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Career Fair Planning Template
Instructions: Use this form to record the steps you or your chapter determines necessary. Adapt the template as needed.
	Major Steps
	Additional Steps
	Lead
	Helpers
	Target Date
	Notes
	Completed
Date

	Locate Opportunities:
· Contact local school job placement centers

· Collaborate with community colleges and technical schools
· Search “career fairs near me”

· Host your own
	
	
	
	
	
	

	Hold Planning Meeting:
· Determine purpose
· Identify audience
· Create message
· Discuss how to recruit participants

· Discuss booth design
· Define desired outcomes
	
	
	
	
	
	

	Identify Volunteers:
· Recruit volunteers

· Discuss strategy for the booth/fair
	
	
	
	
	
	

	Assign Duties:
· Appoint Lead
· Assign tasks to volunteers
	
	
	
	
	
	

	Create Schedule:
· Date

· Time Frame

· Location

· Shifts

· Contact list
	
	
	
	
	
	


	Plan Logistics:

· Set up

· Components (table, chairs, carpet…)

· What is provided by venue?

· Identify items to bring
	
	
	
	
	
	

	Develop Materials:

· Local opportunities

· Chapter handouts

· SWPW Career Booklet

· Presentation PPT
	
	
	
	
	
	

	Maximize Traffic:

· Determine and order giveaways (candy, career materials, cards...)

· Discuss interactive ideas (drones, sewer cameras…)

· Determine ability to display equipment

· Videos / signage

· Finalize how to maximize traffic
	
	
	
	
	
	

	Promote It:
· Promote on chapter website 

· Add to community calendar

· Post to social media 

· Send press release

· Notify local, regional, employment councils

· Network
	
	
	
	
	
	

	Evaluate:

· What went well

· Improvements
	
	
	
	
	
	


Additional Notes: 
2

