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INTRODUCTION
This handbook is a guide to assist you with career fairs. It will provide how-to suggestions from the initial inception to the end of the event as well as the actions involved days after such as following up with employers, guests, sponsors and participants. 
 
If you have never been involved in planning and coordinating a career fair, this handbook will help. If you are a seasoned career fair planner, this guide may function as a reminder of the many and varied things that must be done or perhaps as a catalyst to inspire you to even more creativity than what is offered here.
 
The many tasks involved in organizing and conducting a career fair can be daunting even for the most seasoned professional. It is our hope that this handbook will make hosting a career fair easier. 
 
GOAL OF CAREER FAIR
We want employers to think of us as the preferred service provider, the go-to people for their staffing needs. Providing them with a good product - in this case, a good career fair experience - is an excellent way to continue developing that all-important relationship. Make sure to keep entry to the event free and if possible provide snacks and/or food for the employers.

	Career Fair Checklist
The Career Fair Checklist is included here at the beginning of this handbook because it provides a timeline from beginning to end of what has to be done and when. This item is such an effective and valuable tool that if you use nothing else from this handbook, we recommend you make use of this.

	Item No.
	Description
	Status
	Date
Complete
	Timeline

	1. 
	Send SAVE THE DATE email and flyer to employers; veterans groups; KCC staff and partners; job seekers and veterans.
	
	
	90-180 days out

	2. 
	Obtain and secure partnerships 
for free venues. Check on grant availability.
	
	
	no less than 60 days out

	3. 
	Secure location and time frame 
for event. Check with local colleges,veteran service organizations, chambers of commerce, community centers or churches for free space.
	
	
	No less than 60 days out, and before sending save-the-date information

	4. 
	Try to coordinate lunch for employers. Often, you can get this donated by local businesses.
	
	
	No less than 60 days out

	5. 
	Invite employers. Update agency employer database (i.e. Salesforce)
	
	
	30-45 days out and again 10 days out




	
Item No.
	Description

	Status

	Date
Complete

	Time Line

	6. 
	Arrange for staff and partner
support.
	
	
	30-45 days out and confirm 10 days out

	7. 
	Contact communications director for assistance in securing television and radio stations for public service announcements (PSA).
	
	
	30-45 days out and confirm two weeks out

	8. 
	Complete Pre-Career Fair central office Communication report 
	
	
	30-45 days out

	9. 
	Order supplies.
	
	
	45 days out

	10. 
	Develop flyers/posters.
(Ensure approval.)
	
	
	No less than 30 days out

	11. 
	Develop mailing. Invite employers. Invite veterans who are registered in EKOS.
	
	
	30 days out

	12. 
	Maintain communications with employers. Send updates by emails/postcards. Send map with last update showing location.
	
	ONGOING
	every two weeks; more as you get closer to the date

	13. 
	
Distribute posters and flyers to community agencies, libraries, sports facilities, etc.
	
	
	No less than 30 days out

	14. 
	
Coordinate resume, workshop, mock interview support (optional) Look potential presenters and HR representatives.

	
	
	30 days out

	15. 
	
Contact newspapers for PSAs.
	
	
	three to four weeks out

	16. 
	Coordinate parking.
	
	
	10-30 days out depending on how much is required

	17. 
	Secure door prizes. Create a list. Ask employers, SHRM, VSO's etc. for donations. (Optional)
	
	
	two to four weeks out

	18. 
	Coordinate informational bags for employer and job seekers when registering. (Optional)
	
	
	No less than three weeks out


	Item No.
	Description
	Status
	Date
Complete
	Timeline

	19. 
	Conduct mailings of marketing
material.
	
	
	10-14 days
out


	20. 
	Determine electrical support required.

	
	
	10-14 days
out


	21. 
	Coordinate computer/printer support.

	
	
	7-10 days out


	22. 
	Coordinate sound system support.

	
	
	seven days out


	23. 
	Create tent cards and signs.
	
	
	one to three days out


	24. 
	Create certificates of appreciation
(or send thank-you cards after event).
	
	
	one to three days out


	25. 
	Set up hall for career fair.
	
	
	one day out


	26. 
	Create a company placement diagram. Reproduce a large copy that can be posted at the event site.

	
	
	

one to three days out



	27. 
	
