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Before the Fair…

· PREP, PREP, PREP! Research companies that are coming to the Career Fair and the positions for which they are hiring. What is it about the company that interests you? How is the company’s work relevant to your goals, skills, and past experiences? You don’t have to be an expert on the organization, but you need to know enough about it to demonstrate your genuine interest and ask intelligent and relevant questions. Some useful resources: Company websites, job postings on eRecruiting, alums working in the company (DukeConnect!), LinkedIn.

· Develop a Plan: The sheer number of exciting companies attending the Career Fair can be overwhelming. Determine which companies you want to make sure you speak to, and list them in order of interest. This is particularly important if you only have a short period of time between classes to tackle the Fair. The night before the Fair, use the special Career Fair supplement in the Chronicle to map out a strategy for hitting those recruiters you really want to meet.

· Practice Your “10 Second Intro”: You must be proactive in communicating with companies – let them know who you are, why you are interested in their organization, and how your skills and experiences would be an asset to their work. Some talking points:
· Your basic info: Name, Major, Class Year
· Why that company – their mission, goals, clients, new initiatives
· Which position you are interested in (if applicable) – or general career goals
· What experiences you have that relate to their work

· Make Copies of Your Resume: Make enough copies of your resume to share with all of the employers on your “must see” list, as well as a few extra for additional companies that spark your interest once you arrive. While we’re on the subject, make sure your resume is up to date and highlights the experience that will be most relevant to your employers of interest. 

During the Fair…

· Dress Professionally: A suit is preferable, but business casual is fine as well.

· Arrive Early! Some employers may have a flight to catch, and will leave earlier than the official end of the Career Fair. Keep in mind that employers are also at their “best and brightest” early in the day, and will be more fresh and eager to converse with students. 

· Prioritize Your Time: Remember that plan you made? Stick to it! Visit your top companies first to ensure you have time to speak with the representatives. 

· Ask Lots of Questions: After giving your “10 second intro”, be sure to ask plenty of questions about the organization. Remember, this is a two-way conversation, not a monologue! See the other side of this handout for some ideas.

· Follow the Representative’s Lead: Most conversations with recruiters will last about 2-5 minutes, particularly if there is a long line of students waiting. If you catch the representative during a down time, you may be able to speak much longer, so be sure to have plenty of questions prepared! Follow the representative’s lead in terms of ending the conversation and moving on.

· Collect Contact Information: Be sure to collect the business card(s) of everyone you speak to at the Career Fair. Jot down a couple of notes about your conversation on the back of the card to refresh your memory when you follow up with them. Asking for a card is professional and gives you a potential contact you can use later on in your job search.

· HAVE FUN! The Career Fair is a time to connect with company representatives (many of whom are alums and/or recent graduates themselves!), learn more about companies that interest you, and discover the many exciting opportunities available. It may seem intimidating, but everyone is friendly and eager to meet you! Confidence and a positive attitude go a long way.

After the Fair…

· Follow up! Email your new contacts to thank them for their time at the Career Fair and to let them know how much you enjoyed your conversation – bring up something specific that you discussed to jog their memory. Be sure to attend info sessions and other company events on campus to keep the relationship going.

· Apply! Follow the employer’s preferred method for applying for positions within the organization. They might mean uploading documents into eRecruiting, filling out an application on the company website, or emailing the representative with additional information, such as a cover letter or transcripts. Make sure you stay organized and pay attention to application deadlines!

Great Questions to Ask Employers at a Career Fair
The questions you ask during a Career Fair should help you determine whether or not the company is a great fit for your goals, skills, and interests. They also give you an example to demonstrate your knowledge of and interest in the organization.
· Can you tell me a little about the work environment at ______? What type of person thrives in your company?
· How would you describe the ideal candidate for <interesting position>?
· What kind of training/supervision would I receive as a new employee?
· I saw on your website that you offer a leadership development program. Can you tell me more about how it works?
· I was excited to see that you are involved in <cool new program/initiative/research>. What impact do you envision that having on your company in the next few years?
· What is the best way to apply for your open positions?

Example of a 10 Second Intro: 
“Hi Mr. Zufall! My name is Hilary and I’m a senior studying biomedical engineering. I’m interested in pursuing a career in medical technology, and I saw on Stryker’s website that you have a respected orthopaedics division. I did research with a professor last semester on bone substitute technology, and am very passionate about this work. Can you tell me a little more about the new innovations you’re developing in this area?”


