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Determine Your Goals 
Ask yourself, what do I want to accomplish at the career fair? 
What goals do I have for attending? 

Reflect on Your Experiences 
Consider the things that make you who you are: 

Past experiences 
Strengths 
Successes 
Values 
Motivations 

Focus on how these things relate to the abilities and skills that employers are seeking. 

Prepare and Revise Your Resume 
Be sure your resume is updated and reflects any recent accomplishments. 
Review job descriptions to ensure your resume reflects the skills the organization is seeking. 
Prepare multiple versions of your resume if you are applying to positions in different disciplines or industries. 
Print out several copies of your resume. 
Visit the Career Connections Center for information on creating a resume.

Schedule a Career Planning Appointment or drop by Express Drop-In for a resume review.
Use Quinncia to receive custom resume feedback and for help on novating Application Tracking Software (ATS)

Research Organizations 
Find out which organizations will be coming to career fairs, networking events, and employer hosted events by
checking the “Events” section of Gator CareerLink and filtering using the “Type” function. 
Research organizations hiring for positions you are interested in to see if it might be a good match for your strengths
and interests. 
Use multiple sources for your research including Gator CareerLink, LinkedIn, and organization websites. 
Make a list of 3-5 organizations you want to visit. While you may not be able to see all of them, you should know
which ones would be your priority.

Organize Your Schedule 
Download the Symplicity Jobs and Careers App for easy access to employer and event information, available on the
App Store and Google Play Store. 
Check the interaction type (in-person vs. virtual) listed under the schedule for each of your meetings. 
If attending a virtual event or career fair, be sure to sign up for appointments as early as possible. Check with the  
Career Connections Center for the date registrations open for a specific semester. 
Check your email 24 hours prior to your scheduled appointments for times and links. 
Since virtual career fairs require scheduled appointments, no showing can leave a negative first impression on the
organization, especially if you hope to work with them in the future. If something comes up or you are no longer
interested in pursuing the appointment, cancel or reschedule. 

Navigating Career Fairs  & Networking Events Guide
Career fairs and networking events are a great way to meet employers in person or virtually, but give you limited time to
sell your skills and experiences. They allow you to explore what experiences are available to you in real time. You can 
use career fairs and networking events to research companies and organizations that could be interesting to you. Talking
to employers can help gather information and insight on your career options. The following information describes what
to do during a career fair or networking event to leave a lasting, memorable impression. 

BEFORE THE FAIR

1



Share Your “Elevator Pitch” 
An elevator pitch is typically a one-minute response to the “Tell me about yourself” question during an interview, but
it is also a helpful way to introduce yourself when networking and during career fairs. Your elevator pitch will allow
you to demonstrate confidence, knowledge, interest, and enthusiasm while outlining: 

Your degree, why you chose this area of study, and when you are graduating. 
Highlights of your experiences and how the skills used or gained relate to the position. 
Your strengths and why you’re qualified for the position/industry. 
Your career path and how this position fits with your career goals. 
Why you are interested in the company/organization (show that you’ve done your research).

Remember, your elevator pitch serves as a guide for your conversation and is not meant to be used as a
word for word script. Practice your pitch frequently so you understand your key points and can navigate
upcoming conversations with ease. 

Always send thank you notes or emails to the recruiters that you met. 
Attend employer hosted events or additional on-campus recruitment events to get a better idea of each
organization’s recruiting plan and have more time to network with employers. 
Be sure to check your email and voicemail regularly after the event for communication from employers. 
Apply for positions in Gator CareerLink. 
Remember, a career fair or networking event is not the only way to find a job or internship! There are many
additional strategies to use. 
Check out Quinncia for mock AI interviews to help you prepare for the real thing!