Assemble an employer information packet with details for wireless access, time/location of lunch, etc.

	
	
	one to three days out



	28. 
	Coordinate photographic support.
	
	
	one to three days out


	29. 
	Make staff assignments, including set-up, breakdown and cleanup crews.
	
	
	one to three days out


	30. 
	Mark parking areas.

	
	
	day of event


	31. 
	Secure all entrances except main one.

	
	
	day of event


	32. 
	
Collect registrations.

	
	
	day of event


	33. 
	Distribute sign in sheets

	
	
	day of event


	34. 
	Place the employers. Post large map of employer locations. Provide small diagram to employers.

	
	
	day of event





	Item No.
	Description
	Status
	Date Completed
	Timeline

	35.

	Present door prizes.

	
	
	day of event


	36.

	Present certificates/take pictures.

	
	
	day of event


	37.

	Clean up. (Be sure to arrange help ahead of time.)

	
	
	day of event


	38. 
	Complete and give the Job Fair Report to central office.
	
	
	No later than 10 days after the event.

	NOTES


	· Depending on size of the event, begin preparation as early as 120 days out.


	
· Meet with career fair committee (if applicable) on a regular basis to ensure timelines are being met.


	
· Send thank-you cards.



	
· Make employer evaluation available day of event if possible and follow up with employers who did not respond by mail/email.





















FUNDING AND SUPPORT
Obtaining career fair funding may present challenges and most certainly in economically difficult times. However, some funding sources have proven successful in the past. These sources include but are not limited to:

Local colleges – Local colleges have the space, tables, chairs and parking available to host a large amount of companies and job seekers. The college benefits from a source of publicity and onsite visits of a large pool of potential students. However, to actually participate in the career fair, the college MUST HAVE ACTUAL JOBS AVAILABLE and can only market those jobs, NOT school admissions and programs. 

Veteran service organizations - Veteran service organizations (VSO) may provide funding and host career fair events. Many of them have large halls and provide funds to help veterans and the community. Often halls are available for free during the day. Veteran organizations also have communications with one of our target audiences: veterans.  A career fair can help the organization reach their service goals for veterans and the community and provide a great venue for new member recruiting. We can benefit by getting a low or no-cost career fair site, strengthen relationships with veteran’s service organizations and capitalize on additional advertisement resources provided by the organization. Prior to coordinating the career fair, you should visit the site and determine its suitability. 

Local public libraries – Public libraries usually can’t provide funding. However, they can provide a facility with tables, chairs and sufficient parking for a career fair event. 

When coordinating with a library, remember: their schedule is usually at least four months out, so you may want to coordinate any career fairs well in advance. Most library branches have community rooms for large events; these range in size and capacity. An onsite visit is recommended to determine the size and scope of the career fair prior to the event.

Chambers of commerce – The local chamber of commerce is a great source of support for career fairs. Depending on the location, the chamber may be able to provide monetary support, business contacts for funding, food for vendors and bags for job seekers.

Local economic development – Local economic development corporations give the chamber and other organizations support for career fair events and career promoting activities. Visit your economic development office and explain your motives and your needs. The local economic development corporation can provide monetary support for a facility, meals for vendors, promotional items (i.e. bags, mugs and give-away items). Strengthening relations with the economic development corporation will also benefit in other ways.  The economic development corporation helps many new companies relocate or expand in the area. By working closely with them, you will be privy to this valuable employment information.

Local Businesses – Many businesses will agree to sponsor a career fair by providing monetary support, facilities or supplies needed for the event. Research any businesses that have helped sponsor career fairs in the past. Make personal contact with the business to ask for their support, or call them if you have a long- standing relationship. As a minimum, you should provide the following documentation: Request for Sponsorship and a flyer for the event. If the company agrees to sponsor or co-sponsor an event, make sure you keep them updated on any new developments, and include them in the decision making process. Make sure the company gets appropriate credit/exposure by mentioning their sponsorship and including their logo on all promotional items for the event.

