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SHS Career Fair 

The SHS Career Fair is an opportunity for students 
to meet with local employers to participate in job 

interviews. 

The SHS Career Fair Activity can be used only 
once to replace one Job Shadow Experience. To 
receive credit for a Job Shadow Experience this 
packet must be completed and returned to your
                                   Mentor.



In order to receive credit for this assignment you must 
prepare for the SHS Career Fair by: 

1. Meet with your Mentor for information.
2. Have a Resume completed and ready to copy.
3. Make 2 copies of your Resume. One to present each

time to your interviewers and 1 copy to turn in with
this document.

4. Complete and copy an application for each of your
interviews. 

5. Read, study, and understand all of the material in this
document.

6. On the day of the Fair you must come dressed in
professional attire and appearance.

7. On the day of the Fair you must come prepared to
interview.

8. After the experience, complete the Reflection
Section of this document.

9. Print a copy of this document and include the copy of
your resume and your completed applications.

10.Return the complete document to your Mentor.



Preparing for the Interview Process 

Most companies and organizations use an Interview 

Process to hire or to build a pool of potential employees. An 

interview is simply an exchange of information between two or 

more people for the purpose of communicating one's 

qualifications for a job. Though this sounds simple, it is 

important that you understand the steps that occur when a 

company or organization is trying to fill an open position.  

In reality, job interviews can be a nerve racking process. 

It demands that you be prepared ... that you have some 

idea of what to expect before starting!  

Be realistic as you go into each interview. Stay calm. 

Present yourself in a professional and knowledgeable manner. 

Be prepared.  There are a number of things you should do 

ahead of time to prepare yourself for an Interview.  Keep in 

mind the primary goal is to convince the interviewers that you 

are the best person for the position. Be knowledgeable. You 

can accomplish this by knowing your own qualifications and 

skills, gaining a basic knowledge of the Industry, and 

researching the Interviewer’s own organization.  Last but not 

least, provide yourself with some practice to perfect your 

interviewing skills. 



1. Before the interview:

Preparation is the key. It will also help to relax you and ease 

the tensions - when you know you are well prepared, you will be 

more confident. You need to arrive with a thorough knowledge 

of the company and the position you are seeking to fill. You 

need to know how your qualifications fit the job; facts about 

the industry, the company, and its position in the industry. 

2. Understand your qualifications and skills:

Be ready to discuss what is on your resume and expand upon 

it. Think about not only what you've done, but also about how 

these experiences relate to your accomplishments, your 

strengths and weaknesses, and your future goals. Think about 

each experience in terms of what you learned and what skills 

you developed. Think about what makes you qualified to fill 

the position, and relate this to the interviewers appropriately. 

Consider these points: 

• How do my skills meet the job requirements?

• What are my strengths for this position?

• What are my weaknesses?

• How do my long-term goals fit this job and this

organization?

• What did I learn from my last three jobs/activities that

will be useful in this job?



3. Establish a basic knowledge of the Industry:

Be prepared to convince the employer that this is your 

committed area of interest. You have to demonstrate 

knowledge of the field to show this commitment. Here are a 

few examples of some of the actions you can take to become 

more knowledgeable:  

• Read the appropriate trade publications;

• Talk to friends or professionals working in the industry;

• Surf the Internet for relevant information;

• Have a good understanding of where your skills and

talents would best fit.

Questions to answer about the industry include: 

• Who are the main employers in this field?

• Where are they located geographically?

• What are current trends/news within the field?

• What is the future for the field?

• What are common trade/professional associations?

4. Research the Organization:

Being knowledgeable about the organization is one of the most 

important things you can do to set yourself apart from the 

crowd. Recruiters cite that when a candidate is well prepared 

and can actively participate in the interview process, he/she 

will make a better impression. You also need to do this to 

personalize the interview, and show the employer that they 

should hire you because you are committed to working for 

them. Speak to people you know working for these companies 



to find out inside information (both about their organization 

and the industry). Listed below is the type of information you 

should know about a company or organization before the 

interview: 

• Mission of organization

• Major projects or services

• Major clients

• Organizational structure and key people

• Department's role as relates to organization's mission

• Qualifications sought

• Job responsibilities

• Current news or events

• Size/Branch locations

• Reputation-view by clients, suppliers, or competitors

5. Practice:

Have a practice interview with someone you trust to give you 

some objective feedback. 

Once you have all of this information, think about how it all 

fits together. Be able to answer why you are a good fit for a 

particular organization in a particular industry. In addition to 

doing research, practice answering interview questions with a 

friend or make an appointment with an advisor for a practice 

interview. 



During the Interview Process 

You are at the interview to make a sale - an important sale - 

and the product you are selling is YOU.

1. Appearance counts:

When you look good, you feel good. Make sure you look 

groomed and neat. If you were a book, would someone be 

attracted to your "cover" and want to pursue you further? 

2. Your clothes and accessories should be conservative and

neutral: 

Never wild and loud, unless what you are interviewing for 

demands such clothing.  Even then wild and loud should be very 

well thought out.  Does it add to your hiring potential or does 

it distract from it? Your clothes are your packaging and 

should not take attention away from the product.

3. Non-Verbal Communication sometimes conveys a

stronger message than verbal communication: 

When you slouch, whether you’re sitting or standing, you are 

saying volumes about you and your confidence level. Sit up 

straight (like your mother always told you to). When you stand 

make yourself as tall as possible with shoulders back and head 

held high. 



4. Eye contact and smiles can indicate a confident and

upbeat attitude: 

You will notice that many job postings ask for "enthusiasm and 

energy." This is a good opportunity to demonstrate your social 

and interpersonal skills, as well as your excitement about the 

opportunity you are interviewing for. 

5. The handshake sends a strong tactile message:

If you have particularly sweaty hands try using a deodorant 

gel (antiperspirant) as a lotion. Your hands will feel soft and 

smell good. Try this before the interview to see if it works 

for you. 

6. Your voice and the volume of your speech convey a

strong impression: 

Whether it is a phone interview or a face-to-face interview, it 

is important that you speak with enthusiasm and energy. Use a 

firm voice to demonstrate your confidence. If you speak in low 

tones the impact will be weak and ineffective. 

7. Your vocabulary reveals your communication skills and

ability to interface with people - especially people you've 

not met before: 

The words you choose will indicate your education and 

training, as well as your knowledge of the industry you are 

applying for. It is important to use "their" words and talk 

"their" talk. 



REFLECTION 

How valuable is being able to present yourself well in a Job Interview? 

What do you think were your strongest points in the interviews? 

What do you think were your weakest points in the interviews? 

What did you improve on from one interview to the next? 

What would you do differently if this were a real interview for a real Job, Position, or Career? 

Please reflect on your overall experience today and what you gained by attending the SHS Career Fair. 
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