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TIMELINE 

The first step in organizing a successful in-person or online job or hiring fair is to start early. 

Ideally, you’ll choose a date, location, and time at least 3-months in advance. This will give 

you enough time to reach out to prospective employers who may wish to exhibit at your fair, or if 

you’re planning a single-employer event, to line up partners to collaborate with. This also gives 

you ample time to promote the event to job seekers. If there will be a planning or host 

committee, this would be a good time to begin meeting regularly. 

 

LOCATION 

Location, location, location 

 

• When focusing on large scale job fairs, map out the locations based on various factors 

like where are most prospective job seekers coming from Los Angeles? (This can be 

influenced by the partners involved in putting on the fair) 

• Is it accessible by public transportation? If yes, include in promotional material. For 

example, mention the location is accessible from the Vermont/Beverly red line stop.  

• Is parking available? If it is free, include in promotional material or specify public parking 

options that are low-cost/convenient. 

• Will the location accommodate the expected number of employers and job seekers 

involved? Too large of a venue will make the event feel empty and too small will be a 

logistical/safety concern. 

• Know public safety measures in place at the venue. 

• Check with the organizer or event venue for updated information about any COVID-19 

safety guidelines. 

• Consider choosing events that take place outside with enough space for attendees 

to stay at least 6 feet apart. 

• Check the ADA-accessibility of the venue and be able to make necessary 

accommodations. 

 

TIPS FOR STAFF: 

• A map of LA:RISE Partners and Metro lines can be found here. If a participant needs 

assistance, go over the route they can use to get to the job fair.  

• When you enter an address on Google Maps, you can also choose the nearby icon and 

type “public transportation” to get more options to get to/from the job fair. 

• Provide TAP cards or tokens for participants who need them.  

• If the location is not easily accessible to a participant via public transportation, 

brainstorm alternative ways for them to attend like offering vouchers if accessible from a 

rideshare company like Lyft or Uber or coordinate a carpool. 

 

OTHER FACTORS TO CONSIDER 

• Do you have a budget for this event?  

• Will there be any special guests or opening speakers? (Do you need audiovisual 

support, podium, photography) 

• Day of signage (strategic placement, sizing) 

• Will snacks or light refreshments be available? 

• Will there be swag, a raffle, or any giveaways? 

https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/social-distancing.html
https://www.google.com/maps/d/u/4/edit?mid=1VRHU1OCb1Wq1drejvVm-nJyqWrj6gM9K&usp=sharing
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• Is a security guard present? 

• Safety protocol and requirements (masks must be worn, proof of vaccination, etc.) 

• Who is the main contact for employers, day of the event, marketing, collecting RSVPs, 

etc. 

 

PROMOTION 

Build a Compelling Landing Page for Registration/to RSVP 

 

Create a landing page that includes the most important information about the event -- such 

as date, time, and location -- as well as a registration form. Emphasize that there is no cost to 

attend and if parking is available/public transportation options. Make sure you configure the 

form to capture the attendees’ names and email addresses so you can send event 

reminders, too. For virtual job fairs, you can use this information to email the event link, the full 

list of employers, and instructions for how to navigate the virtual platform.  

 

Some examples are: 

• Showcase featured employers’ logos or names (does not need to be a complete list) 

• Spotlight the event industries 

• Highlight speakers and event leaders 

• Specify if there will be on the spot interviews 

• Offer links to resources on how to use your event platform 

• Feature useful FAQs for both first-time and returning attendees 

 

In-Person: Some tips are applicable noted above for in-person as well. Provide directions to 

the job fair and information about parking -- location and cost. If the job fair venue is accessible 

by public transportation, give train or bus route information for attendees. 

 

Provide special services that will be featured during the day like exclusive seminars by top 

employers or "how to" lectures sessions led by experts in the field. 

 

We recommend using the platform Eventbrite if you don’t have a designated website to collect 

RSVPs and to promote the event. Before you begin to create your online registration form, take 

the time to get clear about exactly what information you need from participants. There are 

certain fields you absolutely must collect like their name, email, etc. Here are tips on how to set 

up your event order form here. 

