
A career fair connects students with
employers to explore career

opportunities and build professional
relationships.

Preparing for
   a Career Fair



A career fair is an event that gives students and employers a chance to
meet one another, establish professional relationships, and discuss

potential job and/or internship opportunities. 

Many employers from a variety of industries attend career fairs, and there
are both general and specialized events catering to a particular industry,
educational specialty, or profession. For example at WKU, the On-Campus

Career fair, held every Fall semester, is a general career fair at which
employers are seeking to hire students from a variety of majors.

 On the other hand, the Business Career Fair is a specialized event in
which employers attending are seeking students majoring is business

related majors and communication majors.

What is a Career Fair?

Each year, The Career Center hosts a variety of career fair events such as:
• SEAS Mechatronics and SEAS Construction Fairs: fall and spring

semesters
• On-Campus & Part-Time Career Fairs (All Majors): fall semesters
• Business Internship and Career Fairs: fall and spring semesters

• Medical Field related Career Fairs: fall semester
To see a list of WKU Career Center-sponsored events, visit
career.wku.edu/career/services_offered/career_fairs.php

http://career.wku.edu/career/services_offered/career_fairs.php


Benefits

What to Expect

There are many benefits to attending a career fair:
• Interact one-on-one with employers of interest 
• Practice and enhance networking skills 
• Gain awareness of organizations and opportunities for which they are
hiring 
• Establish professional relationships and gather contact information from
employers 
• Possibly receive an invitation for an on-campus interview

Employers attend career fair events in order to meet and recruit excellent
candidates. In many cases at WKU career fairs, recruiters are actual WKU
graduates and are excited to come back and recruit students from their
alma mater.



Who can Attend

Job Offers

There is a common misconception that only juniors and seniors should
attend a career fair. However, all classifications of students (including
freshmen, sophomores, juniors, and seniors) can benefit from attending a
career fair. Regardless of year in school, students can explore 
opportunities in their field of interest, learn about organizations, and 
network with recruiters/employers. Students from all majors can attend any
career fair at WKU. 

Employers are typically interested in meeting students from a variety of
different academic backgrounds. In addition, both undergraduate and
graduate students are likely to benefit from attending these events. Alumni
and faculty/staff are also welcome to attend all WKU career fairs.

Students and community members often believe that they should leave 
the event with an internship and/or job opportunity in hand , this is a
common misconception. Although this may happen, it is very rare. The
purpose of a career fair is to enhance one’s network, develop meaningful
relationships, and learn more about organizations. 

Use this opportunity to present yourself favorably, gather useful information,
and establish new contacts. Your small investment of time and effort might
very well turn into an opportunity you would not have had otherwise.



Preparation

• Create a strong résumé. Visit The Career Development Center to have
your résumé reviewed, and be sure to have multiple copies (minimum of
20) printed on professional résumé paper before the career fair. Decide if
you need more than one version of your résumé, depending on your job
target(s). 
• Develop and practice an elevator speech. Developing an elevator speech
is likely one of the most important components in preparing for a career fair.
Prepare an elevator speech before the day’s event, and practice it with a
career advisor at The Career Development Center
• Research employers. Identify which employers you want to talk to BEFORE
the event by researching the organizations attending. The Career
Development Center keeps an updated list of attendees on its website
(career.wku.edu/career/services_offered/career_fairs.php). Researching
employers helps you speak competently to representatives and plan your
time effectively. 
• Dress for success. View the “Interview Attire & Dress Code” guide located
at www.wku.edu/career/careerguide.php. Wear a two-piece suit, in a darker
color if possible. Wear simple accessories and closed toed shoes. Avoid
cologne, perfume, and scented lotions. 
• Meet with a career coach. Check The Career Development Center website
to schedule an appointment at wku.edu/career/appointments.php
• Consider creating a professional business card. This is optional, but
having a business card adds an extra level of polished professionalism to a
networking interaction. 
• Consider purchasing a professional business portfolio to help keep your
items organized. You can purchase a business portfolio for under $20.00 at
any office supply store. Include copies of your résumé, business cards, and
employer literature that you will gather while attending the event. Use the
space inside your business portfolio to take notes. 
• Review Handshake Opportunities. It is important to do this before a career
fair, as some attending employers may ask you to apply online through your
Handshake account. Visit wku.edu/career/handshake to check out your
account. 
• Evaluate your online presence. Clean up any social media profiles and
adjust your privacy settings accordingly. You may want to do a web search
of your name to see what information is available to the public. Address any
undesirable web content. You may also consider updating or creating a
LinkedIn profile.