Workforce Investment Board (WIB) Partners – In some areas of the state, workforce investment boards (WIBs) put in for grants and have funding for career fair events. Check to see if this is the case in your area, and apply for funding (Appendix A ). The WIB, Communications Director or Brand Management Specialist may also be able to help with promotional items for the career fair: pens, bags and give away items. 
 



FIND A LOCATION
Here is where career center partners, veteran service organizations, local churches, chambers of commerce, community centers and other community members with influence can help. Look for free venues. Don’t forget to ask the local area development district office if it knows of a location. Look for fraternal organizations that are veteran friendly and would like a little free publicity. The event should be hosted in a neutral location.

Keep in mind the size and location of the building and the available parking will determine how much participation you have from employers as well as job seekers.

Look for a building with a high ceiling. A crowd of people in a large room with a low ceiling can make everyone feel restricted and confined.

Planning breakout sessions? You’ll need extra room for that or additional rooms nearby. Are there adequate numbers of tables and chairs available? Will members of the career fair team have access to the building the previous day for set up? If not, how early in the morning will the location be available?

Make sure you visit the location, and take a tape measure along. You’ll need it if no one has used the space for an event similar to your own, and no one can tell you how many six-foot tables will fit in the available space. While mentally arranging table placement, think about traffic flow, where the registration tables will be placed and how best to control access. Limit access to one entrance so that participants will have the opportunity to register as they come through the door. If possible, use a separate door for an exit – one that opens out, but not into the room.

If refreshments are provided, you will need a space preferably where participants may take a break away from their tables. You may be able to obtain sponsorship for coffee, snacks or bottled water in a location that is easy for employers to access.

INVITE AND TRACK EMPLOYERS
As soon as a date and venue have been determined, send a save-the-date flyer to the employers who will be receiving invitations. (Appendix C) If it is a yearly event, same location each time, send the flyer months prior. Create an invitation and registration form for your career fair event. (Appendix D and E) The registration form should be easy to fill out and state all the essential criteria needed by the employer (who, what, where and when). Include contact information. 
 
To minimize confusion, and to ensure there is an accurate list of vendors attending the career fair, it is important to have only one central point of contact. Others may collect registrations and forward them to the point of contact.

Once received, record the company name, point of contact, telephone number, email address and date of registration on an Excel spreadsheet (Appendix F)

It is optional to color code the types of vendors (i.e. manufacturing, purple; service sector,  light green; service provider, light blue; schools, pale yellow; government,  blue; and staffing, light orange). This will help keep your career fair more balanced. Keep this in mind when sending invitations and collecting vendor registrations.

An email list can be created easily by copying the email address from your Excel spread sheet (Appendix G).

Keep vendors notified of any updates or coordinating instructions needed to make their career fair experience a good one. Updates should go out at least three times prior to the career fair. Keeping vendors informed is a key step to a successful career fair. Items that should be covered in your correspondence with participating employers include, but are not limited to: map of location of event; parking locations and instructions; schedule of events to include set-up times; table cover information; lunch; table assignments; requests for door prizes; requests for company logos; annotation of companies needing electrical or computer support; and companies requiring accommodations for large displays.

To verify attendance and provide any last minute changes, procedures or instructions, send a final update a day or two before the career fair. Included is an example of an email update and also an agenda that can be sent through the post office (Appendix H).

INVITE JOB SEEKERS
The key to ensuring maximum participation by job seekers is getting the word out early enough for people to get it on their calendar, but not so early that they forget, or your media sources quit advertising the information. (See the Market your Event section for media information.)

Send an invitation to job seekers who are in EKOS/Focus Career at least 30 days prior to the event. This list can be obtained through the communications director. Several flyers specifically designed for this purpose, as well as an invitation that can be sent by email or by letter, are included in this handbook. (See Flyers and Posters, Appendix I). The Three Ps for Succeeding at a Career Fair handout also is included (Appendix J).

Enlist the assistance of office staff and partners by ensuring they all have plenty of invitations and support materials on their desk to provide customers. 

