
Business Introduction and Conversation Preparation for Job 
Fairs 

At most job fairs, you will have the opportunity to provide a business introduction. This general 
happens either after you have done brief introductions or when an employer says, “Tell Me 
About Yourself”. What do the employers want to know? Do you need to think about your life 
story? Here are a few tips to help you be ready. 

Step One: Consider the Context 

The first step in preparing your answer is thinking about where and how the question is being 
asked. One way to think about your response is to modify the question in your head to “Tell Me 
About Yourself as it Related to This Conversation”. For example, if you are at a job fair hoping to 
get a research job, you can think about responding to “Tell Me Some Things About You That 
Relates to Our Research Opportunity”.  

Step Two: Reflect on What You Want Them to Know About Your Goals for Today 

At a job fair, it’s helpful to focus on why you are interested in their organization based on what 
you know about them. You can also think about how the position fits into your long-term goals. 

Step Three: Reflect on What You Want Them to Know About Your Background 
(including education, skills and experience) 

Using the Tell Me About Yourself Worksheet, write down a few things about your background 
that are relevant to the conversation. For example, when you are thinking about your 
education, consider what things that you’ve done in school that have prepared you for this 
opportunity or demonstrate the skills that you wish to demonstrate in preparation for the job 
or career. 

Step Four: Reflect on What You Want Them to Know About You as a Person. 

These conversations can be your opportunity to talk about yourself as more than just a 
candidate or a list of experiences. Feel free to talk about a hobby or something that you have a 
strong interest in (e.g. favourite author). 

Step Five: Practice 

Answering this question can feel intimidating for many people. Practicing with a friend, 
colleague or at the Getting Ready for the Get Hired Fair workshop and/or drop-in will help you 
work out any difficulties. 
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Your Business Conversation 
 

 

 

Conversation Tips 
While every conversation is different, here are a few key tips. 
• Listen closely to the employer. This is meant to be a conversation, and the employer will 

likely have questions for you. 
• Maintain eye contact without staring. 
• Take time to think before you respond to questions, especially if you are not expecting the 

question.  
• Maintain positive body language throughout 
 

 

 

Conversation Flow 

Part One: Greeting 
When you are approaching an employer booth, take the initiative to greet them with a friendly 
smile and introduce yourself. For example, “Good morning, my name is Suraiya. How are you 
today?”. 
 
Part Two: Small Talk 
According to the Cambridge Dictionary, small talk is “polite conversation about things that are 
not important, often between people who are meeting for the first time”. It is a common 
conversation starter, and topics frequently include non-controversial things like the weather, 
food or interesting news items. Some examples of small talk include: 
• Is this your first visit to campus? 
• Did you get caught in the rain? 
• How are you enjoying today’s event? 

Part Three: Business Introduction (1-2 minutes)/ Tell Me About Yourself 
Once you’ve exchanged greetings, you will be introducing yourself and your project to the 
contact. Please use the Business Introduction Preparation worksheet to look at some things 
that you can include in your business introduction. Remember that this is not meant to be a 
scripted discussion, rather your opportunity to raise your important talking points. 

Example: I’ve been researching ABC Inc., and I’m really impressed in how you prioritize bringing 
affordable drugs to cancer patients. I’m a second year Biology student and have done a number 
of lab courses and maintained a GPA of 3.7/4. I’m currently volunteering at Riverwood 
Conservatory where I am involved in educating the public on the various plant species. I really 
enjoy being in nature and I’ve taken up photography as a hobby. 

Part Four: Conversation and Questions for the Representative 
Ask the representative questions related to their work and their organization. These questions 
should reflect some research that you’ve done on the organization (e.g. avoid questions like 
“what does your company do?). It is also helpful to have questions that encourage the 
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representative to talk about themselves and their work. Please review the sample questions 
below for some ideas.  
 

 

 
 
 
 
 
  

Part Five: Ending the Conversation 
The representatives are hoping to speak with many students throughout the day so it’s 
important that you respect their time.  The goal is to thank them and to encourage future 
contact.  
Sample “Thank you so much for speaking with me today. I’m really interested in applying for 
the summer research position. Would I be able to reach out to you if I have any other 
questions?” 
 
 

 
 
 
 
 
 
 
 

Business Introduction Preparation Worksheet 
This tool is designed to give you notes and talking points but is not intended for you to create a 
script. The goal is to be able to be prepared to speak on whichever points are most relevant to 
the conversation you are having. 

Interest in the Organization or Goals for Today 
At a job fair, it’s helpful to include information about the position that you have the most 
interest in and why you are genuinely interested in the role or the organization. For example, if 
you have read information about how the organization promotes sustainability and that is 
important to you, you can mention that here. 

Schools and Academics 
What do you want them to know about what you are doing and have done in school? Think 
about all class related activities including assignments, essays and projects. 
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Experience (paid and unpaid) 
Consider all of your experiences, both paid and unpaid. What are the most important things 
that you would like to share with the employer? What types of skills did these experiences 
demonstrate? 