http://career.wku.edu/career/services_offered/career_fairs.php
https://www.wku.edu/career/careerguide.php
https://www.wku.edu/career/appointments.php
http://wku.edu/career/handshake


During A Career Fair

• Arrive early to avoid long lines. 

• Familiarize yourself with the fair’s layout and location of organizations before
entering the career fair event.

• Be positive and confident! First impressions strongly impact networking
interactions. This includes a firm handshake, eye contact, nodding your head,
and most importantly — SMILING! 

• Make a game plan for visiting organizations. It may be helpful to visit with your
favorite employer after you have had some time to practice interacting with
employers. Speak with other employers on your list first to practice and become
more comfortable in introducing yourself before approaching your top choices. 

• Ask thoughtful, open-ended questions. Open-ended questions are those that
require more than a “yes” or “no” answer. These kinds of questions are more
helpful in starting meaningful conversation with a networking contact.
 
• Leave your résumé/business card with each representative you speak with, if
you can. Some organizations are not permitted to accept hard copies of
résumés at career fairs. Rather, these employers may encourage you to apply
online. Do this! They are interested in your application. 

• Request a business card from each employer (or contact name if employer is
not handing out business cards). This will allow you to follow up accordingly.

• Ask to sign up for on-campus interviews. Many organizations who attend WKU
career fairs conduct on-campus interviews in the two days following the fair. It is
perfectly acceptable to ask an employer, “Are you conducting on-campus
interviews this week? How can I get on your list?” 

• Take notes. Any details you can remember from your interactions with career
fair employers may help you when you apply to positions or follow up after the
fair. 

• Be open-minded. Many employers are recruiting students from all majors at
WKU career fairs. Be confident in your abilities and focus on the skills you have to
offer an employer.



PhoneFollow Up

Follow-up is a critical part of attending a career fair event. Here are a few
suggestions for following up with an employer:

• Review and organize your notes. When following up, it is important to
remember the details of your interactions with specific employers. You can
mention topics you discussed, answer any questions the employer had for
you, or refer to any other pertinent information when reaching out. To do this
effectively, you must keep yourself organized. You do not want to
accidentally refer to something discussed with an employer other than the
one with which you are following up. 

• Follow instructions given to you by the employer. For example, if an
employer encourages you to apply online, be sure that you submit your
application online within the next two days. 

• Complete the online application process if required. 

• Send a thank you letter, preferably within 24 hours of meeting the
employer. 



Questions

Below are some examples of appropriate questions to ask an employer at a
career fair. Use these only as a starting place to develop your own
questions. Be sure to thoroughly research the organizations in which you are
interested. Then, devise 2-3 questions of your own. 

• What are common career paths within your organization? 

• What kind of training programs do you have for new hires? 

• What qualities and/or characteristics do successful candidates possess?
 
• What is the organizational culture like? 

• How can I make myself better prepared for the world of work? 

• Are there courses that I should take that will help me in your industry? 

• How do you enjoy working for this organization? 

• What can I be doing now while still in college to make myself more
attractive when job searching?



