
HOW TO USE THE CAREER FAIR TO YOUR BEST ADVANTAGE 

For questions or help please contact the Office of Career Development at 
740.366.9453, dthatche@cotc.edu, or thatcher.42@osu.edu.  

 

Information provided in this handout was compiled from The Ohio State University 
College of Art & Sciences Career Services and other Career Services resources.  

BEFORE THE EVENT  

Attend the event with a clear goal: What do you 

want to gain from the event?  Do you need to 

clarify application procedures?  Are you looking to 

discover possible career paths?  Do you need to 

expand your network of contacts?  Do you want 

to distribute your resume in person to maximize 

your professional impact? 

Review the list of organizations that are going to 

be at the event and identify those that fit with 

your professional goals.  Research the 

organizations to formulate thoughtful questions. 

“What are you hiring for, what do you pay?” are 

not questions recruiters want to hear.  You should 

have an idea what the organization does and from 

what educational fields they may hire.  

Consider the following: 

 What products/services are provided by the 

organization? 

 What qualifications do they look for in entry-level 

hires? 

 Which of their positions match your interests? 

 What is their predicted growth? Expansion plans? 

 Where are the geographic locations for employment 

(branches, subsidiaries)? 

 What media coverage have they recently received? 

Prepare & Perfect your resume.  If you are 

planning on providing your resume to employers, 

make sure to make an appointment with the 

Office of Career Development.  The Office can give 

you advice and input to increase the strength and 

effectiveness of you resume. 

Prepare folder or packet with the following items: 

copies of your resume (one for each organization 

you plan on speaking with, plus 2 extras), 

reference list (one for each organization you plan 

on speaking with, plus 2 extras), paper, and 2 pens 

for taking notes.  

Create a personal brand – the one minute 

commercial or “elevator speech.”  You want 

every contact to have a clear idea of who you are, 

what you offer, and what you are seeking.  When 

building your one-minute commercial, keep it 

simple. 

Start with a single sentence describing who you 

are.  For example: “Hello, I am currently a student 

at Central Ohio Technical College/Ohio State 

Newark, working toward a degree in _____.  I 

chose this field because _____.  What appeals to 

me about your organization is _____.  I am 

interested in _____.  As you can see in my resume 

I offer…” then add your best selling points. 

Focus on the knowledge, skills and abilities you 

possess that are associated with your field of 

study or the position: 

 What have you accomplished? 

 What value do you provide? 

 What makes you unique? 

 Explain why you are a good fit for the organization 

Appropriate Questions to Ask Employers: 

 What are you looking for in a candidate? 

 What knowledge or skills should a prospective 

employee possess for your organization or this role? 

 What advice do you have for a student entering this 

field? 

 What are common career paths within your 

company?  

 

Dress appropriately – see reverse page.   

If need be, make sure you have child care for the 

date and time of the Career Fair.  It is not 

appropriate to bring children to the event. 

Before entering the fair, be sure to go over your 

“game-plan.”  Visit all of the organizations you 

have on your list first, and then visit with others 

that may interest you. TURN OFF YOUR PHONE. 
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DURING THE EVENT 

Go alone to the various employers.  Do not go 

from table to table with a group of your peers.  

You will want the opportunity to speak with 

employers individually, and you do not want to 

leave the impression that you cannot do that on 

your own. 

Move about the event confidently with good 

posture.  Make direct eye contact, shake hands 

firmly, and introduce yourself.  Show enthusiasm 

and interest by smiling and speaking clearly.  By 

doing your homework and figuring out what the 

organizations have to offer, you can speak 

intelligently about their specific line of work. 

At the conclusion of a conversation, ask the 

representative what is the best way to follow up.  

Use email when time is absolutely of essence, but 

try to send a written thank you letter.  Ask for 

business card.  This way you will not have to write 

down important contact information.    

Before you leave the fair, make sure you have 

visited all of the organizations you set out to 

meet. 

 

AFTER THE EVENT 

Make sure to follow up.  Send a thank you note 

either by e-mail or traditional mail to the 

representatives that you spoke.  This is also 

another opportunity to send them your resume.  

You may also want to inquire about when you 

should contact them again about the position you 

are interested.  

Complete any online applications.  A quick turn 

around on required information will demonstrate 

your interest and level of commitment to working 

with them. 

PROFESSIONAL DRESS 

It is important that you make a professional first 

impression on the employers.  It is safer to dress 

more conservatively than you might normally 

dress in the work environment.  Being “over-

dressed” is always better than being too casual.  

Standard colors of interview attire include      

navy, dark grey or black. 

PREFERRED 

 

 

 

 

 

 

ACCEPTABLE 

 

 

 

 

 

 

Medical scrubs are acceptable, but not preferred. 

 

Attire should be clean and pressed. 

Candidates should be neatly groomed. 

 

Represent yourself and your campus well. 

3 

 

2 

 