MARKET YOUR EVENT
Ensure media interest and support for the career fair by personally contacting any points of contact you may have with media sources at least a couple of months before the career fair. Ask them when would be the best time to send a news release/PSA. Most will want the material anywhere from two to three weeks out. Don’t forget electronic billboards, online calendars and news sites.

Distribute posters and flyers to community service organizations, community centers, schools, sports facilities, libraries and VSOs no later than 30 days out. Send flyers by email/snail mail 14-30 days out.

Don’t forget the obvious: Posters prominently displayed in the lobby and hallways of the career centers. Give an electronic copy of a flyer to the office manager for inclusion in the video feed to the lobby television. Make sure all career center partners receive copies of flyers/posters. Submit for inclusion on website event calendars. 

Ask the local colleges/universities to run banner ads on their video feeds and websites. Send flyers to the veteran representatives at all the schools in your area.

Notify local military recruiters. They may advertise your event with applicants who can’t enlist, and with job seekers who do not qualify for military service. They may also register as employers.

See appendices for examples of posters, flyers, news releases and other material that can be used to advertise the career fair.

















PRE-CAREER FAIR CENTRAL OFFICE COMMUNICATION 

Insert the data elements to be sent to central office for communications for posting on statewide calendar and report needs.





















































SUPPLIES
Got bags for employer gifts and job seeker handouts? You’re going to need them. It may take quite a while to obtain these bags, so order them early. If KCC doesn’t have them, see if the area development district office can provide them. Sometimes an employer will be happy to donate bags with their logo prominently displayed. If bags aren’t available, folders are a great alternative. 

With a hundred details to remember as the date gets closer, things to do, phone calls to make and items to pack, it is fairly easy to forget something. Included here is a list that will act as a memory jog, as well as a tool for ordering supplies you need beforehand. Adjust quantity as needed for your event.



	
SUPPLIES AND CAREER FAIR PACKING LIST

	Item No.
	Item
	Quantity

	1
	Registration forms
	50 each

	2
	Company signs
	one per company

	3
	Tent cards
	one per company

	4
	Generic applications
	100 each

	5
	Company sign-in sheets
	four per company

	6
	Certificates of community support
	one per company

	7
	Staff badges
	15

	8
	 Reams of paper
	10

	9
	Pens
	1,000

	10
	Power strips
	eight each

	11
	Banners
	 

	12
	Extension cords
	eight each

	13
	Laptops
	one

	14
	Copier
	one each

	15
	Door prizes
	as donated

	16
	Easel
	two each

	17
	Office supplies
	one box

	18
	Large binder clips
	four boxes

	19
	Career fair signs
	four each

	20
	Giveaways
	as needed

	21
	Overflow parking sign
	two each

	22
	Duct tape
	One roll

	23
	Stick pins
	One box

	24
	Employer packets
	one per company

	25
	Bags
	varies with the career fair

	26
	Brochures
	as needed

	27
	Layout poster
	at least 11” x 17"

	28
	Clipboards
	four to six

	29
	Dry erase board with markers and eraser
	One each

	30
	Meal tickets
	two per County







PARTNERS – ASSIGN TASKS
As the coordinator of the career fair, work with your office manager to round up co-workers and partners who can assist with the event. At this point you have already sent a save-the-date reminder to your co-workers and partners (Appendix C). A career fair committee can help with planning the event. An initial planning session is important so that areas of responsibility can be assigned, and a schedule of events can be disseminated.  Be sure to keep your participating co-workers informed of any changes, issues, etc. Meet on a regular basis to ensure the timeline is being met.

Ensure every team member has your email address to send employer registrations. Communicate with them regularly so that everyone remains on the same page. Do not try to do it all by yourself. Delegate as much as possible so that you have time to respond to employer concerns.


WORKSHOPS
Workshops are a fundamental way to prepare the job seeker for interviews, creating resumes, identifying skills and understanding traditional and nontraditional methods of seeking employment.

Veterans will be interested to know how to apply for federal and state employment opportunities. See who is available in your area who can be a guest speaker. Check with the veterans advisor for the Personnel Cabinet and the Department of Human Resource Administration, (currently Stuart Clark). He is very knowledgeable about applying for state employment and better understands the Priority of Service to veterans for state employment. He is located in the global email and can be contacted to speak at your career fair.

