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State Agency Job Fair Check list

One month out
· Review past career fair data detailing return on investment data.
· Contact Department of Enterprise Services to discuss sharing booths and splitting costs when at all possible.  

· Registration/contact organizer if you are registering on your own.
· Follow your agencies invoice/payment process.
· Update your agencies job fair budget tracking sheet.
· Reserve your agency vehicle or plan conservative travel arrangements.
· If traveling out of state, ship your handouts and job announcements to the hotel.
Day before the event

· Gather marketing materials, job postings, promotional items, and display.
· Set up your agency display in advance to familiarize yourself with process.  If it’s been awhile since it’s been used, ensure all components are there. 

· Make sure you have tape, scissors and pens.
· Google address and directions to the career fair.
· Gather laptop and wireless card if needed.
· Gather applicant tracking sheet and a folder to hold resumes.
Day of the event

· Arrive early.
· Check in with the career fair registration desk. 

· Wear your promotional gear.
· Set-up display and organize table contents.
· Stand in front of the table to greet candidates.
· Network with other agencies and organizations.
· Collect resumes for candidate tracking purposes.
After the event

· Type e-mail addresses from resumes received from potential applicants into an e-mail distribution list.
· Send out an e-mail to potential applicants acknowledging what the next step is in the application process.
· Complete survey assessing return on investment (ROI) of the event.
· Enter survey results in your ongoing job fair budget tracking sheet.
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