HANDLING YOURSELF PROFESSIONALLY AT A 

JOB OR CAREER FAIR

Bring resumes!

If you do not have a resume, go anyway and chat.  

You can request a business card from the company representative and send a resume later, if that seems appropriate.
SUMMARY

· Goal. Decide on your goal, as outlined below.

· Summary. Prepare a summary of your resume.  Brief highlights to be verbalized.

· Go. Enter, scan and approach an employer (you can see names on “street signs).

· Intro.  Introduce yourself and make your summary (brief statement of your background)

· State why you are there  – to learn more – and your goal.  State why you are there: to learn more (always) and to …. your specific goal, as outlined below.

· Chat.  Conversation follows.

· Card. Get card (and materials, if available).

· Thank and move on.  “I really enjoyed meeting you and learning about …. employer ….  Thanks for answering my questions.  I’ll try to say good night later after circulating.”

· Good night.  At any party you would try to find the people you talked to before you leave to say Good Night.  Same here.  You may miss the person, but make an effort.

DETERMINE YOUR PRIMARY GOAL

Which of the following goals most describe what you want to accomplish?

Mark your primary goal as # 1.  Mark your secondary goal as # 2.  Etc.

___ To explore job options and see how they match your strengths, interests, and

        motivations.

___
To learn more about the job(s) and to find out how you can get job interviews

___
To learn more about a career and get advice on how to break in and succeed.

___
To learn about summer opportunities and how you can apply for them.

INTRODUCE YOURSELF

How you introduce yourself has a connection to your primary goal.

Start with the basic facts about yourself …. state your goal for the event … ask an opening question.

To Explore
“Hi, my name is ……………………………  I’m a senior, a liberal arts major, with a good GPA, one strong pre-professional internship and some responsible work experience, and some activities, including leadership.  I’ m here to learn more about your opportunities and what you are looking for in a candidate.  Could tell me what kind of candidates you are looking for?”


Chat, ask for a card.  If you are interested, state this clearly.   Find out how to apply. 

If you are interested, write a brief thank you note within 5 days.  In the note primarily express your appreciation, but also restate your strong interest.

NOTE: If you want to get interviews, it is best to first talk to one or two employers in whom you have a low interest.  This “practice” helps you relax and be natural with the employers you really want..  But be friendly and professional, because you may actually get interested.
To get 

APPROACH ONE

interviews
“Hi, my name is ……  “Hi, my name is ……………………………  I’m a senior, 

a management major, with a good GPA, one strong pre-professional internship and some responsible work experience, and some activities, including leadership.  I’ m here to learn more about the opportunity you have posted (on your web page or in eFriars).  Could you tell me how someone like me could get an interview for this opportunity?”

You should use this approach with at least some employers.

APPROACH TWO

Same … but you have not read the web page … Could you tell me what you are looking for in a candidate? … CHAT … Could I summarize my resume for you and get your feedback on how you think I match to your opportunities? … CHAT … How would someone like me get an interview for your (job or program title)?

APPROACH THREE

Same as one or two … basic facts, then add: … and I see my three biggest strengths as ………… Then ask your opening question.




  Follow-Up


Chat, ask for a card.  If you are interested, state this clearly.   Find out how to apply. 

If you are interested, write a brief thank you note within 5 days.  In the note primarily express your appreciation, but also restate your strong interest.

To learn more
and get advice

“Hi, my name is ……………………………  I’m a senior, a liberal arts major, with a good GPA, one strong pre-professional internship and some responsible work experience, and some activities, including leadership.  I’ m here to learn more about your opportunities and what you are looking for in a candidate.  

OPENING QUESTION

“Could you tell me more about your career and what it requires?”

“What would someone like me have to do to qualify?  What would you suggest as a first step?”

CHAT … Find out how this person got into it … what is rewarding, frustrating … if the person has a portfolio, ask if you could see it  - also, what the person was trying to accomplish with some examples in the portfolio.

If it is appropriate to apply for something and you are interested, state this clearly.   Find out how to apply. 

Chat, ask for a card. Write a brief thank you note within 5 days. 

To learn about summer jobs and how to apply

“Hi, my name is ……………………………  I’m a junior, a management major, with some responsible work experience, and some activities.  I have had some leadership responsibilities at work (or in activities).  

This summer I want to get some good pre-professional experience, so I’m looking for a paid internship or job where I can learn about an employer and develop some professional skills.  

I’d like to learn more about your opportunities and what you are looking for in a candidate.  

START

“Do you offer any summer opportunities? … What would they be?  What kind of candidates you are looking for?”

CHAT … “Could I summarize my resume for you and get your feedback on how you think I match up to your opportunities? … 

CHAT … How would someone like me get an interview for your (job or program title)?

Chat, ask for a card.  If you are interested, state this clearly.   Find out how to apply. 

If you are interested, write a brief thank you note within 5 days.  In the note primarily express your appreciation, but also restate your strong interest.

Go to the employer’s web page and learn more about the organization.

Apply as instructed in your chat.

BASIC CHATTING
BUILDING RAPPORT/COMMON GROUND

How many people do you expect to hire this year?  

Will business this year be more, the same, or less than last year?

How did you get into this career? 

How long have you worked for this company?  What changes have you seen since joining?

What makes this company a good place to work at?

What college did you go to?  … Know anyone who went there?  Similar or different from PC?

Do you know of any PC graduates who work at your organization?

What kind of person thrives in your organizational culture?  


     What do entry people need to do to earn promotion?


     Where can a top performer expect to be in your organization in 3 years … 5 … 10?
Can I ask what sports you follow?  … Any that you also follow?

Can I ask where you are from, your home town?  Do you know anyone from there?
What was the most challenging question you were asked in your job interviews?

Any tips for the job interview?

When I research your company, anything in particular that you would suggest I pay careful attention to?

MOVING ON

You probably do not want to spend too much time with any one recruiter, especially if you see other people hovering.   The following is a diplomatic way to end and move on.
“Thanks for answering my questions.  I really appreciate it.   

   …. if appropriate: … I look forward to seeing you again.”  

At this point, you can just shake hands and go … or … if this feels awkward, add: 
“ I’m going to do some circulating now.  Thanks again.”  

Then move away.

ADDITIONAL CHATTING IDEAS

“Would you like some water?”

Why not be nice?  But ask only if I looks appropriate and you are prepared to get some.

Questions about the other person’s career experiences and insights:  

What are your main responsibilities?  

What results do you aim for?  Who do you need to work with to get those results?

What are some past assignments that prepared you for your current responsibilities?  

How has the business changed over the last five years?  

Do you see the business changing over the next five years?  

What makes this a positive place to work?  

What do you most enjoy, least enjoy about the career?  

 
“What are clients concerned with these days?  

“What are some of the ways the company (or organization) is responding to client concerns?”
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