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RGCE Placement Job Fair August 2012 Participants’ Guidelines 

 
Essentials  
 
Scribble pad, plain sheets, photos, CV, copies of professional and additional certifications 
 
Attire- Participants – Men 
 Long sleeve shirt – preferably white or light color 
 Belt   
 Tie  
 Dark socks, conservative leather shoes  
 Little or no jewelry  
 Neat, professional hairstyle  
 Limit the aftershave  
 Neatly trimmed nails  
 

Attire- Participants - Women 
 
 Plain and decent Salwar Kameez 
 Conservative shoes   
 Little or no jewelry  
 Professional hairstyle  
 Light make-up and perfume  
 Neatly manicured clean nails  

 
Interview Attire Tips 
Before you even think about going on an interview or to a career fair, make sure you have appropriate interview attire 
and everything fits correctly.  

 Get your clothes ready the night before or a few days before, so you don't have to spend time getting them 
ready on the day of the interview/career fair. Some clothing may have to be hemmed.  

 Polish your shoes.  
 Bring a breath mint and use it before you enter the hall.  

 
Fair Do’s and Don’ts  
Do prepare in advance and have clear goals for the job fair. If you know which companies will be at the fair, visit their 
websites and see if they have any open positions that interest you. If so, learn about the business and be ready to answer 
questions when you meet their representatives. 
Do dress professionally.  
Don’t wear jeans or flashy jewelry. You want to stand out – but in the right way.  
Do ensure you have enough copies of your resume with you to distribute.  
Do make sure your resume is up to date and reviewed by another person prior to distributing them.  



 

2 
 

Don’t try to commit that information to memory and risk forgetting it.  
Do have a small backpack or briefcase to hold any business cards, flyers and/or items that companies give you.  
 
Don’t wait until the last minute to prepare. It will show no matter how good you think you are. 
Don’t make unrealistic goals or over commit. 
 
During a Career Fair  
Do review the Career Fair floor plan – highlight your target companies so you know where to go fast and easy.  
Do arrive early. Early bird gets the worm!  
Do talk to as many people as possible within reason – bearing in mind that quality is more important than quantity – since 
networking is an important element of any job fair.  
Don’t interrupt other people when they’re talking at company booths. Lack of respect for others is frowned upon by 
companies.  
Do look directly at the recruiters and listen to them. Shows respect to the recruiters who do decide if you have any 
chance to be hired or not.  
Don’t answer your cellphone when talking to any company representatives.  
Do smile, be friendly and try to relax. Bring a friend if it will help break the ice and make it easier for you to approach 
the company tables. Companies like to see individuals who are relaxed and can be themselves.  
Don’t come to the fair and expect that people will approach you – take the initiative to reach out to the recruiters.  
Don’t give out your resumes to uninterested companies just for the sake of doing so. You may run out of resumes 
sooner than you think. And do not give out wrinkled/crumpled up resumes; it highlights lack of professionalism to a 
company.  
Do request business cards. Write down who you met and where on the back of each business card you receive, and in 
front of the giver. If they have none, ask for their contact information and note it.  
Don’t just stuff the business card in your pocket or throw them in your bag – hold it as if it has high value to you.  
Don’t pretend that you know their business. They’ll notice sooner than you realize.  
Do ask when is best to contact the company after the fair and write it down.  
Don’t ask and then forget or otherwise miss that contact deadline.  
Do stop and reflect midway through the fair. Have you accomplished any of your goals? If not, what do you need to 
change before the fair ends? Otherwise, what’s left to be done? 
 
After the Career Fair  
Do follow up any job opportunities that you discovered at the fair. Email is good, telephone is better.  
Don’t call during lunch hour or any other inconvenient moment.  
Do send thank you letters with copies of your CV, especially if you ran out of CVs during the fair.  
Don’t pester these new contacts or be too insisting and appear desperate. Be courteous of the recruiter’s time.  
Do take a look back at your performance. Did you reach all of your goals? What did you do well? Where could you 
improve for next time? 
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Career Fair/Interview Questions 
 
So, now you are at an interview, and you want to do well because this interview decides if you get the job you want or 
not. Below is a list of questions that are most commonly asked at an interview.  
 
Questions about College: 
 
       Why did you select your college or university? 
        If you could, how would you plan your academic study differently? Why?  

How would you prepare for important tests or exams?  
What college subjects did you like best? Why?  
What college subjects did you like least? Why?  
Describe your most rewarding college experience.  
Who was your best teacher, and why?  
If I were to ask your professors to describe you in three words, what would they be?  
What was your biggest challenge as a student, and how did you handle it?  
Do you think that your grades are a good indication of your academic achievement?  
Did you prefer working independently or in groups on school projects?  
Do you have plans for continued study?  
What extracurricular activities have you participated in?  
What was your greatest strength as a student?  
Why did you choose your major?  
How has your college experience prepared you for a career?  

