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Preparing for a Job Fair
Job & Internship Fair Preparation

Professionalism 
•   Many recruiters comment that students can enhance their employment opportunities by improving the  

quality of their initial impression. The image that you present is very important, so keep that in mind  
when planning what to wear and when putting together your resume.

•  Do not have your cell phone on when meeting with employers.
•   Interviewing is a two-way street. Plan the questions you will ask of each employer, and be prepared to answer 

questions about yourself and your experience. 
•   Make arrangements for childcare, if needed, for the day of the event. Do not bring your child  

(or other family members) to the event. 
•  Gather essential items to bring with you: 

–  More than enough copies of your resume.
–   Additional information to enable you to complete any applications given to you  

(names and addresses of references, unofficial transcripts, etc.). 
–  A letter-sized portfolio with notepad and pen.
–  Your research notes on your preferred employers.
–  Grooming-care items, including breath mints. 

Dress Professionally 
•   For both men and women, interviewing in a conservative business suit is recommended (navy blue, gray or 

blue pinstriped), but business casual can be appropriate if you don’t currently own a business suit.  
–  Business casual for men: Dress pants, collared shirt and tie, dress shoes. 
–   Business casual for women: dress pants or skirt, modest blouse/professional top, hose  

and dress shoes.
•   Professional dress includes footwear; do not wear sneakers or excessively high-heeled, platform  

or party shoes.
•  Be neat, clean and well groomed. Avoid excessive makeup, jewelry and perfume. 
•  Do not smoke or chew gum.

Resumes
•  Develop a professional, error-free resume.  
•   Have ELCM staff review and critique your resume through walk-in hours (current drop-in hours can be  

found at www.millersville.edu/elcm) or email (careers@millersville.edu). Plan ahead with email critiques, as 
you need to allow 5 to 7 business days for turnaround time.

•  Print your resume on high-quality paper: 
–  24-lb. weight, 100% cotton; neutral color (white, off-white, ivory or light gray)
–  If you have a 2-page resume, staple your resume together (only for a job fair).
–  DO NOT PLACE A PHOTO ON YOUR RESUME.
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•  Bring your resume to the fair in a professional portfolio/folder.
•   Bring an adequate number of resumes! Add an additional 5-10 resumes beyond number of companies  

you are planning to visit.  

Company Research
•  Narrow down your specific career goals, interests and needs. 
•  Be familiar with the companies and organizations that you are planning to visit.
•  Review the List of Employers attending the event on the ELCM webpage (www.millersville.edu/elcm).
•  Visit the companies’ individual websites to learn specific details about each organization.
•  Information to know about the company and position:

–  What does the company do products/services?
–  What is their mission/vision/culture?
–  What are the responsibilities of the position?

•   Identify the companies you are interested in speaking with, then create a priority order. Create an A, B and  
C priority list.

–  A list = Companies that met all or most of your career goals.
–  B list = Companies that met 60%-70% of your career goals.
–   C list = Companies that offer positions in your field of study, but you have not been able to  

determine if they meet your career goals. 
–  Visit a few B-list companies to perfect your 3-minute elevator pitch

Job Fair “Elevator Pitch” 
•  Brief 3-minute introduction statement that addresses the following information about yourself:

–  Your career goals
–  Your strengths
–  Your experiences
–  Your qualifications

•   Relate this information to the specific company you are speaking with. This is where you can highlight your 
understanding of the company as it relates to your career goals/objectives.

•  Include questions you have for the employer. Sample questions:
–  What types of training programs do you offer?
–  What are the skills and attributes you value most in your employees?
–  What are the biggest challenges for this position?
–  What’s the company culture like?
–  What do you enjoy most about working for the company?
–  What are the opportunities for advancement?
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When You Arrive at the Event 
•  Before you enter the event, turn off your cell phone. 
•  Check in at the registration table to locate any additional handouts, updates and newly posted information. 
•  Orient yourself to the facility by reviewing the floor plan. 
•  Update your list of companies you plan to visit, in priority order.
•  Organize your materials and have your resume available to hand to the interviewer. 
•   Develop an interview plan that includes taking a break to assure that you will look and feel your best  

throughout the day. 

During the Interview 
•   When meeting the interviewer, establish eye contact, present a firm handshake, introduce yourself, hand the 

representative your resume and explain why you have chosen to speak with this company. 
•   Be confident and take an active part in your interview. Have a three-point agenda: know what you are looking 

for, what you have to offer and what questions you will ask about the organization. 
•  Listen carefully and take conversational cues from the interviewer. 
•  Respond to questions with specific and concise examples. Try to avoid pat answers and clichés. 
•   Ask knowledgeable questions about the company and their career opportunities.  DO NOT ASK “Are you 

hiring?” or “How much do you pay?”
•  Respond truthfully while maintaining a positive picture of yourself. 
•  Ask about the hiring process, including time frame and actual or potential openings. 
•   At the end of the interview, ask for a business card, offer a firm handshake and express your appreciation, using 

the interviewer’s name. 

After the Event 
•   Keep an accurate record of your contact with employers, including names of your interviewers, follow-up 

procedures and expected time lines.
•  Promptly complete any applications you were given. and mail to the appropriate company. 
•  Within 48 hours. send typed, professional thank-you letters, addressed to the specific interviewers. 
•   Make note of the dates of your follow-up calls, and record the name of the person with whom you spoke. Keep 

copies of all application materials and letters you send.
•   After you accept a position, be courteous enough to inform any other companies where you may have 

applications pending. Inform and thank your references when you accept a position. You should also notify 
ELCM so that they can update their records. 


