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Best Practice:  Throwing a Job Fair
Member:  Steve Buyer (IN-04)
Member Office Contact:  Michelle Price – (317) 838-0404 or mprice@mail.house.gov

The Benefits:

· With unemployment around the country at an all-time high, this is a great way to bring employers who are actively hiring and people looking for employment together in one place at one time.

· With the media portraying the economy as being hopeless, these events encourage people that there are jobs out there.

· It shows that you, the Member, care about the needs of businesses and constituents in your district.

Cost-efficient Ways to Do It:

· THE MEDIA IS YOUR FRIEND.  Use the media and rely on them to help get the word out.  Giving the media updates every few weeks helps get the word out to businesses and to job-seekers.  This can be done via press releases, interviews with the Member, etc. and it doesn’t cost anything.

· PUBLIC SERVICE ANNOUNCEMENTS.  They are free and the TV/radio stations will use them, especially if it’s going to help the people in their communities.

· DON’T BE AFRAID TO ASK FOR HELP.  Asking a local school, Fairgrounds, Armory, etc. to host the event by donating their facility along with tables and chairs never fails.  They WANT to help their community so ask them!  

· INVOLVE COMMUNITY LEADERS.  Partnering with the Chamber, Economic Development Corporation and Workforce Development is a great way to let them help get the word out and be involved in something that will benefit the businesses and job-seekers in their area.  They have resources to get information to businesses that are hiring as well as to people looking for employment.

· USE YOUR WEBSITE!!  Your website can be used to give information on the event (time, date, location) as well as signing up businesses that want to participate.  You can also use your website to give updates on the event (amount of jobs being offered, number of businesses participating, etc).  In every interview, press release or advertisement you put out about the event, mention your website as a means of information!!

· USE EMAIL.  Using email to communicate with business participants is a great way to save money on mail.

Past Statistical Data for Congressman Buyer’s Job Fairs:

· 8 Hoosier Job Fairs in 4 years and 1 taking place in April of 2009.

· 745 businesses have participated.

· A combined total of over 17,000 jobs have been offered (average of 1,900 per event).

· Over 7,400 job-seekers have come to these events.

· Current job fair is offering 2,200 jobs from 70 different businesses

3 months prior to event:

· Find an area in your district that either has a high unemployment rate or is losing many jobs due to business closings.
· Pick a date approximately 3 months out to host a Job Fair (a date when the Member can be present is always good).
· Contact local entities (Workforce Development, Chamber of Commerce, Economic Development Corporation) to partner with you.
· Contact a local school, Fairgrounds or Armory to host the event by donating a building along with tables and chairs.
· Put an RSVP form on your website for businesses to sign up.  The online form should ask the business name, address, contact person, phone number, email address, types of jobs being offered and amount of jobs being offered.  
· Hold a press event to announce the Job Fair.  Have all partners available at this announcement.  During the announcement, make sure to note date, time, location and how to sign up to participate.  Also note that it is FREE!  Give out your website address as a means of information and a way to sign up.
· Put out 30 second radio and TV Public Service Announcements about the event.
· Have Workforce Development get the word out to unemployed people in the district. 
· Have the local and state Chamber of Commerce send out information to their members via their newsletter, email lists, etc.
· Work with Human Resource Departments of businesses that are laying off or closing so they can get the word out to their employees.

2 months prior to the event: 

· Either send out postcard mailers to local businesses or put out newspaper advertisements to get the word out to businesses and to job-seekers.  Either of these must go through Franking approval.
· Put out updated information via press releases throughout the process to get the word out.  This would include how many businesses have signed up, how many jobs are being offered, etc.  This should be done every 3-4 weeks.

1-2 weeks prior to the event:

· Put out advertisements in local newspapers to advertise the event.
· Create and print out a questionnaire for businesses to complete and return the day of the event so you can gauge its success.
· Create sign-in sheets for job-seekers coming to the event so you can know how many people attended the event.  Include areas for them to complete their name, address and how they heard about the event.
· Send a press release or have the Member do interviews with local media to give final number of businesses participating and jobs being offered.  Give out a list of the participating businesses to the media and post it on your website.
· Create a facility map showing all tables and decide which businesses should be placed at which tables.  Be sure NOT to put competing businesses near each other.  This map must go through Franking.
· Create a list of businesses that are participating according to their table #.  Include their business address and the types of jobs being offered.  Attach the facility map to the back of this list.  This must also go through Franking for approval.
· Once Franking approval is granted on both of the above documents, have 1,000 – 2,000 copies of the documents made (depending on expected attendance) and stapled together.  These will be given out to the job-seekers attending the event.
· Create a survey for the job-seekers to complete to gauge its success.  Send this document to Franking for approval.  Once approved, have 1,000-2,000 copies of this made (depending on expected attendance).
· Send an email to the business participants with all pertinent information – time they can come in to start setting up their business booths, directions to the facility, information on nearby restaurants for lunch purposes and a copy of the facility map so they will know where their table will be located.

After the event:

· Give the press all updated information – how many people came to the event, how many people were hired on-the-spot, etc.
· Approximately 6 weeks after the event, send the business contacts an email to find out if they hired anyone as a result of the event and if so, how many.  Once this information is complied, give it to the press for a final release.
· Keep all business contact information so if you host another Job Fair, you can invite them to participate.

Best Practices Office Contact:
Beau Brunson, beau.brunson@mail.house.gov, 202-225-3864

Rep. John Carter, Secretary

409 Cannon House Office Building
House Republican Conference

Washington, DC 20515



(202) 225-3864

[image: image1.jpg]