HIRING FAIR CHECKLIST

Thinking about holding a hiring event?
Contact the State Civil Service Recruiting & Outreach Center (ROC)

as soon as you are ready to plan your next event!
Julie.Ryan@civilservice.la.gov Peter.Harris@civilservice.la.gov

[] DETERMINE EVENT TYPE

Will you have an informational fair where applicants
simply learn about you as an employer?

Will you have a hiring fair where applicants may be
interviewed?

Will you make conditional offers?
Will you do background checks on-site?

Asking these questions will help determine what
resources, venue selection, length of time and much
more for a successful event.

[ ] PLAN YOUR STATIONS

Plan the workstations necessary to make your hiring fair
run smoothly and efficiently.

Click HERE for a sample flow chart to help plan stations.

[[] CREATE A JOB POSTING

You will need to create a job
posting for each of the positions
that you are hiring for to be
posted on the State Civil Service
website.

] PARTNER TOGETHER!

SCS

Our staff may be onsite to answer questions from applicants and help them apply for vacancies. An SCS consultant can be
available to evaluate applications received and add applicants to eligible lists.

OTS

Onsite technical support and help with equipment setup may be available, if needed.
Contact derek.williams@la.gov or michael.allison@la.gov for more information.

LWcC

Reqguest the use of their mobile workforce center. Questions about the mobile workforce center can be directed to
mwc@lwec.la.gov.
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