Participants in the resume workshop ideally would have computers with Internet access so they could register in Focus Career and create their resume. This may involve asking your office manager or someone with the area development district to assist in arranging for computers and/or a training room with computers. Each region has different resources and ways to meet the needs of participating job seekers. You will want to line up these resources approximately 30 to 45 days before the event.

Business professionals in your community may be willing to assist you with workshops, especially workshops pertaining to interviewing and identifying skills. The real life application principles discussed in these workshops will help build positive attitudes and confidence in your veterans.


ONE TO THREE DAYS BEFORE SHOWTIME
Have the supplies packed, registration items in one place and employer packets prepared. Make staff assignments. Coordinate photographic support. Create tent cards for the tables and signs advertising Workshops. Create certificates of appreciation for participating employers, sponsors and workshop presenters. (See appendices K, M, N and O for examples.)
This is the time to create a company placement diagram, and a duplicate map large enough to post on the wall at the event. They will be needed to assist vendors with locating their table and to help customers locate specific vendors. 

If at all possible, set up tables and chairs the night before the career fair. This is also a good time to mark parking areas, post signs for workshops, traffic flow, etc.

Do you need to designate bus parking? Will a mobile veterans center be participating? Ensure there is adequate parking and clear access for veterans to the mobile veterans center. NOTE: Contact your area mobile veterans center as early as possible with the date of the career fair. Its schedule often is determined a year out, but it will try to accommodate a veteran event if possible. The earlier you schedule it, the more likely you are to have mobile veteran center participation.

If a sound system will be used, check it out thoroughly the day before or early on the day of the fair.



CAREER FAIR DAY
At least two people need to be free of specific assignments during the fair. The two of you will need to be visible and available to address employer concerns and put out “fires” (such as calling tardy presenters, checking on lunch, locating the owner of a vehicle that is double parked, etc.).

If at all possible, set-up should be done the day before. There are so many details that will take time to accomplish. And you will be busy, even without having to worry about pulling out tables and chairs. However, sometimes the facility is not available until the day of the fair. If you must wait until that day to set up, ensure you arrive early enough to get everything in place, usually two to three hours before the event.

1. Mark parking areas.
2. Hang banners on the building/at the roadside, wherever appropriate.
3. Set up tables and chairs and any decorations.
4. Set up tables by door to register career fair participants.
5. Restrict entrance to one or two doors that can be covered by KCC/partner staff members.
6. Place employer tent cards according to previously developed company placement diagram. Note: Did you take into account employers who need electrical support?
7. Set up breakout rooms.
8. Set up room dividers as needed (to control flow of traffic, section off booth space, etc.)
9. Set up podium and sound system.
10. Prepare lunch room for employers.
11. Contact food vendor to verify when lunch will arrive for employers.
12. Ask the person taking pictures of the event to ensure they get a picture of each employer and vendor. 

DOOR PRIZES
If you have a generous supply, it is a good idea to give a door prize away every hour. Gather employer business cards in a basket for this purpose. Save the best for the last two hours of the fair to encourage employers to stay the entire time.
GUEST SPEAKERS
It is a good idea to have a staff member take charge of the guest speakers when they arrive, ensuring all their needs are met, that they know where to go and when they are speaking. Provide each speaker a beverage prior to his or her presentation.
EMPLOYER AMENITIES
Greet every employer as they arrive or as they are setting up their table, leaving them your business card and pointing out to them where to go if they need assistance. Use the company placement diagram to assist employers with finding their tables as needed.

Before the career fair opens, make an announcement to the employers and vendors explaining where to find coffee, snacks and lunch, bathrooms, etc. This information should also be in the employer packets.

Circle the room every hour or so to answer questions and provide any needed support.

PARTICIPANT REGISTRATION
Ensure registration forms are at the tables, and adequate staff is in attendance.

CLEAN UP
The most important thing here is to ensure you have KCC partner support to make this happen in the most efficient way possible. Confirm this support a few days before the event. Find out ahead of time where to take the trash. Do you need to bring trash bags, or will the facility provide?
Who will lock up? Know this ahead of time so that there will be no confusion at the end.

