Sample of an invite:  send to employers 
High School/College Virtual Job Fair
Thank you for your interest in being part of the High School/College Virtual Job Fair! This online event is being held on Thursday, April 4th, from 9am to 11pm on connectingcolorado.com.  
Youth ages 16-21 year of age will log into their Connecting Colorado account and explore job opportunities within several businesses at once. Businesses participate by providing information about careers that are available within different job sectors by having a representative available for at least one hour. This of course is all done from a computer and typed out in chat room.
Don’t miss out on this free opportunity to share information about your business and the future opportunities available to students as they plan for future employment.  
Please return the filled RSVP form by Thursday, March 21, 2013 @ 5pm.

Email mllamas@co.weld.co.us, fax (970) 346-7981 or confirm participation by contacting Marie Llamas at Employment Services of Weld County at (970) 353-3800, ext.  6713.

	Contact Information

	Name
	

	Employer Name
	

	Street Address
	

	City, ST. Zip Code
	

	Work Phone
	

	Mobile Phone
	

	Fax Number
	

	E-Mail Address
	

	Positions Available:
	





	Thank you!!

	Thank you for taking the time to complete this informational sheet.  We really appreciate your willingness to be a part of the Virtual Job Fair.




Marketing 
Design a flier to post in the community and proceed with other marketing techniques that your local workforce system uses.




Sample of e-mail sent to employers to gather VJF info

Thank you for your patience while we gather this information!  On the 29th we would like to have the Virtual Job Fair available for 24 hours.  We'll have chat representatives available from 9 am to 1 pm (names and email address are below).  That should give us the first hour of the day to make sure the systems are up and running. Please provide the following list of items by the 20th.

 Employer VJF Info (Laundry List Items):
1. Company logo:  Click here to enter text.
2. Brief paragraph about your company: Click here to enter text.
3. Featured jobs: Click here to enter text.
4. Company URL to hiring page:  .
5. Live chat representatives: Click here to enter text.
Call me if you need further assistance. 


















Staff VJF Software Check List: 
Workforce Center Staff
Virtual Job Fair Check List

Technology can be a problem when it comes to a Virtual Job Fair; these areas need to be addressed and tested PRIOR to the Virtual Job Fair to ensure success.  
NOTE: Staff needs to be the first to access the virtual job fair website using a resource room computer to ensure all links are working well.
Check List:
	☐ System Software Requirements: (i.e. Adobe Flash, plug-ins, etc…)
	☐ Verification of VJF URL address/website.
	☐ Links: Need to be tested for each VJF website tab.
Example of Standard Tabs: Training, Workshops, Veterans Hall, Job Openings, Resources, Live Chat and Reception Desk. 	
[bookmark: _GoBack]	☐ Security/IT enables internet access to specific company website(s) (ex. removes special locks or restrictions).
	☐ Remove Cookies: Inform client or staff member to click on:
Tools > Internet Options > Delete Temporary Files












Staff Instructions for the day of the VJF: 

Step 1: Instructions to launch
1. Go to Adobe Connect  by clicking on the link provided by Workforce Development Programs staff
a. You may need to sign in with your email address (login) and password 
2. Click on My Calendar and go to admin calendar, click on link
3. Each site has its own link:
a.  Adobe Connect reception link – for guests
b.  Adobe Connect admin link – for staff
Paper link –Michelle Martinez has to scan and modify application  
Meeting Name:  Reception Desk Area 
To join the meeting: 
http://connect.e-colorado.org/greeleywfc/ 
If you have never attended an Adobe Connect meeting before: 
Test your connection: http://connect.e-colorado.org/common/help/en/support/meeting_test.htm

Step 3: After the VJF Run Reports 

Run reports for the Virtual job fair to collect the data on how many individuals attended by following the instructions below:  
1. Log into Connecting Colorado
2. Go to Reports 
3. Select Class/Services List
4. Enter the Date Range of the VJF
5. Enter the Region as “WB”
6. Enter the activity/service code: JF
7. Enter the sub-activity code (provided to you by Workforce Development Programs).











Sample:  JOB FAIR EVALUATION FOR EMPLOYERS
Thank you for participating in our Virtual Job Fair. Your comments are very much appreciated and will help us plan for future Virtual Job Fairs. Please complete this evaluation by checking the response that most accurately reflects your opinion and return to your local Workforce Center Business Representative.
Company Name: 											
Name/Title: 												
Company Phone Number: 										
	POOR
	FAIR
	AVERAGE
	GOOD
	EXCELLENT

	1. The quantity of applicants

	
	
	
	
	

	2. Time allotted for the job fair

	
	
	
	
	

	4. What is the likelihood of your company participating in another Virtual Job Fair? 

	
	
	
	
	



5. What did you like best about this Virtual Job Fair? 
																																							

6. Suggestions for improving future Virtual Job Fairs: 
																																							
7. Suggestions/Comments: 
																																							







Sample: ONLINE JOB FAIR EVALUATION FOR JOB SEEKERS
Thank you for attending today’s Virtual Job Fair! Please help us improve our Job Fairs by completing this questionnaire.
Please indicate your response
1. Did you feel welcome?  ☐Yes   ☐Somewhat   ☐No
2. How many Virtual Job Fairs have you attended? 0 1 2 3 (more than 3)
4. What type of position were you searching for? 						
5. How did you find out about today’s Virtual Job Fair?
☐Connecting Colorado
☐Flyer or leaflet
☐Sign posted at business establishment
☐Workforce Center
☐Newspaper ad
☐Radio or TV ad
☐Other
6. Did you understand the purpose of the Virtual Job Fair before today’s event?  
☐Yes   ☐No
7. About how many employer representatives did you speak to? 0 1 2 3 (more than 3)
8. About how many applications did you submit?  0 1 2 3 (more than 3)
9. Which companies did you apply to? 
																										
  
9. Do you feel like your attendance today helped you in your job search? ☐Yes ☐No
10. Would you attend another Virtual Job Fair presented by your area Workforce Center?    ☐Yes    ☐No











Issues we experienced

1. 5 Veterans complained about icon not being on Connecting Colorado at 9am as advertised. This was a Colorado Department of Labor technical issue which was taken care of by 9:42am.
2. Since Veterans were delayed getting on the Virtual Job Fair so was the general public. General Public had to wait 30 more minutes to log on then what was advertized. 6 resource room complaints and 2 phone complaints. 
3. Weld County Technical difficulties: resource room computers were under a security lock this keeping them from being able to enter the Virtual Job Fair. Resource Room staff addressed this and the problem was fixed within 20minutes.
4. More Weld County Technical difficulties: clients in resource room could not enter Receptionist Chat or Live Chat because the Adobe flash software was not installed.
5. Source of Technical difficulties unknown: After clicking on “Job Openings” tab client was asked to click on Company logo to be re-routed to employer site. Both clients and staff had error message come up stating “Cookies disabled.”
6. Name on Welcome Screen read: Greeley Workforce Center not Employment Services of Weld County.
7. Name on windows bar tab read: Steamboat Springs Workforce Center. The change to Greeley Workforce Center was noticed around 11:40am.
8. Employer logged on at 2:06pm, advertized time was 2pm. 
9. ESWC employee requested an ‘alert sound’ when a client would type and send a message in the chat room. 
10. Multiple Veterans asked about Vet Priority when it came to the Live Chat.

  