You can even run reports: 

• Pageview numbers that let you know how many people have looked at your event listing 

• Graphs showing tickets you’ve sold over time 

• Maps of where your registrants are coming from 

 

Eventbrite event listing tips: 

1. Grab attention with your event title 

• Provide context and legitimacy to promote your event 

• Skip unnecessary details 

• Your title doesn’t need to include the exact date, time and location of event in your title 

https://www.eventbrite.com/l/virtual-events-platform/?&mkwid=s_dc&pcrid=447002530443&pkw=eventbrite&pmt=e&plc=&_bk=eventbrite&_bt=447002530443&_bm=e&_bn=g&gclid=Cj0KCQiA5OuNBhCRARIsACgaiqU3Yq6MATb29aaqgW4cvhywaQQ3mHOnQ9m9OOG5KwS7EVuZXFvU2ooaAtZPEALw_wcB&gclsrc=aw.ds
https://www.eventbrite.com/support/articles/en_US/How_To/how-to-collect-information-from-all-event-attendees?lg=en_US
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• Use no more than 60 characters 

2. Get visual 

• Pick a unique and eye-catching image that captures the energy of your event 

• The image serves as your event cover and thumbnail 

• Avoid using logos and flyers which get distorted when expanded 

• Use a high resolution image, at least 2160x1080 pixels 

3. Open your event to the public 

• This ensures maximum reach and easier shareability 

• Public events are auto listed in Google and Evenbrite directory, free promotion 

4. Get in front of locals 

• Provide exact address so your event listing will appear when searching by location 

5. Categorize for search 

• Select at least one “Topic” or event format “Type” for your listing 

6. Customize your URL 

• Customized URL is easier to read, remember, and type  

 

If you want alternatives, here is a list of options. 

 

Potential Marketing Platforms 

• There are plenty of marketing avenues to explore such as:  

• Your event registration page i.e., Eventbrite 

• Social media 

• Email marketing 

• E-newsletters 

• Flyers (distributed in partner sites and nearby businesses/nonprofits of the location) 

• Post on community calendars for event listings 

• Local media 

• Cross-promote with local council members, businesses, nonprofits and utilize their 

marketing platforms as noted above 

• LinkedIn 

 

You can send email announcements to potential candidates on your mailing list, post on your 

social media channels, list the event on your website, and even launch paid advertisements on 

relevant job boards, etc. Any advertising channels you choose will depend on your specific 

audience. Key focus it to drive traffic to your landing/RSVP page so that job seekers can 

sign up for the event. 

 

Job Fair Print and Digital Flyers 

Job fair flyers have to be accessible and inclusive. Not every potential attendee has a smart 

phone or access to a computer.  

 

They should include: 

• Date, time, and location of job fair 

• Direct link to the event registration page. If too long to use, try a URL shortener like Bitly 

or TinyURL. 

• Mention “Walk-ins welcome” if truly this is the case 

https://www.g2.com/products/eventbrite/competitors/alternatives
https://bitly.com/
https://tinyurl.com/app
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The font should be large and easy to read. Place the day, date, and time in a prominent spot 

on the flyer. Don't let the words "job fair" get lost among the images, and list the day of the 

week, the full date, and the hours during which the job fair is scheduled. 

 

Describe the type of job fair. For targeting employers, mention whether it's an open-house 

kind of job fair where the host of the fair is more interested in getting its name out among the 

community or whether you are actively seeking job seekers. If you're seeking job seekers and 

will have hiring managers present to conduct on-the-spot interviews, emphasize this in the 

promotion! 

 

Promote the Event Locally 

Once the location for the job fair has been decided and promotional material has been created, 

start canvasing locally to distribute flyers. Many businesses and public spaces have bulletin 

boards for flyers.  

 

Some examples are: 

• Libraries 

• Grocery stores 

• Convenience stores 

• Community centers 

• Colleges 

 

If you want a portion of the fair to be exclusive to a particular group like LA:RISE program 

participants, then scale back on the promotions to external parties or alert employers to 

consider LA:RISE job seekers as priority candidates. 

 

PREPARING EMPLOYERS AND JOB SEEKERS 

Identifying LA:RISE Candidates  

• WorkSource/YouthSource Centers should review the list of employers scheduled to be 

present at the job fair to understand what positions and industries are being hired for. 

• Review the number of clients they have that are job ready to assess the potential 

number of candidates and who they should be reaching out to. 