Take possession of the registration forms as early as possible. You do not want these to be swept into the trash during cleanup.

REGISTRATION TABLE
Have each job seeker sign in and register for the career fair on the sign in sheet (Appendix N) so that they can be contacted later and so that a count of those who attended can be made.

Provide job seekers with a packet/bag containing the following:

· handout listing all participating employers and their location.
· information page with the career center address and phone number
· information page with Focus Career website
· The Three Ps for Succeeding at a Career Fair (Appendix J)


FOLLOW-UP
Send thank-you cards with photo of employer, as well as certificates of appreciation, if not provided at the fair. If you did not receive an employer evaluation on the day of the event, send one by email. Respond to negative feedback in a timely manner.

Send thank-you letters/certificates to sponsors, workshop presenters, vendors who provided door prizes and food, mobile veterans center (if applicable), location provider and any other supporters who contributed to the success of the fair. It is a good idea to make these up ahead of time, ready to send out the day after the fair.

Provide “lessons learned” to office manager, fellow veteran representatives and career fair committee members.

Update employer database.



Job Fair Participation Report

This report is to be submitted by Jobs for Veterans State Grant (JVSG) staff (i.e. Local Veterans Employment Representatives) no later than ten days following the event. Data elements to be reported are the number of participants attended, number of veterans attended, number of businesses in attendance, and number of educational or support organizations in attendance. These guidelines can be found in the Job Fair Reporting policy on the Kentucky Career Center Team of Experts. 






















APPENDICES


Appendix A: Save the Date Flyer (s) and Job Fair Flyer



Appendix B: Employer Email Invitation – whatever SUSAN wants to do

This whole thing needs to be updated with branding

The fifth annual 
Northern Kentucky Career Fair
 
 

Drawbridge Inn, 2477 Royal Drive
Fort Mitchell, Ky. 
 
 
The Kentucky Career Center – Northern Kentucky and the Northern Kentucky Tri-County Economic Development Corporation (TRI-ED) continue our service to the tristate community and businesses by providing no-cost career fair events. This year we moved the date to May 25, and the location to the Drawbridge Inn. We plan to have a festive event including a free buffet lunch and door prizes. 
 
 
Vendor’s first name,
 
 
 If you would like to attend, please fill out our easy registration attached 
and email or fax it back to:
(Name)
(email address)
(fax number)
 
 
Thank you in advance for your support and registration.
 
 
 
 
Signature Block of the Point of Contact 
 
    











Appendix C:  Employer Registrations Form    
[image: ]

The fifth annual Northern Kentucky Career Fair
Kentucky Career Center
Address of the location
City, State, Zip Code
Time: 

Company/Organization Name: ___________________________________________________

Point of Contact ______________________________________________________________

Address ____________________________________________________________________

City, State, Zip Code  

___________________________________________________________________________

Telephone_________________ Email_____________________________________________

Provided: 
· One six-foot table with tablecloth
· Two chairs (More are available if needed.)
· Electrical outlets and Wi-Fi access
· Buffet lunch for two (if available)
[image: ]




Appendix D: Final Update Email to Employers   
                                                           
Thank you for registering for the fifth annual Northern Kentucky Veterans Career Fair. 

We currently have 71 organizations scheduled to attend, and posted the career fair information on Cincinnati.com/NKY.com. We have sent out news releases to all Kentucky counties and have contacted the local newspapers and four TV stations about publicizing the event.  We have reached eight local radio station representatives, who have agreed to promote the event with public service announcements. We have distributed more than 800 flyers to job seekers, have made 2,500 automated phone calls and sent 6,500 emails promoting the career fair. We have contacted several veteran and religious organizations that have agreed to publicize the event to their members. 
 
As a reminder, the career fair is next Wednesday on May 25 at the Drawbridge Inn, 2477 Royal Drive, Fort Mitchell, Ky. Employer setup will be from 10 a.m. to noon.  Lunch will be served from noon to 1:30 p.m., and the career fair will be conducted from 1 – 4.If you need more time for setup, contact me, and we will work with you.
 
