
 

Career Module Lesson Plan 
Virtual Career Fair Preparation 

 

Learning Objective: 

• Identify multiple online resources to research potential employers 

• Develop conversation starters, professional self-introductions, and employer questions to 

maximize time with the employer.  

• Select appropriate dress for a professional setting.  

• Practice professional communication skills by following up with employers after fair.  

 

Time: 35 Minutes (If you have additional time, consider adding in content on elevator pitches or from our 

networking module. See resources below.) 

 

Materials: 

Virtual Career Fair Preparation PPT 

 

Outline: 

- Warm-Up (5-7 minutes): Ask students to share previous experiences with professional 

networking to begin reframing career fairs as a place to find opportunities AND to network. 

Discuss why you are including the career fair in your curriculum. 

- Present Info (25 minutes): Utilize PPT which includes speaker’s notes 

- Check-In for Questions and Review Next Steps/Assignments (5 minutes) 

 

Next Steps/Homework: 

Career Education and Exploration 
● Review the list of employers attending the fair in JobCat. Select three employers and review their 

profile in JobCat, their company website, and (if available) their social media accounts to learn 
about the organization. If possible, find their mission or vision statement as well as a list of staff.  
 
Create an informative flyer or brochure highlighting what you’ve learned about the organization, 
including  

○ the type of organization (corporation, government agency, not for profit, graduate 
school),  

○ key descriptors (large vs. small organization, the population they serve or products they 
specialize in), and  

○ what appeals to you about this organization.  
○ You might share if there are positions in this organization that you would be interested in 

as an entry-level employee or roles you would aspire to as a more seasoned professional. 
 

● Research a participating employer you feel does not connect well to your major. Use the 
company website, LinkedIn, annual reports, or other resources to identify specific members of 
their staff and what they do in their roles. Write a one-page reflection (or lab-style report or 
bulleted list) on why you originally felt the employer did not connect to your major, how you 



 

found your information, in what way(s) did your opinion change after you researched the 
employer, and how you think you could apply your skillset to one of the roles you researched.  
 

● From the list of participating employers, select two with which you are unfamiliar. Research these 
employers and present your research to the class in the form of a pitch on why students should 
connect with them during the fair and the types of positions in their organization. 

 
Preparing to Promote Yourself During the Fair and Connect with Employers 

● Select two organizations that you are interested in from the list of registered employers. 
Research the types of positions available with this organization in JobCat and/or on their website. 
Identify key skills and experiences necessary for these positions. Compare your skills to those 
required for the position. List the key qualifications you possess and where you gained or 
demonstrated those skills. Keep all types of experiences in mind: coursework, research, 
internships, jobs, volunteering, student organizations, greek life, athletics, theater, band, etc. (Be 
sure to keep this list handy to reference before or during the fair!) 
 

● Review and complete preparation materials from the CCPD, including watching videos and 
completing related worksheets (students must RSVP for the career fair in JobCat to receive 
materials). Submit three takeaways from the videos and completed preparation worksheets. 
 

● Complete a drop-in resume review with CCPD Peer Mentor. Submit a copy of your pre-and post- 
resume. Have students share their main takeaways from the peer mentor review session in class 
or via online discussion boards. 
 

● Review the career fair preparation checklist developed by the CCPD, highlight the items you still 
need, and create a plan to accomplish those items. Submit a copy of your highlighted checklist 
and outline of strategies to accomplish any tasks that are still needed.  
 

● Develop a plan for your employer interactions. Craft an opening sentence for your conversations 
with employers. Create an elevator pitch using the CCPD worksheet to clarify how you will talk 
about your skills and experiences—partner with another student in the class to roleplay employer 
conversations. Take turns being the employer and student. As the employer, provide feedback on 
the pitch, both content, and delivery. As the student, note any adjustments you might make to 
the pitch and its delivery (think body language, eye contact, pace of speech in addition to what is 
being said). For remote classes, students can meet via Zoom or exchange video or voice 
recordings of their pitches.   
 

● Develop a list of 5 questions for employers. These questions can be the same across employers, 
though you are encouraged to develop custom questions for employers of interest. Post 
questions on the discussion board or share in class to crowdsource new questions.   

 
Networking During and After the Fair 

● Interact with 5 employers during the fair. Practice initiating and leading conversations by utilizing 
your opening sentence, elevator pitch, and at least two of your prepared questions, as well as 
asking questions based on your conversation. Make sure to get the name or business card of 
everyone you speak with during the fair. Submit names of employers you spoke with and three-
sentence summary of each interaction. How you tailored your elevator pitch, and why? Would 
you change your pitch now having used it a few times? If so, what would you edit?  



 

  
● Select at least one employer to follow up with after the fair. Send a follow-up email or LinkedIn 

message to further your connection. In this email, be sure to include a short reminder of yourself 
and where you met them, a call to action (request more information on a specific opportunity, 
connection to another individual in their organization or their network, a brief phone/video call to 
learn more about their organization or industry), and a thank you for their time at the fair and 
continued assistance. Submit a copy of this email after it has been sent.  

 
● Utilize social networking to maintain and expand your professional network. Add the employers 

you met on LinkedIn and follow their companies. Before reaching out, develop a template 
message to paste into each request that mentions where you met the employer and thanking 
them for their time. LinkedIn provides a pre-written message, and you can easily personalize this 
when accessing LinkedIn via a browser. To edit these messages in a mobile app, you need to click 
“more” and then “personalize invite.” You will need to use LinkedIn on a browser rather than in 
the app to edit the connection invitation. Screenshot three of your connection requests.  
○ Note: This approach is not universal. Some industries do not emphasize the use of LinkedIn 

and social media networking and other organizations, such as the CIA, instruct candidates 
not to follow them on social media. 

 
Reflection Assignments 

● Via class discussion, discussion board, or video: 
○ Share list of 5 questions developed, which was most useful and why 
○ Share planned elevator pitch and one example of how it was tailored to an employer 
○ Share list of employers they spoke with and information about at least one opportunity with 

one of the employers 
 

● Write a reflection paper on your career fair experience. Sample prompts include: 
○ What were your feelings when beginning the career fair? What did you feel confident or 

nervous about? 
○ What surprised you about the event? What concerned you? 
○ Which companies did you approach for conversations and why? 
○ Describe how your conversations went: what went well, what did not go well and why? 
○ What were you feeling when you finished with the career fair? 
○ What would you do differently when attending your next career fair? 
○ What next steps, if any, will you take to follow through on your contacts? 
○ How do you feel attending this career fair will impact how you think about the job search? 

 

Resources: 

CCPD YouTube Channel Career Fair Videos 

CCPD YouTube Channel Elevator Pitch Video 

Career Fair Checklist (in module materials online) 

Elevator Pitch Worksheet (in module materials online) 

 