• Contact list of job ready participants via phone to invite them to attend, email all 

participants on list as well the invite link and follow up if no response with the actual 

event flyer. 

• If hosting any job readiness workshops, promote to those participants attending. 

 

Best Practices for Employers 

On the day of the event, arrive at the venue early to set up your booth or table. If appropriate, 

bring laptops so that candidates can look at your website and get a better idea of your mission 

and products. Alternatively, you can bring flyers or other marketing materials that promote your 

organization or program. To make the most out of your participation in a job fair: 

 

• Speak to as many job seekers as possible. You’ll increase the chances of finding 

qualified candidates. 
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• Keep interviews within specific timeframes. Long queues will turn candidates off. 

Consider assigning someone on your job fair team the role of the interview coordinator 

to make sure conversations are structured and brief. 

• Write down notes during interviews. It’s difficult to remember candidates after job fairs 

unless you take brief notes as you talk to them. 

• Gather candidates’ resumes and contact details. You could also prompt them to apply 

for the job on your careers page and ask them to mention that you met at that specific 

job fair. 

• Let candidates know of next steps. Inform qualified candidates when to expect hearing 

back from you (e.g., “We’ll call you by the end of next week to schedule an in-person 

interview.”) And tell candidates who are not a good match at the moment, that you’ll 

contact them when there’s a suitable open position. 

• Answer candidates’ questions. Job seekers want to know about your company as much 

as you want to know about them, so make sure you provide them with interesting 

information (e.g., about your teams, open roles, and future plans.) 

 

Interview Prep 

You will have limited time with each job seeker, so prepare your questions in advance. Here’s 

what to ask: 

 

• Role-specific questions. These will help you learn if candidates have the minimum 

requirements for your open roles (e.g., “Do you have experience with XYZ?”) 

• Questions about interests and career goals. Use these to learn if candidates would be 

compatible with your company in the long run. (e.g., “What’s your area of expertise and 

what would you like to learn more about?”) 

• Questions about your company. These questions will help you identify candidates who 

are already familiar with your brand and are interested in joining your team (e.g., “What 

do you know about our company?”) 

 

Setup 

Be sure to select team members who will best represent your organization to attend the event. 

This may look different depending on your company, but may include recruiters, HR staff, 

managers, or other employees. You will also want to provide staff with name tags, brochures 

with information, and even business cards.  

 

Follow-up  

Job fairs are only one step in the hiring process. Don’t leave qualified candidates waiting. The 

sooner you contact candidates, the more likely they’ll remember you. Contact job fair candidates 

to coordinate next steps. This might include: 

• Completing a detailed application form 

• Participating in a screening call to discuss a position’s details 

• Completing an assignment so you can assess their skills 

• Coming in for an interview at your offices 

 

Follow up with the event team to discuss overall impressions and high-potential candidates. 

Decide whether the job fair was beneficial to your recruiting efforts and talk about ways to 
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improve your strategy for next time. To better understand the benefit vs. cost of your job fair, it’s 

helpful to measure key recruiting performance indicators and compare them with other recruiting 

strategies. Ask questions like: 

 

• How many candidates did we source during the event? 

• How many of them were qualified? 

• How many did we interview in our organization? 

• How many did we hire? 

• What was the overall time-to-hire? 

• Where do job fair events fall in our list of best sources of hire? 

 

Best Practices for Virtual Events 

Many of the best practices still apply whether the event is in-person or virtual, however there are 

a few things to keep in mind if your hiring event is virtual.  

 

• Keep the event close to one hour 

• Keep a clear schedule 

• Make use of audio, video, and text-based chat capabilities to enable talent to easily 

reach out to employer representatives and vice versa 

• Consider setting up a networking lounge 

•  Allow candidates to download resources and access them 

• Provide quick links and short application formats to ensure a simple process  

• Set up event in compliance with Web Content Accessibility Guidelines (WCAG) offering: 

o Special color contrasts 

o Text character flexibility 

o Page narrators 

o Captions 

• Send post-event thank you emails and feedback surveys  

 

Employer and Participant Roles 

Employers or team members who participate in the job fair should receive training and 

instructions for how the event will work. If the job fair is in-person, they should have information 

related to set up, breakdown, and the run of events.  

 

For example:  

• How early can they arrive?  

