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[llinois Virtual Job Fairs

1. Go to the lllinois workNet homepage: https://www.illinoisworknet.com/

2. Select Set-Up Virtual Job
Fair from Employer or
Virtual Job Fair choices.
You will be takento a
landing page from which
potential employees can
look for Virtual Job Fairs
or you can create one
for your company.

Note: Your booth
information will be
made available to job
seekers so they can
explore more about your
business and prepare for
any virtual job fairs you
participate on.

Find Training >
Find Local Services
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3. Select Set-up Virtual Job Fair — to set up a booth for a Virtual Job

. . . Search Virtual Job Fairs
Fair. Once you are 5|gned into your account then you can: : -

e Review the step-by-step instructions,
e Build your employer booth

Employer booths show on the

landing page. Two view options are: VIEW EMPLOYER BOOTH

o By employer booth

o By calendar view [tot | o

4. Complete the information on your own:

a. Create your Booth - Complete the form to enter your
organization into the VJF employer database. The booth adds
your organization to the Virtual Job Fair page. Job seekers will
be able to search for your booth by proximity, openings by
industry or event date. After you complete the information
and submit, you will be able to edit the information. Your
booth will be “under review”. You will be contacted once your
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booth and event are approved.

b. Event information —You have two options to create a live event:

e Host a live event on your own. Tt e G
e Date While you are waiting for your booth to be
* URL for the event approved, complete your organization’s

e Request assistance for hosting an event: presence by:
e Preferred event dates e Adding Documents that applicants
e Contact information for the person may need to review including

coordinating the event hiring documents, organization

e Type of VJF participation brochures, checklists, etc.

e Only my organization during the live * Adda Linkto locations on your
session. Would include group chat and if website that will help the applicant
time allows, one-to-one open under?c,tand your b.usi.ness.
microphone or video chat. e Add Virtual Job Fair Live Events

e Multiple similar employers in
coordinated sessions. You would explain your open positions in turn with other
employers who might be in a similar industry, population or region. This would an
explanation with follow-up group chat.
¢ Intended audience
¢ Non-native English speakers and translator
c. While you are waiting for the booth approval:

e Add Documents
° Add Links = Messages (0) M Bookmarks

5. Add or Edit — after your booth is created you can
edit booth information or add VIJF event,
documents, or links from your account through 3ssm;m ;_,af-l A pélss;mrd
your lllinois workNet My Dashboard
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e Edit booth information (blue icon) - -

e View booth details (grey icon)

Messages Bookmarks Assessments |
e Request Assistance with VJF Event (green
icon) — o -
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6. Upload - After the event is complete, upload
the recording of your event to the links tab so
others who were unable to attend can view
the recording. If you are using Illinois workNet
Zoom, we will upload it for you within three
business days.

a. Click the Green “Manage Job Fairs” button
b. Click the Edit box in the job fair row.
c. Add the link to the recording of your VJF

Add New Job Fair x
Start Date * End Date *
5/4/2020 5/21/2020

Job Fair URL* Archived Job Fair UR|

illinoisworknet.com

Close m

Booth Appearance

All visitors to lllinois workNet will have the ability to see the Virtual Job
Fair booths on the website. Two options are available:
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VIEW EMPLOYER BOOTH

e Virtual Booths — visitors
click on an Employer icon.
The icon opens to the
Employer Booth that

Filter by Industry

All Industries

co nta|ns the |nf0rmat|0n Ang-lﬂlcf::rhuul:l The Minte Suncrest Hospice
0Open Positions 0.Open Positions 0 Open Positions

that you entered.

e Virtual Job Fair VJF — Events
(Calendar) — visitors click on
an event.

Casay's General Stores

0.0pen Positions

Elmhurst Premier Childcare

0.0pan Pesitions

Search in proximity to location or place
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Best Practices:
e Plan your agenda. It might include:

¢ Time to discuss your company, products and services, corporate culture, and outlook.
Consider using a PowerPoint or MP4 video highlighting your company.

e Jobs highlighted in the Virtual Job Fair.
e Hiring process after the Virtual Job Fair.
¢ Next steps including spending a few minutes with each of the attendees.

e Test equipment before the event. We can provide Zoom training if your organization does not have its own
virtual meeting space. Make sure your web cam and headphones or microphone work. System Software
Requirements: Security/IT enables internet access to Zoom.

e Lighting — Ensure that your face will be lit appropriately without shadows.
e Background — if you can, include an organization logo in your background.
e Space — a private room with limited external noise is the best option to conduct a virtual meeting.

e Translation — if your organization hires individuals who are non-English speakers, have a person who is able
to translate for you if an attendee does not speak English.

e Organization Landing Page — make sure the information on your Illinois workNet Virtual Job Fair page will
guide applicants to the right spot on your website for applications.

e Applicants — compare registrants for the job fair to attendees to applicants. If you use Illinois workNet
assistance, we will provide you with a list of event registrants, and a list of those who attended. You can
then compare that list to the applications you receive.

e For more information about Virtual Job Fairs, refer to our VIF FAQ page.

The lllinois workNet® Center System, an American Job Center, is an equal opportunity employer/program. Auxiliary aids and services are available

upon request to individuals with disabilities. All voice telephone numbers may be reached by persons using TTY/TDD equipment by calling TTY (800) 526-
0844 or 711. This workforce product was funded by a grant awarded by the U.S. Department of Labor’s Employment and Training Administration. For more
information please refer to the footer at the bottom of any webpage at illinoisworknet.com. February 2021 v2
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