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Office of Finance and Budget 

Job Fair Experience, Tips and Lessons Learned 

Logistics: 
• Select Date and location 

• Make outreach with TV and radio to do a segment on the upcoming event 

• Plan to have a designated area for work sample completion 

• Designate an “Intake/registration” area, make sure to have staff that can explain the 

process, collect their name, and contact information and veterans’ preference.   

• Create a simple map of the job fair and who is at each tent. 

• Have someone from the intake desk review resume or ask their professional interests.   

• Have designated greeters to take candidates from intake desk to a tent of interest.  

• Have general greeters around the parking areas (we used the orange vest that are also used 

for drills) to make more visible.   

• Have a designated area where candidates can sit complete forms or just rest in between. 

• Have street flyers, this pulls in a person just driving.  And it works!  

• If able, pool $$ resources, and buy some water, chips, snacks for the candidates.   

 

AMW Response:  Division of Workers Compensation took lead to offer their outdoor space, 

arranged for various tents, chairs and tables for use.  DFS chose to hold event outside, but if your 

agency has the capacity then secure the space.  It doesn’t have to be solely organized by your HR.  

But keep them in the loop.   

Lesson Learned:   

1. DWC held a job fair in 2022 and used their large conference room.  It was not suitable for the 

number of people; loud, hot and cramped for space.   

2. Initially we were all planning to bring own 10x10 tents and folding chairs but decided to rent.  It 

was more uniform, professional and the rental company set up and took down.   

3.  The media outreach was a hurry-up and wait.  So, once we had an airing target, we moved fast 

with our publications to create flyers. 
 

Recruiting Division/Bureau Participation:   
• Get the word out.  Most Divisions Directors and Bureau Chiefs talk, and the word gets out.  

Once DWC made the offer, the department organically started to join. 

• Create a Flyer or Flyers (that will be used for recruitment). 

• Create a brochure (to have on-site to give candidates) 
 

AMW Response:    Once we committed, we had to move to fast to organize some marketing.   
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Recruiting Attendees:   
 

• Work with your Communications team of sending a release out on behalf of those 

divisions/bureaus planning to participate.  

• Once you have your flyer, work to have posted at TCC, FSU and FAMU.   

• Work with your Web Team to add a link to your external website landing page and place 

flyer there.   

• Post on social media such as LinkedIn, FB, and Instagram  
 

AMW Response:  This is where I had to solicit help from peers to help put our Finance Flyer out.  

I would be the one taping to telephone polls. 

Lesson Learned:  Determine more partnerships to market the word of the Job Fair.     
 

Tips:   

• Arrive a good 45 -1 hour ahead of time.  

• Dress in Layers. 

• Bring a small box of office supplies. 

• Ask if they have time for a screening questionnaire 

o Ask if candidate wants to do on own or email back to us or complete together.   

• Wear your security badge or have name tags.   

• Create a simple screening questionnaire.  This helped gauge some skill sets 

• Provide materials for them to leave with, brochure about your bureau, position descriptions.   

• Create sign in sheet for your tent.   

• If have time with your publications, have them create a banner and a foam office sign.   

• Business Cards!   

• Hand Sanitizer and wipes. 

• Candy at table.  Folks are nervous.  

• Have more than one person at your tent and be flexible on who does what.   

• Plan on working thru lunch.  Pool resources to have a meal on the go in between stints. 

• Be mindful that folks may be on their lunch break 

• Be mindful that they just saw the street advertisements and don’t have their resume but will 

send to you or dressed super casual. 

o Follow-up with those that did not have their resume, HR communicated with the 

Divisions/Bureaus that all resumes should be received within 1 week.   

• Guide them to the next Tent host.  Makes them feel less overwhelmed.   

• Lead Host to email the entire agency team the master registration list and any resumes 

received.    
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Sample Table Sign-in Sheet:   
Just used a Microsoft Word Template. 

BFS Job Fair Meeting Sign-In Sheet 

Project: BFS Job Fair Meeting Date: March 23, 2023 

Facilitator: Alexandra Weimorts/Latora Brockman Place/Room: DWC @ Summit East 

PRINT NAME Phone E-Mail 
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Screening Question Samples:   

Screening Questions 

3/23/23 Job Fair 

Candidate Name:________________________________________________ 

Candidate phone:________________________________________________ 

Candidate email:_________________________________________________ 

Resume Provided:  Yes____     No:____ 

Interviewer:______________________________________________________ 

What is your area(s) of expertise and what would you like to learn more about? 

Will lead to where their skills might be. 

How do you organize your Day?   

Their response will speak volumes about time management and prioritizing skills.  

Looking for answers that show candidates can evaluate their daily priorities, goals, and 

responsibilities, and can plan accordingly.   Can follow-up if needed with a question about 

overlapping deadlines/responsibilities.  

Share what you do when you discover you’ve made a mistake at work?   

Will demonstrate their problem solving, and communication skills.    Should be able to 

convey what steps were taken to avoid repeating the mistake.  

What professional or life experiences has prepared you the most for a role in finance  

and accounting?   

Illustrate a goal and skills 

Describe your customer service skills? 

Will demonstrate ability to work with people, de-escalation, and communication.   
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What system(s)/program(s) have you used and can apply in the workforce?  

Idea of strong comfortable use of systems.   

Do you have experience processing incoming and outgoing mail?  

Will demonstrate organization and process.   

What do you know about our Agency: Department of Financial Services?   

Will demonstrate they went to our landing page and looked around. Or that they truly 

know about DFS.    

 

Do you like a structured work environments? 

Will demonstrate if can work in our team.   

 

 

At the end of the questionnaire:   

For DFS Hiring managers only 

Initial determination on BFS Section matching:  ____________________________________ 

Initial determination of BFS position matching: _____________________________________ 

 

General Notes:  
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Flyer Sample:   
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Brochure Sample:   
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Sample Website:   Link on Landing Page, once click it takes you to flyer or you can read about OFB:   

 