The Northern Kentucky Society for Human Resource Management is sponsoring an employer seminar from 11 a.m. to noon covering: The New One-Stop Job Match System/ Hiring Tax Incentives and How to Interview a Candidate-Veteran with a Disability. The training has been certified for credit by the HRCI (1.0). If you would like to attend, and have not received a registration form,  send me an email, and I will register you for the seminar. 
 
Table sign-in sheets will be given to each employer attending. The TRI-ED has kindly agreed to provide bags for job seekers to use during the career fair. 
 
Coordinating Instructions:   
· Table cloths will be provided for all tables.  Employers are encouraged to bring their own table covers/banners to emphasize their company logos. We feel this will enhance the look and feel of the career fair.   

· If you haven't joined us for a career fair event in the past, send us your company logo by email so we can create tent cards that will be placed on your corresponding table to facilitate set up and recognition. Company logos will be placed on a continuous running PowerPoint presentation that will be played throughout the event. Please send us a list of the job openings you are seeking at the career fair, and we will include it on the PowerPoint presentation. 
 
· Each organization will be designated a table and number prior to the commencement. Employers and job seekers will be given a diagram to help them set up and navigate through the career fair displays. 

· Companies needing electrical power or having large displays should let our staff know by responding to this email and describing the need. Wi-Fi is available throughout the facility. Request for Wi-Fi must be submitted for prior approval as well.  

· We ask that all vendors park in the rear of the building. We will have the back door open for easy access to Stewart/York Halls and London Lobby on the South side of the building.  
 
Please let us know if you need any more information. Thank you for all your hard work, service and support. 
  
 
Signature Block 
 


Appendix D: Final Update to Employers (Continued from previous page)                               
 
Employment Opportunity Fair Agenda
	
Friday, July 23, 2010 

	8 a.m. to 9:30 a.m.
	Employer Sign in and Booth Setup

	9:45 a.m. to 10 a.m.
	Welcome:
Jon Pendergrass, Kentucky Career Center in Mayfield office administrator
Todd Hollenbach, State Treasurer
 

	10 a.m.
	Doors open to public

	10:15 a.m. to 2 p.m.
	Job readiness classes (45-minute sessions):
10:15 - Building Interview Skills
11:15 - Resume Writing
12:15 - Financial Aid Resources
1:15 - Resources for Job Seekers

	Beginning 11 a.m.
	Door prizes on the hour between 11 a.m. and 2 p.m.

	11:30 a.m. to 2 p.m.
	Refreshments available for employers

	2 p.m.
	Closing



 Directions to Mid-Continent University Cougar Center: 
From Paducah:
Take US-45 South/Lone Oak Rd toward Mayfield.  (17.0 miles).
Turn LEFT onto LEE POWELL RD (0.2 miles)
Turn RIGHT onto KY-1241 (0.1 mile)
Turn RIGHT onto Water Company driveway 
Arrive behind Mid-Continent University Cougar Center Gymnasium
From Murray:
Take US-641 N toward Benton (2.6 miles)
Turn LEFT at KY-80 W (18.4 miles)
Turn RIGHT at KY-121 BYPASS S/KY-80 W (3.4 miles)
Continue to follow KY-121 Bypass S
Turn RIGHT at US-45 N (2.6 miles) 
Turn RIGHT at KY-1241 N (3.3 miles)
Turn LEFT onto Water Company driveway.
Arrive behind Mid-Continent University Cougar Center Gymnasium
From Benton:
Take Purchase Pkwy S toward Mayfield (0.2 miles)
Merge onto Julian M. Carroll Purchase Pkwy (17.7 miles)
Take exit 25 for US-45 toward Paducah (0.2 miles)
Turn right at US-45 N (1.6 miles)
Turn RIGHT at KY-1241 N (3.3 miles)
Turn LEFT onto Water Company driveway.