Extra-Curricular Activities 
Think about how your involvement on-campus or in high school developed or demonstrated 
certain skills. For example, if you were involved in organizing an event, you can use this 
example to demonstrate your organizational skills. 

Related Interests, Hobbies, and/or Passions (optional) 
Are there things about you that you are comfortable sharing? Think about providing some 
specific interests (e.g. enjoy reading science fiction novels) vs. something more generic (I like 
reading). 

Questions for the Employer (see page 5) 
Consider the employers with whom you will be speaking. What would you like to learn from 
them? 
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Questions for Career Fair Representatives 
Come prepared with specific questions, clear goals, and an idea of what you want from the day. 
Ask career-oriented and company-specific questions. Need some examples? Below is a sample 
of questions you could ask the recruiters. Do not limit yourself to these questions alone. Ask 
your own questions and don’t forget to take notes. 
 

 

• The information you provided for today’s fair included (something that you saw on the 
event information page). Can you tell me a little more about that? 

• Does your organization have priority areas for recruitment? 
• The information on the event website mentioned that you have various internship 

opportunities. Could you please tell me a little more about the types of internships that are 
available? 

• Can you tell me more about some of the students that have done this role before? What 
types of things did they do? What were their successes? 

• Is generative AI like Chat GPT impacting your organization? What are the greatest impacts? 
• What do you like most about working at (insert company name)? 
• What advice do you have for a university student/graduate entering this field? 
• How is the company responding to …? (fill in a current relevant news item) 
• Are there internship opportunities in this field? 
• What kind of work experience, either part-time or summer, will be helpful to me to prepare 

for this career? 
• What are the priorities for the organization right now? That is, what are the top five things 

you would like to accomplish in the next six months?  
• What are the three things you find most challenging about your job? 
• What are some of the things your organization does to support a strong and inclusive 

company culture? 
• What type of training programs does your company have for your employees? 
• What extra-curricular activities do you recommend I pursue to help me prepare for this 

field? 

Tips 
• You aren’t limited to the questions above. Think about something specific that you’d like to 

learn based on what you know about the organization/opportunities.  
• If you’re waiting in line to speak to the representative, listen to other students’ questions 

and the employer’s responses. This can help you gather good information and avoid 
repetitive questions. 
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Sample Follow-up/Thank You Notes 

Why send a thank you note? 

The employer has taken the time to speak with you at the career fair and told you about the 
opportunities. In addition to it being basic professional manners, your thank you note can: 
• Demonstrate genuine gratitude for the conversation (especially when you include specific

information about what you enjoyed most about the conversation)
• remind the employer of your related strengths.
• demonstrate that you are professional.
• give you the opportunity to clarify information from the discussion at the career fair.
• increase your chance to get the job!

What goes in a thank you note? 
• A genuine thank you for the opportunity for the interview (possibly including details of the

conversation)
• Additional information that you want to provide (optional)

Sample Thank You Note: 

Dear Ms. Smith, 

Thank you for speaking to me at the University of Toronto Mississauga Get Hired Fair today. I 
appreciate all the details you gave me about the marketing assistant role. I was particularly 
excited about the new marketing initiative that you talked about and the description of your 
training program. I will be applying for the role on the Marketopoulis Website as you suggested. 

In our discussion, we were speaking about my recent experience working for ABC Inc. and the 
marketing project that resulted in an increase of 20 % of social media interactions. To learn 
more, please visit www.abcinc.ca/wethenorth to view the complete campaign. 

Thank you again for your time today. 

Sincerely, 

Jane Doe 

http://www.utm.utoronto.ca/careers
http://www.abcinc.ca/wethenorth

	Business Introduction and Conversation Preparation for Job Fairs
	Step One: Consider the Context
	Step Two: Reflect on What You Want Them to Know About Your Goals for Today
	Step Four: Reflect on What You Want Them to Know About You as a Person.
	Step Five: Practice

	Your Business Conversation
	Conversation Tips
	Conversation Flow
	Part One: Greeting
	Part Two: Small Talk
	Part Three: Business Introduction (1-2 minutes)/ Tell Me About Yourself
	Part Four: Conversation and Questions for the Representative
	Part Five: Ending the Conversation

	Business Introduction Preparation Worksheet
	Interest in the Organization or Goals for Today
	Schools and Academics
	Experience (paid and unpaid)
	Extra-Curricular Activities
	Related Interests, Hobbies, and/or Passions (optional)
	Questions for the Employer (see page 5)

	Questions for Career Fair Representatives
	Sample Follow-up/Thank You Notes
	Why send a thank you note?
	Sample Thank You Note:


	Text1: 
	Text2: 
	Text3: 
	Text4: 
	Text5: 
	Text6: 


