eproeided and hawe this reloearsed 3
and readyor any networking opportunity:
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What types of questions may the employesk me?

Prepare for additionaleestions that mayebasked of gu by the recruiter Often times, employers ask questions it
determine how well you dize your skills and abilities ireatlife situations This concept is calleBehavioral Based
Interviewing (BBI) and the premise behind it is that the besetlfmtor of futire behavior is past behavior. To answer
BBI guestions appropriately, we have provigelandy formula to make sure yaasponses reflect successful
examples of past behavior during actual situatidhs. BBI formula has been termed the STAmethod
(http://ecs.cen.uiuc.edu/ms/star4.htm)

In answering a question:

For example:

you learned on the job.

1. S = Situation(Describe the situation)

_ . Recruiter: fil see that you did an internship
3. A = Action (What action did you take?) of key accomplishments and lessons that
4.

R = Result(What was the result of yourt&mn?)

Student i O ryear ago | was offered a-co
op position for X company based on my&pézed training in Graphic and Web page design. My main responsibility
was to create a new Web page design that was more user friendly than the one they were using prior to my hire.
Currently, myweb design is still in use and has supported theirbusisc by acting as a viabl e

Other common guestions asked by recruiters
1. What are you most proud of?
2. What specific goal, other than those related to your occupation, have you established for yourself forsthe next
10 years?
3. Why did you choose the career for which you are preparing?
4. What do you consider to be your greatest strengths and weaknesses?
5. How would you describe yourself?
6. How do you determine or evaluate success?
7
8
9

In what ways do you think you can make a contributioaur company?
. Describe the relationship that should exist between a supervisor and subordinates.
. What two or three accomplishments have given you the most satisfaction? Why?
10. Describe your most rewarding college experience.
11. Why did you select your dlege or university?
12. What led you to choose your major field of study?
13. What college subjects did you like best? Why?
14. What college subjects did you like least? Why?
15. Do you have plans for continued study? An advanced degree?
16. Do you think that your gradeare a good indication of your academic achievement?
17. What have you learned from participation in extracurricular activities?
18. How do you work under pressure?
19. In what paritime or summer jobs have you most been interested? Why?
20. How would you describe ¢éhideal job for you following graduation?
21. Why did you decide to seek a position with this company?
22. What do you know about our company?
23. What two or three things are most important to you in your job?
24. What criteria are you using to evaluate the companwhich you hope to work?
25. Do you have a geographical preference? Why?
26. Are you willing to relocate?
27. Are you willing to travel?
28. Are you willing to spend at least six months as a trainee?
29. What major problem have you encountered and how did you deait®vith
30. What have you learned from your mistakes?
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31. What are your short term and long term career objeétives

During the Job Fair: Job Fair Etiquette

What should | wear toa Jobfair?

MEN

Dress in a professional business suitress slacks and blazer
Long-sleeved oxford cloth shirt in white or light blue
Conservative necktie

High fitting dark socks

Business style shoégolished)

Match yourshoe and beih the sameolor

Minimal cologneand jewelry

X X X X X X X

WOMEN
x  Suit with skirt is preferable to pantsuit
x  Closedtoe pumpswith skin-colored hosiery
x  Dress blouse
x  Conservative naipolish, makeup, perfume
x Long hair pulled back neatlgmall earringgind minimal jewelry
What do | do once | arrive?
x  Sign in at the registration tablocated in Upper Convo
Pick up a prgram listing with a map of theapticipants
Have a drink of water before entering the room
Take a deep breath
Relax!!
Scanthe room for the companies on your interest list
Walk around and get a feel for your environment
When you are readypproach youtargeted companies first

X X X X X X X

How do I initiate and maintaincommunicatior?
x  Approach the recruiter
Make eye contact smile and relax
Give a firm handshake
Use the recruit e30&escondlatmducteannd gi ve your
Tell the recruiter what type of positigwu are seekingr what your career goals/interests are
When appropriate, display your knowledge of the company
Be enthusiastiand have a positive attitude
Answer all questions honestly
Show your confidence at all times
Ask any questions you may have
Offer a resume
Ask for a business caftbm the employer
Ask the recruiter if they knowngrone else you could speak with, or if they know of any companies that might
have openings
Thank them for their time and information
Shake their hand firmly
x Make notes folater review and followup

