4-H CAREER EDUCATION:

Touch the Future Career Fair Confirmation Letter to Career Professionals


DATE
Dear Touch the Future Career Fair Professional:

Thank you for your willingness to participate in our first Touch the Future Career Fair on DATE. It’s exciting to bring such an outstanding group of professionals together to showcase the world of work to youth. We’ll start the career fair at 8:30 a.m. and would appreciate your arrival by 8:15. We’ll end the career fair by 10:30 a.m. (YOU MAY WANT TO ADD PARKING INFORMATION HERE.)
As you’ll see by the enclosed list, we have ten career pathways. If your name, title or credentials are incorrect, please let me know. The list will be included in the participant packets. Interviewing will take place in the Lear Center interview rooms to the right of the reception area. Each room will have a sign posted outside with the career pathway you’re representing.

Also enclosed is a list of questions the youth will be given on Thursday afternoon after they’ve worked on building a resume, introducing themselves and  practicing a business handshake. They will have spent time role playing with the list of questions and will be told they’re not limited to those questions. The list is meant to be a guide since most of them will not have participated in a career fair before. Feel free to get things started by sharing some basic information about what you do.

We have ____ youth participants, aged 14 to 19. Feel free to bring handouts from your profession that would be helpful to youth in their career selection process or give them Web addresses to look up later. We’ve suggested youth wear “business casual” attire. They’ll be divided into ten groups and we’ll rotate the groups every 12 minutes. Staff members working the career fair will assist with this process by coming to the entrance of your room to let you know when you have a minute left and when it’s time for the group to move to the next room.

For those of you not familiar with 4-H Youth Development, I’ve included an informational handout. I hope your experience will be a positive one that brings you back to participate in more career fairs. I welcome any feedback you would like to share from your experience.
If you have questions or for some reason are unable to participate, please phone me at my office number below or call me on my cell phone at _______________. 

Sincerely,

cc:

Enclosures
Michigan State University Extension 4-H Youth Development Career Education
http://4h.msue.msu.edu/4h/careers

