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Virtual Career Fairs are online opportunities for students and alumni to connect with employers. The employers 
typically represent a range of career fields housed within one virtual event platform. Below are some best 
practices to help you prepare for and attend your next virtual career fair. 
 

Before the Virtual Career Fair: 
❑ Review the list of attending employers’ including their profiles and websites in advance. 

❑ Develop a strategy; decide which companies you want to speak with and develop a list of questions to ask. You 

can ask about topics such as company culture, internship programs, job opportunities, and other information you 

could not locate online. Your questions should show you’ve researched the company and be sure you are 

prepared with short stories about your skills and accomplishments. Don’t be too informal in your conversation and 

avoid asking the recruiter personal questions. 

Sample Questions: 

o What does a typical day look like for this position? 

o How would you describe the company culture of XYZ Company? 

o What is the most critical skill you look for in applicants? 

o What does the hiring process look like for this position? 

❑ Update your resume and LinkedIn profile. CDCE offers virtual drop in hours from 10am-4pm CST Monday-

Thursday. Message career@uwf.edu on Google Hangouts to get started.  

❑ Complete your Handshake profile and make sure it is visible to employers. 

❑ Prepare your one-minute commercial or elevator pitch to get the conversation started with recruiters. 

❑ Choose the professional career attire you will be wearing for the event. Minimize bright colors and keep your 

color palate to neutral or dark colors. 
 

During the Virtual Career Fair: 

❑ Test your equipment (internet connection, webcam, and microphone) prior to logging into the event.  

❑ Decide how to allocate your time during the fair.  Determine what times your target employers will be holding chat/video 
hours and be sure to get in line or on the schedule for their room. 

o Note: Virtual career fair conversations are typically shorter (approximately 5-10 minutes) than conversations at 
face-to-face events, and they can be chat or video-based. During the conversation, you will introduce yourself, talk 
about the types of relevant opportunities you are pursuing, and share any questions you have for the recruiter. The 
recruiter will share information about the company and discuss the application and hiring process. Be sure to ask 
the recruiter about the best way to follow-up with them after the career fair. 

❑ Pay close attention to your non-verbal communication when video chatting with employers; be sure to maintain good posture 
and eye contact. 

❑ Use professional business communication- check spelling, grammar, and punctuation. Avoid the use of emojis. 

❑ Have a pen and paper available and write down employer contact information. 
 

After the Virtual Career Fair: 
❑ Following up with recruiters after career fairs is critical to standing out among applicants. Be sure to apply for the position(s) 

you discussed immediately after the career fair. If you have the recruiter’s contact information, follow up with a thank you note 
to show your appreciation for their time and reiterate your interest in the opportunities.  

 

Sample Thank You Note: 
Dear Mr. Jones, 

 

Thank you for taking the time to speak with me about the marketing internship available with XYZ Company. I especially 
enjoyed learning more about your team and your company’s commitment to serving non-profits’ marketing needs.  

 

Based on our conversation, I am confident that with my education and skills, I could make a considerable contribution to your 
organization. In addition to the strengths we discussed yesterday, I also want to let you know that I have a strong background 
using Adobe InDesign for the creation of the monthly newsletter for my sorority. 

 

I’ve applied for the marketing internship on your website, and I look forward to hearing from you regarding the next step in the 
hiring process. Please do not hesitate to contact me should you need additional information about my qualifications. 

 

Thank you again for your consideration. 
 

Sincerely, 
(signed name)   
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