      


Appendix E: Employer Registration – needs KCC branding – Susan can do something
 OPERATION HIRE PATRIOTS
Employer Booth Request
Kentucky Career Center Hiring Event
Thursday, Aug. 25, 2011
10 a.m. – 3 p.m. (EST)
 
Kentucky Career Center
600 Cedar St.
Louisville, KY 40206
Phone: (502) 595-4762
 Fax:    (502) 595-4623
 
Employer Name: _________________________________________________________________________
 
Address: _________________________________________________________________________
              _________________________________________________________________________
 
Point of Contact: _____________________________ Title: _____________________________ 

Phone: _______________________________________ 

Email: _______________________________________
 
	
Job title(s) for which you have vacancies: __________________________________________________
 
                                                                    _________________________________________________________
 
                                                                    _________________________________________________________
 
                                                                   _________________________________________________________
           
 
Company representative(s) at the hiring event: _____________________________________
(Booth space accommodates two representatives.) ___________________________________
								
 
Your company’s specific needs at the hiring event (electricity, interviewing area, etc.):
 
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Please reply by mail, fax or email no later than Aug. 19, 2011.
(Provide email address)	
 

 






Appendix F: Job Seeker registration 

Kentucky Career Center, Campbellsville 
Please Print…for statistical purposes
 
Name:___________________________________  SSN___________________________
 
Address:________________________________________________________________
 
City______________________________  State________________  Zip Code_________
 
Phone:	_______________E-mail:___________________________ Birthdate__________
 
Male or Female (circle one)		             Military Veteran:    Yes or No  (circle one)
 
Education: Did you graduate from high school?   Yes or No (Circle one)
If no…then answer this:  Do you have a GED?     Yes or No (Circle One)
 
Race/Ethnicity:  (check one)
_____ White (non-Hispanic)     _____ Black (non-Hispanic)        _____ Hispanic
 
_____  Asian/Pacific Islander    _____ American Indian/Alaskan Native
 
Full Time or Part Time	Type of work interested in__________________________
 
 
 
Kentucky Career Center, Campbellsville 
Please Print…for statistical purposes
 
Name:___________________________________  SSN___________________________
 
Address:________________________________________________________________
 
City______________________________  State________________  Zip Code_________
 
Phone:	_______________E-mail:___________________________ Birthdate__________
 
Male or Female (circle one)		             Military Veteran:    Yes or No (circle one)
 
Education: Did you graduate from high school?   Yes or No (Circle one)
If no…then answer this: Do you have a GED?     Yes or No (Circle One)
 
Race/Ethnicity:  (check one)
_____ White (non-Hispanic)     _____ Black (non-Hispanic)        _____ Hispanic
 
_____  Asian/Pacific Islander    _____ American Indian/Alaskan Native
 
Full Time or Part Time	Type of Work Interested in__________________________
 


Appendix G: Employer Thank you – need to draft a nice one on KCC Letterhead - Susan

Letter of Thanks to Employer - Copy to KCC Letterhead
 
«employer_contacts_first_name» «employer_contacts_last_name»
«employer_contacts_title»
«employer_data_company»
«employer_contacts_addr_1»
«employer_contacts_addr_2»
«employer_contacts_city», «employer_contacts_state» «employer_contacts_zip»
 
Dear «employer_contacts_first_name»:
 
Thank you for attending the career fair sponsored by the Kentucky Career Center.  I hope you found it to be of benefit to your company.
 
We enjoyed working with you and the other participants. We will put you on our list and contact you for the next career fair.
 
Sincerely,
 
 
«administrators_first_name» «administrators_mi» «administrators_last_name»
«office_addr_1»
«office_addr_2»
«office_addr_3»
«office_city», «office_state» «office_zip»
Telephone: «office_phone_pri»
Fax Number: «office_fax_pri»
 























Policy References:

Branding Policy
Job Fair Reporting Policy
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CAREER FAIR - Oct. 28, 2014
Featuring more than 20 employers and 450 job openings  


10 a.m. - 3 p.m. at the Armed Forces Reserve Center
233 Battlefield Hwy, Richmond, KY 40475


Veterans, their spouses and eligible dependents will receive priority service  
from 10 a.m. to 11 a.m. For more information, contact denise.jones@ky.gov,  


melissa.fearin@ky.gov, or go to www.ckycareers.com.



http://www.ckycareers.com