X X X X X X X X X X X X

X X
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After the Job Fair: Job Fair Follow-Up

How do I follow-up with employers?
x  Refer toyour notes and previously gathered business cards
Immediately end a thardyou note(within 48hours}o each employethat interests you
Remnind them of howand whergyou met, you qualificationsand your interest
Send an extra copy of your resume
Call the organization to make sure that your application is complete
Check withThe Career Development Centersee if certain employers will betémviewing on campus.
Schedule a Mock Interview session with a staff memdrgrarticipate in a mock interviewing programprepare
you for additional interviews

X X X X X X

How can | find out more about a company, position or opportunities?
x  Conduct an Informatiomterview

Information interviews are a way for you to simultaneously gain inside information about careers in your field an
broaden your network. This is not the time to ask the employer for a job. Information interviews entail interviewin
people with &perience in a field you may be interested in pursuing. Topics typically covered include: what that type ¢
work is like, what types of opportunities exist in the field, and what advice they can offer for someone just starting out.

Tips on how to condu¢ an Information Interview

Identify a contact with the organization with whom you would like to speak
Telephone your contact and ask for an appointment

Create a list of questions that you would like to ask

Interview your contact (Informal but professal; keep it short. 3@5 minutes)
Send a thank you letter

A A

Types of questions to ask in an Information Interview

Could you describe a typical day in your job?

What do you like most about your job?

What do you like and dislike about your job?

Where does this organization plan to be in 5 years?

What types of entry level positions exist in this organization?

What would you say are the significant trends in this field?

Where do you see this field lgzg in the future?

What advice would you give to someone like me trying to get into this field?
How did you get into this field?

CoNor®ONE
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Additional Job Fair Tips

WhatTO do:
Be assertivelDon 6t expect t he e mplordniti@econvessatbpbmke t he first m
Smile
Exhibit high levels of energy
Be enthusiastic
Have some background knowledge of the company or organization (prior research!)

WhatNOT to da

x Donmdanopoli ze stnee recruiterd

x Donodot interrupt t haékingteaoatheristuderbe patiant | e t hey ar e

x Dondt | ust t akitemsbrhtieeitableithogtishowinganteresy o

x Dondt chew gum

x Donée @illers such as Aumo or Ali keo

x Dondt ask about salary

x Dondt expect a job offer

x Dondét Adress downo

x Do naiteldaee use your time wisely to Awork the roomo &

you desire

For additional assistance and informatian
Please feel free teet up an appointment \Wita Career Development Cengtaff member to receive assiste with any
of the following:
Your 30 Second ©@mmercial
I nterviewing Skills
Networking Strategies
Handshake
Resume Witing
Cover Letter Writing
Dressing for Success

1/23/2008 8



Types ofProspectiveEmployers

In the United Stateshere arghreemain types of employment sectors within eaonomy.

1. The Private, Profiaking sector
2. TheGovernment sectdffederal, state and local)
3. The Nonprofit or hdependent sector

The Private Sector

Private sector companies are ones that are no¢dwy the governmeni he privatesector includes the part of an
economy which is controlled by private individuals or companies (familisecegions, NGOs, sports clubsretigious
entitieg

The Government (Public) Sector
The government goublic ®ctoris any part of a country's economy which is controlled or operated, isyatieer local
government The public sector often includes public services sucadigatioror healthcare
e Believed to be one of the siosecure work environments
Has excellent retirement and benefit packages
Salaries are often competitive. Wages increase with the time spent within a particular agency.
Jobs are varied
The size of the public sector varies from country to countrgdmmunistcountries where private ownership
was banned, the entire economy belonged to the public sector.