AFTER THE FAIR 

Present Your Best Self 
Dress in business professional clothing. Consider more comfortable shoes as you will be mobile most of the day. 
Visit the Molm Family Gator Career Closet if you need to borrow professional clothing items.
Assess your virtual presence, including ensuring you have a quiet space, appropriate background, and working
technology. 
Take breaks and rest when you need to collect your thoughts. It’s okay to feel nervous! 
Confidently communicate with employers- give a strong handshake/greeting, use eye contact, and warm body
language. Be thankful, friendly, and polite! 

DURING THE FAIR

Demonstrate Enthusiasm 
Demonstrate your genuine enthusiasm for the position and the current conversation 
Typical questions you can expect to receive at career fairs and networking events include: 

What do you know about our company? 
Tell me about your experience at [experience listed on resume]? 
Why are you interested in working here or in this position? 

UF CAREER 
CONNECTIONS CENTER
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WHAT IS THE PURPOSE OF A RESUME? 

A resume is a strategic document that highlights your accomplishments and experiences for use in an application
process. This could be to secure an on-site interview at an organization, for an internship or job, be awarded a
scholarship, or gain admission to a graduate program. It is a summary of your education, experience, and skills. This
document should focus on your accomplishments, strengths, and transferrable skills. Think about experiences you are
most proud of and want to highlight to tell your story.

GENERAL TIPS 

Avoid using templates online - they can be difficult to revise and customize for your unique experiences
Tailor your document to the job/program you are applying for
When applying for industry positions, keep your resume to 1 page
When applying for graduate programs or those with advanced degrees, your resume can be 1-2 pages
Use 10-12 size font in a professional style
Margins should be no smaller than 0.5 inches
List your experiences in reverse chronological order or by importance/relevance
Proofread! Check for appropriate punctuation, spelling, grammar, and sentence structure
Use verbs and keywords similar to those found in the job posting
All dates, abbreviations, and formatting should be consistent throughout your document

QUESTIONS TO ASK YOURSELF BEFORE BUILDING YOUR RESUME

 Who is my audience? To whom am I writing and why will they care? 1.
What are my professional career goals?2.
 What are the unique strengths I bring to this position?3.
 What experiences am I most proud of? 4.
 Do my descriptions summarize what I've learned or accomplished? 5.
 Which competencies and skills do I want to highlight throughout my resume? 6.
 Can the reader visualize my experience? 7.

RESUME REVIEWS
The Career Connections Center provides several options to review your resume and provide customized feedback. 

Visit Express Drop-In (in-person or via Zoom) to meet with a Career Ambassador- no appointment needed
Utilize Quinncia- our on-demand resume review tool (see page 6 for instructions)
Attend a C3 workshop or lab to learn more about creating effective job search documents 
Schedule a Career Planning Appointment with a Career Coach via your Gator CareerLink account 

For more specific resume examples, visit career.ufl.edu/resource-library/
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Customiz ing  your  appl icat ion mater ia ls  means ut i l iz ing  space,  act ion verbs  and keywords
strategical ly  to  demonstrate  that  you have the knowledge,  exper ience,  t ransferable  sk i l ls ,  and
personal  attr ibutes  necessary  to  perform wel l  in  the  posi t ion.  
Your  appl icat ion mater ia ls ,  inc luding resume,  cover  letter ,  supplemental  quest ions,  and
appl icat ion,  need to  be organized and customized to  each posi t ion.  

S T R A T E G I E S  F O R  C U S T O M I Z I N G  Y O U R  R E S U M E

S c a n  t h e  J o b  P o s t i n g  f o r  K e y w o r d s

P r i o r i t i z e  t h e  Q u a l i f i c a t i o n s  

Job T i t le
Job Descr ipt ion
Dut ies  and Responsib i l i t ies  
Preferred Qual i f icat ions

Review how the job post ing  l ists  and descr ibes  the qual i f icat ions,  responsib i l i t ies ,  and
requirements.  Next ,  structure  and organize  your  mater ia ls  in  a  manner  that  a  10-20 second scan
reveals  that  you exceed the minimum requirements.  

