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Sample Guidelines for  Organizing and Hosting a 

Section Career Fair

The guidelines below were developed by the AWS Nebraska Section to aid in planning their Section-sponsored Career Fair.  Their approach has proven to be successful, and the Section Officers were asked to share their knowledge and experiences so that other Sections may adopt these guidelines to assist in planning a Career Fair in their area.

The Key to Making This Event a Success
The idea for the event was born as the result of an increasing number of inquiries from industry about how to reach qualified applicants and the desire of our Section Officers to serve our members.
Sell potential exhibitors on the concept of the event. It was never intended to be a “Job Fair” per se, although exhibitors looking for qualified applicants may find some and many think of it as such.  This event is intended to take a more proactive approach to the inability of companies to find qualified applicants by focusing on attracting talented young people to the field.  The idea is to increase public awareness of the scope and variety of welding and welding related careers, the opportunities those careers afford, the importance of welding to the economy and our every day lives, and the variety of welding processes and their uses. A successful event should have exhibitors representing a broad cross section of the industry i.e. engineering, construction, manufacturing, inspection, aerospace, automotive, education, sales and distribution, art, etc. whether they are currently hiring or not and ready to talk about the products they produce, the nature of the work they do, the earnings one can expect and the potential for advancement; all in an effort to influence young people as they make career choices.  
Initial Planning

A successful event starts with the initial planning which should start as early as possible.  The Nebraska Section begins planning their event during Executive Board  meetings over the summer. 
Initial planning includes these activities but not necessarily in this order:
Identify an event coordinator – this person will manage the event.  This person will receive registration forms, track donations, update the other officers on the status of the event, make sure things are getting done, and basically be in charge of putting on the event.

Identify a location – A location is needed that provides an area for exhibitor booths and displays, as well as an area that can support equipment and process demonstrations.  The first 2 years we put on this event we were very fortunate to have the support of a local welding supply distributor (Linweld) who provided us with an area in their warehouse area.  The benefits to us were ample room in an area that could support not only exhibitors’ booths but was also suitable (with power availability and hot work area) for demonstrations at no cost to us.  We also benefited from support from their staff in preparing the area for the event.  The benefit to the distributor was traffic through their showroom as visitors entered and left the Career Fair and we provided them a free booth.  The downside of this arrangement was that it was not neutral ground; we could not invite competitor distributors to this location and we had to rent tables and chairs for the exhibitors.  We now host the event at a local community college (Metro Community College) which provided neutral ground, tables and chairs were free, as well as the welding lab for demonstrations.  Please note: we always give the host organization a free table.
Identify a Date - While deciding when to host your event, try to pick a date that maximizes your potential to attract exhibitors and visitors.  For example, stay away from dates that coincide with major sporting events and spring or holiday breaks at local trade schools, community colleges and high schools.  Weather patterns may influence your decision if your event, or part of your event, is to be held outdoors.  We have held ours on Saturday mornings.  The first 2 fairs were held towards the end of February.  This year we moved it to the 1st of March to see if warmer weather increased the turn out.
Identify a time - Choose the hours of operation.  We hold ours from 8:00 in the morning until 2:00 in the afternoon.  We have found that attendance really drops off after 1:00 pm.
Develop a Set-up Plan
1. Decide where the exhibition, demonstration and employment interview areas will be set-up.  When providing space for employers to interview perspective employees, be sure it is in a quite area, with multiple interview stations.
2. Draw a diagram of the areas and how the tables will be arranged.  Make sure you reserve a table to promote your Section!  Think about how the traffic will flow through the exhibition area to the demonstration area.  It’s advantageous if the demonstration area can be seen from the exhibition area.  Determine the maximum number of exhibitors and demonstrations the area will support.  Decide when exhibitors will have access to set up their demonstrations and booths.  
3. Develop a letter with set-up information and instructions that will be sent to registered exhibitors.  
4. Identify where signs directing visitors should be placed and what they should say.  Order or make the signs.
Develop a Budget
Decide how much you are willing to spend on the event and what you will charge exhibitors.
Identify other Event Specifics
Decide exactly what else you want to do.  For example, will you provide food for exhibitors and/or visitors?  The first 2 years we did not advertise free food but we provided it for exhibitors and visitors.  This year we provided food for the exhibitors only.  Will you have door prizes or other activities? We’ve always been able to get plenty of items for door prizes and announce winners every 30 minutes or so.  We have people fill out prospect cards when they come in and use them to draw for the door prizes and to determine attendance.  The first year we had an area where we showed the History of Welding DVD.  Ironworkers Local 21 holds a cutting contest every year which has been a big hit at ours.  There are hundreds of good ideas for other activities.
Promoting the Career Fair

After the initial planning is done, promoting of the event begins.  Promotion includes these activities:

1. Compile a mailing list of potential exhibitors - manufacturers, steel erectors, pipe construction, welding supply and equipment distributors, inspectors, engineers, trade unions, etc.
2. Compile a mailing list of potential visitors and identify high traffic areas for posters / flyers. These areas include public and private schools, community colleges, trade schools, etc.
3. Create invitation letter to potential exhibitors (see sample).
4. Create registration form for exhibitors (see sample)
5. Create flyers / posters for the event (see sample)
6. Identify publications where ads can be placed
7. Send invitation, registration form and flyer so that potential exhibitors receive it eight to 10 weeks in advance of the event
8. Send flyers to potential visitors and place posters and flyers in high traffic areas two to four weeks in advance of the event.
9. Place ads in publications two weeks in advance of the event.
If you don’t get the response you were hoping for, start making some phone calls to get the word out.

Prepare for the Event as the Date Approaches.  
As the date for the Fair approaches start thinking about how the exhibitors should be arranged and record this information on your diagram of the set up.

The event coordinator should lead the development a project plan and manage these activities with the help of other officers and volunteer members.

When the big day arrives have a check list ready to make sure everything is in place.
Take photographs during the event for publication in the Welding Journal.

Recognize the Host Organization and Exhibitors

Following the event, present an appreciation plaque to the hosting organization.  Take a photograph for publication in the Welding Journal.  Also, be sure to follow-up with thank you letters and surveys to your exhibitors to get feed back.