The NonProfit Sector

Non-Profit organizationgonsist ofinstitutionsthat ae neither governmemtor businessOther names often used to
categorize nomrofit organizations includaotfor-profit sector, the third sector, the independent sector, the

philanthropic sector, the volwary sector ad the sociabector The nonprofit sector in the United Statesvast and

diverse. It includes tagxempt organizations that are educational, scientific and cultural as well as civic and social
welfare organizationsNonprofits usually work to advae@ cause or interest. They represent-defined interests,

conduct research, provide direct services and lobby for legislation. Nonprofits especially appeal to individuals who are
passionately committed to a cause, enjoy pursuing public issues artidavwork. Nonprofits can be found everywhere
and are associated with virtually everything. They all offer assistance in some way to some population. Some well knc
nonprofit organizations arémerican Red Cross, Peace Corps, United Way, YMCA/YW@d tdabitat for Humanity

Two major subcategories within the npnofit sector includeharities and foundations.

Private foundations usually have a single source of funding (an individual, a family, or a business), and use income frol
investments to ni@ grants to other nonprofit organizatiori$ie Ford Foundation, The Carnegie Corporation, and the
W.K. Kellogg Foundation are well known exampléxivate foundations are subject to more stringent regulation and
reporting requirements than other typésenprofits.Social welfare organizations.Nonprofits such as the National
Association for the Advancement of Colored People, the National Rifle Association, and the National Organization for
Women are exempt section 502(c)(4) of the tax cddeese noprofits are often called social welfare or advocacy
organizations.Contributions to 501(c)(4) organizations are notdaguctible, and 501 (c)(4) nonprofits have greater
latitude to participate in legislative advocacy, lobbying, and political campadiigitias. Professional and trade
associations.Chambers of commerce, business leagues, and other organizations that promote the business or profess
interests of a community, an indrys or a professionlnough contributions to these organizatiorss ot taxdeductible,
membership dues may be deductible as business expenses.
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Third Party Employers
The Center adheres to the following definitions and principals as outlined by the National Association of

Colleges and Employers (NACE):
Third-party recruiters are agencies, organizations, or individuals recruiting candidatderguorary, partime or fulktime
employment opportunities other than their own needs. This includes entities that refer orfoe@ugfit or not for profit,
and it includes entities that collect student information to be disclosed to employers for purposes of recruitment and
employment.

Third party recruiting organizations chargefere r vi c e s u s i starting dalary ange thé appglieant ts placed
with an employer.

Temporary agencies are employérsot third paty recruiters and will bexpected t@omply with the professional
principals set forth for employer professionals.

Third party recruiters that directly charge studefus services are ridfollowing accepted professional practices and will
not be pemitted orcampus recruitingrivileges. (NACE)

Third party recruiters and temporary agencies will be permitted to participate in ouEdége Career Expos.

Positions will be posted iour Career Resource Librargndat the discretion of th€enter, students wibbe notified of new
opportunities. If atird party recruiter disclosethe client or clients they are representing, the Center will verify with the
employer thepportunitiesand provide therecruiter with a resume referral.

The Center will work with third party recruiters in regards to internship opportunities only when the intgposktipn
requires the student to work directly for the third party recruiter.

Multilev e | Mar keting Employers (Anetworko or Amatri X
Multilevel Marketing (MLM) Plans are a way of selling goods and services through distributors. If you sign ug
to sell the goods or services as a distributor you will receive commissions for kgsur SB.M plans that

promise to pay commissions through two or more levels of recruits (i.e. if you receive commissions on both
your sales and the sales of people you recruit as distributors) are knByraasds and are illegal in many

states.

Upfront Product Purchase Employers

Any company that requires monetary layouts or requires candidates to invest, purchase supplies, or pay a fe
a condition of employment. These fees can include, but are not limited to, sales kits, presentations supplies,
memberkip fees, startip fees, fees for lessons, portfolio or placement fees, and the purchase of tools or
samples.

Commissioronly Employers
Employers that offer commissiamnly employment opportunities pay their employees a percentage of the

empl oyesgédbkes ot aWhen working on commission, no sal
periodso during the initial stages of empl oyment
NOTES
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