Pr ior i t ize  exper iences that  ref lect  your  t ransferrable  sk i l ls  to  match the dut ies  and
responsib i l i t ies  of  the  ro le
Mimic  the post ing’s  language for  act ion verbs,  competencies,  and exper ience t i t les  ( i f  they
are  s imi lar)

S a m p l e  J o b  D e s c r i p t i o n
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CUSTOMIZING YOUR JOB SEARCH MATERIALS

A S S E S S  F O R  P O T E N T I A L  F I T

V a l u e s

I n t e r e s t

C o m p e t e n c i e s  a n d  S k i l l s

An organizat ion’s  values  are  pr inc iples  that  guide an organizat ion’s  day  to  day  operat ions,  bel iefs ,
and culture.  Demonstrate  how your  behaviors  contr ibuted to  the success  of  your  previous
organizat ions  or  teams by  us ing  strong act ion verbs  that  mirror  the  values  l isted in  the  job post ing
or  on the organizat ion’s  website .  

Start  with  the why.  What  speci f ics  can you provide that  show you want  to  contr ibute  to  th is
organizat ion and the work  that  they  do?  Where are  you h ighl ight ing  speci f ic  attr ibutes,
accompl ishments,  and sk i l ls  that  show how you can contr ibute?  

What  ev idence are  you provid ing  that  you have the knowledge,  sk i l ls  and personal  attr ibutes
detai led in  the  job post ing  and organizat ional  research to  perform wel l  in  the  required capaci ty?

Resources

C3 Resume Template  (see Resume Samples  Guide)
http:// jobscan.co/   
https://cult ivatedculture.com/tools/  
https://sk i l ls .emsidata.com/resume 

When customiz ing  your  appl icat ion,  determine how you can infuse e lements  of  the  job descr ipt ion,
your  knowledge about  the organizat ion,  and your  unique exper iences into  the fo l lowing:

Supplemental  Quest ions
Resume
Cover  Letter
Other  Appl icat ion Documents

Below you wi l l  f ind  ideas  for  customiz ing  and personal iz ing  your  appl icat ion mater ia ls .
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Application Tracking Software (ATS) Compatibility 
I f  you are  submitt ing  an onl ine  appl icat ion to  a  job,  chances are  you wi l l  be  submitt ing  your
documents  into  an Appl icat ion Software System (ATS) .  ATS are  tools  used by  recrui t ing  teams to
streaml ine the h i r ing  process.  

Many organizat ions  use software to  scan and parse your  resume- essent ia l ly ,  to  pre-screen your
appl icat ion mater ia ls  before  a  recrui ter  ever  sees  them.  The parameters  of  the  software are  set  by
the organizat ion,  but  your  appl icat ion may be ranked or  d isqual i f ied  based on appropr iate
formatt ing,  keywords that  a l ign  with  the desired educat ion,  sk i l ls ,  knowledge and exper ience for
that  speci f ic  ro le .  Some programs are  sophist icated enough to  evaluate  your  resume’s  match
percentage rate  with  the job post ing.  The organizat ion sets  the threshold  for  appl icants  to  move
through further  screening.

Keep your  formatt ing  s imple  to  ensure  that  your  resume can be parsed accurately .  I t  is  l ikely  that
your  resume wi l l  be  parsed into  a  candidate  prof i le  that  is  eas i ly  f i l tered and searched.  These
common and seemingly  harmless  mistakes could  cause errors  with  the software and disqual i fy  you
from considerat ion:

Any k ind of  template  including Canva,  Word,  Google  etc .
Tables  and columns –  as  the content  could  be removed or  d istorted
Using acronyms in  p lace of  keywords and sk i l ls  
Submitt ing  in  a l ternat ive  document  formats  other  than .docx or  .pdf

