JOB RETRAINING FAIR

1. Getting started:  Set up a meeting with MPF Employment Section (retraining).  Determine when, where, how and who you want at the fair.  Set up a tenative recurring schedule, biannually or quarterly.

2. Coordinate funding through Services Squadron for Enlisted Club.  Reserve dates for future schedule.  Secure funding from base organizations for refreshments. 

3. Review the critical and non-critical AFSC listing.  Invite Chief Enlisted Managers from MAJCOM or Base to represent their AFSC.  Invite AFOSI, Recruiting, Postal, Recruiting and any other special duty representatives that would benefit.  Firm up attendees listing 3-4 months in advance of fair.  

4. Marketing:  Meet with graphics and develop standardized template for poster boards and AFSC brochure.  Send in fill-in the blank to each AFSC representative.  Set a suspense to submit individual AFSC posterboard inputs to Graphics.   Have AFSC Points of Contact provide their own easels to place posterboards on during the fair.

5. Advertise in the base paper, base marquee and using flyers distributed through 1st Sergeants, Chief’s Group and Top 3.  Get the word out at Top 3 meetings, AFSA meetings, Right Decision Workshop, Retraining Section, Customer Service and via CCCA newsletter.  Include success stories about retraining, personal testimonials, etc. Promote the Big Event!

6. Tailor AFSC marketing, give aways are always good to bring participants to the tables, candy, pencils, patches, etc.  Ask local recruiter for bags for participants to carry through the fair to carry promotionals and to readily identify who is attending the fair and looking for information.  Raffle giveaways, autographed Thunderbird posters, etc.  Ask PA to help provide these items.

7. Two weeks before the event, double check Enlisted Club arrangements, room layout, decorations, music, putting out refreshments, flow of people etc.  Have AFSC reps pick up posterboards from your office or graphics.  Firm up what they have at their tables for promotional items.

8. Day of the event: Set up early and double check everything.  Use raffle tickets as a way to account for number of people participating.  Greet each participant, have them start at the retraining reps table for information about their present AFSC and eligiblity for retraining.  Encourage participants to visit each table even if it is a career they haven’t thought about retraining into, point out the refreshments and send them on their way.  Last thing, don’t forget to tell them to have fun and you do the same!

9. If you have any further questions, or I can be of help, call me at DSN 574-3411 or email me at lori.pullen@langley.af.mil    (