PhoneDo’s and Don’ts

Do: 
• Leave your phone, backpack, and any other unnecessary items in your car
if you can. 
• Bring plenty of copies of your résumé. 
• Develop a strong elevator speech. 
• Use strong non-verbal communication when interacting with employers
(handshake). 
• Ask open-ended questions. 
• Research the employer(s) you are visiting. 
• Dress professionally. 
• Follow up. 
• Remember you are representing all of WKU when attending a career fair
(whether it is at WKU or not!). Attend to professionalism at all times. 

Don’t: 
• Ask an employer “What does your organization do?” or “What positions are
you hiring for?” This indicates that you have not done your homework and
are not invested in them. 
• Ask questions about salary and employer benefits. 
• Visit an employer just to collect free stuff. 
• Make eye contact with an employer and then walk by without
acknowledging them. Even if you are not interested in their organization
presently, you never know what benefits this professional contact might
bring you. 



PhoneBusiness Cards

Elevator Speech

What to include on your Digital business card: 
• The university’s name (Western Kentucky University) 
• Your full name 
• Your major and/or minor (e.g., Bachelor of Science in Hospitality
Management) 
• Contact information, including a professional phone number and email
Additional, optional information may include: Your GPA, student organization
memberships, home address, and/or a personal/professional website (such
as LinkedIn)
Websites for digital business cards: 
• Wave Connect
• KADO
• Blinq

If you were to step into an elevator with the CEO/ President of an
organization you were interested in working for and had 30 seconds to tell
this employer enough information to make them want to hire you, what
would you say? 

When introducing yourself to a potential employer, it is helpful to be able to
quickly describe your career goals, core strengths, and relevant
experiences. 

This personal commercial is often called an “elevator speech.” In creating
your elevator speech, it is best to connect your personal experiences and
qualifications with the organization and describe why you are a good “fit.”
Use the exercise below to help you get started.

https://wavecnct.com/pages/free-digital-business-card?srsltid=AfmBOor-qTMYRdjzYSiKPubeDPcKHerCqahM1PqyRrsVGXfM1fkKwezW
https://wavecnct.com/pages/free-digital-business-card?srsltid=AfmBOor-qTMYRdjzYSiKPubeDPcKHerCqahM1PqyRrsVGXfM1fkKwezW
https://www.kadonetworks.com/
https://dash.blinq.me/onboarding/customize-card?source=onboarding


PhoneExercise

Summary

Your elevator speech may include: 
• Your name and present status/situation (year in school, current position,
major, etc.) 
• Brief overview of your unique experiences, skills, and qualifications 
• A connection between what you can offer and what you know about them
• Pertinent questions that the employer can respond to Answer the
questions below to help you begin constructing your elevator speech. 
1. Who am I? Include your full name, current status as a WKU student, and
major/minor. 
2. What do I have to offer? Include unique experiences here — previous work
experience, student organization involvement, volunteer work, internships,
etc. 
3. Why am I interested in your organization (or this industry)? Use this as
an opportunity to demonstrate that you have researched the organization. 
4. What do I have to offer and how am I a good fit with your organization?
Use this as a summary statement. 
5. Questions I have for the employer. It is best to end with an open-ended
question — see page 8 for examples.

TIP: Practice delivering your elevator speech before attending a career fair. 

The more you practice, the more comfortable you will feel. Meet with a
career coach at The Career Center to receive feedback on your elevator
speech.

The purpose of attending a career fair is to enhance your job search
network. Simply attending a career fair is not enough; you must strategically
navigate the fair and do your research on employers before attending the
event.

It is important to adequately prepare for this event, which includes
preparation before, during, and after a career fair. 

Being intentional when attending career fairs can be a great way to explore
your future options, learn about employers and opportunities of interest,
and make meaningful connections with important industry professionals. 

https://www.wku.edu/career/appointments.php


Preparing for a 
Career Fair

CONNECT WITH US 
ON SOCIAL MEDIA

https://linktr.ee/wkuacdc

careerhelp@wku.edu

https://linktr.ee/wkuacdc
mailto:careerhelp@wku.edu