ATS Checkl ist
Appl icable  Keywords f rom the job post ing  appropr iately  demonstrated in  job t i t les ,  hard sk i l ls ,
technical  sk i l ls ,  soft  sk i l ls  (personal  attr ibutes)
Usage of  headings  for  educat ion,  re levant  exper ience categor ies  
Reverse chronological  formatt ing
PDF to  preserve the formatt ing  
Passes the . txt  test  –  a  quick  test  to  see i f  your  resume is  scannable  when al l  formatt ing  is
removed

Addit ional  Reading
The Dos and Don'ts  of  ATS 
A Guide to  Appl icant  Tracking  Systems
Resume Out l ine

Quinncia
Quinncia  is  a  v i r tual  tool  that  provides  personal ized feedback for  resumes and mock interv iews
using art i f ic ia l  intel l igence (AI)  technology.  Quinncia  is  a  f ree  resource open to  a l l  UF students
and alumni  with  GatorL ink  credent ia ls .  To  get  started with  Quinncia ,  fo l low the steps below:

Navigate  to  www.quinncia . io
Cl ick  "S ign In/Up"  button
Sign in  us ing  your  UFL Emai l  and GatorL ink  log in  informat ion

https://www.careerhigher.co/career-advice/dos-and-donts-for-applicant-tracking-systems-124498/
https://www.careerhigher.co/career-advice/dos-and-donts-for-applicant-tracking-systems-124498/
https://www.jobscan.co/applicant-tracking-systems
https://www.jobscan.co/blog/20-ats-friendly-resume-templates/
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Action Verb

Task

Result

Coordinated

20 programs per  academic year

To foster  community  in  the
residence hal l  and increase

famil iar ity  with campus
organizations & services

Creating Strong Bullet Points
Resume bul let  points  should  demonstrate  ef fect ive  use of  sk i l ls .  Each bul let  point  should  d i rect ly
correlate  with  a  duty  or  responsib i l i ty  that  you see in  a  job post ing.  When craft ing  your  bul let
points ,  you want  to  evaluate  what  sk i l ls  you are  demonstrat ing  and why that  th is  important  to  the
audience that  wi l l  be  screening your  resume.  

Begin  each bul let  point  with  a  sk i l ls-based act ion verb.  See pages 8-10 for  examples  of  act ion
verbs.  

Use formula:  ACTION VERB + TASK + RESULT 
Answer  the quest ions,  “What  d id  I  accompl ish?”,  “How did  I  do  th is?”,  and “Why is  th is
important?”
Focus on quant i f iable  accompl ishments  
Avoid  repeat ing  the same act ion verbs  and f ragments
Use verbs  s imi lar  to  those found in  the  job post ing  or  a  descr ipt ion of  that  k ind of  work

The goal  of  your  resume is  to  be a  strategic  (customized)  overv iew of  your  knowledge,  sk i l ls  and
abi l i t ies  acquired in  and outs ide of  the  c lassroom.  The bul let  points  under  each exper ience should
l ink  d i rect ly  to  the  dut ies,  responsib i l i t ies ,  and desired qual i t ies  deta i led on the posi t ion  or
program descr ipt ion.

C o m m u n i c a t i n g  Y o u r  T r a n s f e r r a b l e  S k i l l s
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COMPETENCY DEFINITIONS & RESUME ACTION VERBS
Communication:  Clear ly  and ef fect ively  exchange informat ion,  ideas,  facts ,  and perspect ives  with
persons ins ide and outs ide of  an  organizat ion.  
 Accommodated
 Adjusted
 Advert ised
 Advised
 Arranged
 Assisted
 Authored
 Col laborated
 Communicated
 Composed
 Consulted
 Contr ibuted
 Cooperated
 Corresponded

Edited
Formulated
Guided
Inf luenced
Informed
Instructed
Interpreted
Mediated
Moderated
Modif ied
Mot ivated
Negot iated
Oriented
Personal ized

 Persuaded
 Presented
 Promoted
 Provided
 Publ ic ized
 Recommended
 Reconci led
 Recrui ted
 Redirected
 Referred
 Represented
 Requested
 Resolved
 Respected  

Crit ical  Thinking:  Ident i fy  and respond to  needs based upon an understanding of  s i tuat ional
context  and logical  analys is  of  re levant  informat ion.