• What is the Wi-Fi password?  

• Where are the restrooms? 

• Where is the best place to load and unload for tabling? 

 

If the job fair will be held through a virtual event platform, set up a call or a demo with 

participating recruiters and other fair attendees in order to walk them through it before the big 

day. Give them the access they need to customize their virtual booths and test out any video, 

audio, and chat features. Have them think about the qualifying questions they might ask 

candidates in order to best screen ideal applicants for more talk time. It’s always better to have 

everyone communicate and prepare before the event starts, to avoid confusion later. 

https://www.w3.org/WAI/standards-guidelines/wcag/
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For Job Seekers: For in-person job fairs, job seekers should be given a map or checklist 

when they enter so that they can easily navigate the event. We recommend organizing 

employers’ booths alphabetically so that the layout is easier to understand. 

 

On the map, share the full list of participating employers. If possible, include a list of some 

of the roles and employment opportunities they are recruiting for. You should also tag company 

booths with different attributes, such as industry, job location, and employment type (for 

example: full-time, part-time, or remote). This will help candidates discover employers who 

could be a potential match for their job interests. If your event is being held virtually, create a 

search filter within the platform so job seekers can narrow down employers by the criteria that 

matters to them. 

 

For virtual job fairs, you should also ensure that job seekers understand how to navigate the 

event platform. The day before the job fair, you could send a demo video via email to walk 

through how it works. 

 

ACCOMMODATE THE JOB SEEKERS 

LA:RISE is a program that serves individuals with the highest barriers to employment. When 

promoting a job fair, it is important to remember these barriers. Participants can be unhoused, 

have a background, or may have not had a job for a long period of time.  

Partner staff should provide extra services to assist the participant in preparing for the 

event. Not every participant will have a phone or smart phone, you may have to register for the 

participant while meeting with them, provide them with directions, or assist with transportation 

and business attire.  

 

RESUME BEST PRACTICES 

While technology has made it easier to both find jobs and find candidates, it hasn’t replaced the 

value of face-to-face networking. Job fairs, conferences, meet-ups, and other industry 

networking events are great ways to make connections, for both recruiters and candidates. 

 

The number of job applications recruiters receive is enormous, so it is crucial for 

recruiters to read a resume in a matter of seconds (average 6-7 seconds).  

• Resume should have a clean and clear layout 

• Be able to explain any gaps in employment 

• Ensure the resume is free of grammar and spelling mistakes 

 

How Recruiters Review Resumes 

• They scan the document to see if there are any related keywords in the resume that are 

apparent 

• Current or most recent position is heavily considered 

• Look for any applicable education, certifications, or other required criteria 

• Resumes with short and concise sentences are more likely to get a candidate 

interviewed 
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Tips for Matching Job Seekers and Employers 

• Define the ideal candidate  

• Engage job seekers to understand why someone would want to work for a particular 

employer 

• Keep job descriptions clear and detailed 

• Use screening tools such as phone or face-to-face interviews 

 

Resources (clickable links) 

• How to Market Your Career Fair to Candidates  

• Best Practices for Hosting a Job Fair 

• How to Plan a Virtual Career Fair 

• Tips to Excelling at Career Fair Promotion 

• Los Angeles Metro Planner  

• Screening and Evaluating Candidates 

• Job fair recruitment: A planning guide for employers 

• 10 Best Practices to Host a Successful Virtual Career Fair 

• How to Choose and Use a Free Registration Form Template 

• Create an Event Listing for Free on Eventbrite 

https://www.brazen.com/resources/market-multi-employer-career-fair-to-candidates
https://www.brazen.com/resources/organize-job-fair
https://www.betterteam.com/virtual-career-fair
https://www.careerfairplus.com/blog/excelling-at-career-fair-promotion
https://www.metro.net/riding/trip-planner/
https://www.shrm.org/resourcesandtools/tools-and-samples/toolkits/pages/screeningandevaluatingcandidates.aspx
https://resources.workable.com/tutorial/job-fair-recruitment
https://www.vfairs.com/10-best-practices-to-host-a-successful-virtual-career-fair/
https://www.eventbrite.com/blog/event-registration-form-template-ds00/
https://www.eventbrite.com/l/complete-guide-to-setting-up-your-event/