 
Questions about your Experience  

Have you completed any internship? What did you gain from the experience?  
Tell me about your work experience? How has it prepared you for a career?  
Have you accomplished something you're proud of at work?  
What major problems have you encountered at work and how did you deal with them?  
What have you learned from your mistakes?  
What do you expect from a supervisor?  
Describe your greatest achievements and failures and what you learned about yourself in the process  

 
Questions about your Character  

What is your greatest weakness?  
How do you plan to overcome your weakness?  
What is your greatest strength?  
How do you handle stress and pressure?  
How would you describe yourself?  
How do you think a friend or professor who knows you well would describe you?  
What motivates you?  
What unique attributes can you bring to this company and position?  

 
To assist in preparing to answer these questions and more importantly to ace your interview, on the next page 
there is a list of preparation strategies to assist you. 
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Preparation Tips for Career Fairs/Interviews 
(Source: NSBE Career Fair Prep Guide) 

1. Prepare an Elevator Pitch which highlights the following information  
a. Name  
b. Institution you are from/Academic Background  
c. Character Strengths  
d. Problem Solving Skills  
e. Experience/Impact  
f. Why you are good fit for them  
 
Ex: My name is John Doe; I am an Industrial Engineering major at NSBE University. I’ve spent a lot of time looking 
into the consulting industry and talking to consultants about their jobs and what it takes to be successful. I believe my 
interests and skills are a good match for consulting. My major project during my internship last summer involved 
creating a questionnaire and conducting dozens of interviews of store operators to develop a best practices manual for 
franchise owners. I have a 3.7 GPA and have done very well in the more analytical courses I’ve taken, including 
Econometrics and Symbolic Logic. In those classes and others I’ve worked on teams, but I am also a member of the 
student council and have a good understanding of the importance of working with others to get the job done.  
 
2. Analyze Your Target Job  
a. Just like a Career Fair, perform research to see what is required by both the employer and the job position you seek to 
be successful  
b. RESEARCH,RESEARCH,RESEARCH the company before the interview, specifically, press releases, business 
articles, the website, so you can be informed of company trends, progress, and direction and can better articulate how 
you would help the company to that end  
 
3. Make a List of Your Key Assets  
a. Target around 7-10 key things of value that you would bring to the job if selected  
b. For each key thing, be ready to share an example of how that asset helped you  
 
4. Show Enthusiasm  
a. No one is going to hire you if you seem bored throughout the interview, it tells the potential employer that you would 
show the same lack of interest in job task if they hired you. Plus it indicates you do not value there time which is very 
disrespectful  
b. Watch the body language, make sure you appear attentive and respectful at all times (no yawning, eye-rolling, 
slouching, proper eye contact (every 3 seconds of eye contact, 2 seconds away)  
 
5. Practice Interviewing  
a. Make sure you can answer the questions listed on the previous page  
 
6. Be sure to listen  
a. Listen very carefully to interview questions (test to see if you can pay attention to details) and make sure you answer 
the questions that are asked  
 
7. Be ready to ask questions  
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a. Ask questions about the interviewers experiences with the organization, what drives them, what the corporate culture 
is like, their views on the position you seek and next steps beyond the interview, and their contact information. 
 
8. Summarize why the Job is for You  
9. Say Thank You  
a. Using their contact information, send them a thank you letter/email ASAP, thanking them for interviewing them, 
highlighting key things they said that sparked your interest in the job and summarize why you’re the best fit for the role.  
 

Participant Feedback form 
 
Question: Please indicate your response 
 
1. Did you feel welcome?    Yes Somewhat No 
2. Did you wait longer than expected?   Yes Somewhat No 
3. How many Job Fairs have you attended?  0 1 2 3 (more than 3) 
4. What type of position were you searching for?  ________________________________________ 
5. How did you find out about today’s Fair?  
� Flyer or leaflet, Invitation 
� Website 
� Facebook 
� Blog  
� Just a try 
� Newspaper ad 
� Other 
6. Did you understand the purpose of the  Job Fair before today’s event?  Yes No 
7. About how many employer-representatives did you speak to?   0 1 2 3 (more than 3) 
8. About how many applications or CVs did you submit?     0 1 2 3 (more than 3) 
9. Do you feel like your attendance today helped you in your job search?     Yes No 
10. Would you recommend this Fair to others?     Yes No 
 
 
 
Placement & Training Officers –RGCE 
25th July 2012 
 