 Adapted
 Analyzed
 Appl ied
 Calculated
 Computed
 Designed
 Developed
 Devised
 Diagnosed
 Engineered
 Evaluated
 Examined
 Ident i f ied
 Interpreted
 Invest igated
 Researched
 Reviewed
 Solved
 Studied
 Surveyed
 Tested
 

 Conceived
 Conceptual ized
 Created
 Customized
 Designed
 Developed
 Directed
 Formulated
 Founded
 I l lustrated 
 Inst i tuted 
 Integrated
 Introduced
 Invented
 Invest igated
 Modif ied
 Or ig inated
 Performed
 Planned
 Proposed
 Revised

 Solved
 Administered
 Al located
 Analyzed
 Appraised
 Audited
 Balanced
 Budgeted
 Calculated
 Computed
 Developed
 Forecast
 Managed
 Marketed
 Measured
 Planned
 Projected
 Quant i f ied
 Researched 
 Reviewed
 Surveyed
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COMPETENCY DEFINITIONS & RESUME ACTION VERBS
Equity  & Inclusion :  Demonstrate  the awareness,  att i tude,  knowledge,  and sk i l ls  required to
equitably  engage and include people  f rom di f ferent  local  and g lobal  cul tures.  Engage in  ant i-
rac ist  pract ices  that  act ively  chal lenge the systems,  structures,  and pol ic ies  of  rac ism.

Ref lected
Increased
Embraced
Promoted
Supported
Advocated
Enhanced
Ensured

Incorporated
Leveraged
Assessed
Br idge
Champion
Increase
Represent
Foster

United
Bui l t
Galvanized
Demonstrated
Integrate
Foster
Faci l i tated
Pr ior i t ized

Leadership:  Recognize  and capita l ize  on personal  and team strengths  to  achieve organizat ional
goals .  

 Administered
 Advocated
 Al located
 Analyzed
 Approved
 Assigned
 Atta ined
 Author ized
 Awarded
 Budgeted
 Chaired
 Conducted
 Consol idated
 Contracted
 Coordinated
 Designated
 Developed
 Diagnosed
 Directed

Enforced 
Engineered
Enhanced
Establ ished
Evaluated
Executed
Executed
Founded
Galvanized
Generated
Grew
Implemented
Improved
Increased
Init iated 
Innovated
Inst i tuted
Introduced
Launched

Managed
Mentored
Mot ivated
Negot iated
Organized
Orig inated
Oversaw
Persuaded
Pioneered
Planned
Pr ior i t ized
Produced
Recognized
Reviewed
Scheduled
Spearheaded
Strengthened
Superv ised
Transformed
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COMPETENCY DEFINITIONS & RESUME ACTION VERBS

Technology/Technical:  Understand and leverage technologies  eth ical ly  to  enhance ef f ic iencies,  complete
tasks,  and accompl ish  goals .  

Teamwork:  Bui ld  and mainta in  col laborat ive  re lat ionships  to  work  ef fect ively  toward common goals ,  whi le
appreciat ing  d iverse  v iewpoints  and shared responsib i l i t ies .
 Advised
 Aided
 Assisted
 Coached
 Col laborated
 Communicated
 Coordinated
 Counseled
 Developed
 Educated
 Enabled
 Encouraged
 Establ ished
 Expla ined
 Faci l i tated
 Focused

 Guided
 In i t iated
 Instructed
 Persuaded
 Represented
 Supported
 Tra ined
 Tutored
 Volunteered
 Administered
 Advocated
 Aided
 Al lev iated
 Arranged
 Assessed
 Assisted

 Clar i f ied
 Coached
 Contr ibuted
 Encouraged
 Ensured
 Expedited
 Faci l i tated
 Famil iar ized
 Intervened
 L istened
 Mot ivated
 Provided
 Represented
 Resolved
 Supported
 Treated

Accelerated                          
Analyzed
Appl ied
Assembled     
Authent icated  
Automated                  
Balanced                                       
Br idged 
Bui l t
Calculated
Cal ibrated                   
Coded                    
Conf igured      
Consol idated   
Constructed     
Debugged            
Decoded         
Deployed        
D ig i t ized         
D iscovered                  
Enabled                
Enhanced        
Equipped                    

F inal ized          
Formatted                   
Ident i f ied         
Implemented
Init ia l ized
Instal led          
Integrated        
Launched                    
Mainta ined
Manufactured  
Migrated
Mined                   
Modeled
Modif ied          
Networked      
Opt imized       
Overhauled
Packaged        
Patched
Pinpointed      
Prevented        
Pr ior i t ized       
Processed
    

Rebui l t  
Reconstructed
Recovered
Reinforced
Repl icated
Restored
Retooled
Retr ieved
Retrof i t ted
Revamped
Revised
Routed
Scrubbed
Secured
Sequenced
Stabi l ized
Standardized
Systemat ized
Tested
Transi t ioned
Updated
Upgraded
Val idated
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WHAT IS THE PURPOSE OF AN ELEVATOR PITCH?
An elevator pitch is a common way to answer the "tell me about yourself" interview question, introduce your
professional goals, or as a way to share your professional and personal story succinctly at a networking event or career
fair. These introductions should be customized based on your target audience and should be 30-60 seconds. 

QUESTIONS TO ASK YOURSELF BEFORE BUILDING YOUR ELEVATOR PITCH

Where are you now in your career journey? Where have you been to get to this point? Where do you want to be in the
future? Begin with the end in mind.
What do you want individuals to know about you from your introduction? 
Who are you hoping to speak with? 
What is your goal for the introduction? 

Pitch Perfect: Getting Elevator Ready

Who are you, what you do, and what your goals are:

COMPETENCIES & EXPERTISENAME AND ROLE

CRAFTING YOUR INTRODUCTION

TARGET AUDIENCE CALL TO ACTION

What are your strengths, values, skills, personal attributes,
successes? What do you know? 

How can you contribute based on your research of the
organization?

Wrap up with next steps:
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Who are you, what you do, and what your goals are:

COMPETENCIES & EXPERTISENAME AND ROLE

CRAFTING YOUR INTRODUCTION

TARGET AUDIENCE
CALL TO ACTION

What are your strengths, values, skills, personal attributes,
successes? What do you know? 

How can you contribute based on your research of the
organization? Wrap up with next steps:

ELEVATOR PITCH EXAMPLE:

PUT IT ALL TOGETHER
USE THE SPACE BELOW TO DRAFT YOUR PITCH: 

Hi there!  I'm Sara, a driven marketing student at the
University of Florida. With a passion for music and a
flair for creativity, I'm excited to grow in the
professional field to learn more on how to market for
the best and brightest new artists at large companies. 

Through my incredible opportunity to intern at
Spotify, I gained valuable experience in leveraging
data-driven insights and innovative strategies to
engage audiences and achieve impactful results.
At the same time, I've been juggling my academic
pursuits with a part-time job as a marketing
assistant, refining my abilities to collaborate
effectively and make a positive impact within the
campus community. 

To all forward-thinking companies seeking a dynamic 
professional, I bring a unique blend of industry
experience and academic knowledge. Whether you're
in need of a strategic mind to craft compelling
campaigns or a team player who can connect with
diverse audiences, my background makes me a
valuable asset to your organization. 

I'm excited to contribute my expertise and
enthusiasm  to the full time workforce and help
drive success in a fast-paced environment. Let's
collaborate and make an impact together!
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