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Information Sessions

____________________________________________________________________________________________________________________________ 

Before moving forward in organization an Information Session, please contact a member of the Employer Relations Team 
at 801.863.6364, to discuss this option.

We are thrilled that you are interested in recruiting students from UVU and look forward to assisting you in preparing for 

an Information Session. Please note that if you choose to coordinate an Information Session through the Career 

Development Center, we will: 

• Help you select a date that does not conflict with other events.
• Market your event across campus to appropriate majors and departments.
• Record or live stream your event which will then be saved and accessed by students on the Career

Development Center YouTube channel.

You are welcome to set up off-campus or virtual events yourself under “Events” on Handshake.  However, we do not 

approve events that conflict with other Career Development Center sponsored events.  We also do not market or record 

events that have not been coordinated through our office.   

Steps for Setting Up your Information Session 

1. Schedule an Appointment. Please call or email Sterling Jarvis Employer Relations Specialist to schedule a

30-minute virtual appointment. Sterling will work with you to coordinate a visit with JanaLee Carter, 
Employer Relations Manager, and Brynn Leavitt, Events and Marketing Manager. Be sure to schedule as 
early as possible. Keep in mind that your meeting needs to be held at least five (5) weeks prior to the date 
you hope to hold your event.  Earlier is better!

2. Submit your Survey– Quickly! Before that meeting, we need to acquire some additional information from 
you through the following Information Session Survey: Information Session Survey.

3. Your Appointment. During that appointment, we will determine the date and time of your event.  We will 
also discuss pertinent details and will answer your questions. NOTE: Keep in mind that once your date is 
confirmed, marketing will be prepared and sent out.

Black Out Dates 

Avoid Blackout Dates.  When you submit your Survey, you will be asked to identify several options for dates and times 

for your Information Session. For your convenience in planning for the 2022-23 Academic Year, our black out dates for 

Information Sessions are as follows: 

1. Fall 2022 Semester

8.31.22 Part-Time Job Fair 

9.5.22 Labor Day 

9.28.22 STEM Career & Internship Fair 

https://uvu.qualtrics.com/jfe/form/SV_71KsRuTaXyN2vBk
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10.12.22 Career & Internship Fair 

10.13.22 to 10.14.22 Fall Break  

11.21.22 to 11.26.22 Thanksgiving Break 

12.8.22 Last Day of Class 

12.17.22 to 1.9.23 Winter Break 

2. Spring 2023 Semester

1.12.23 Part-Time Job Fair 

1.16.23 Martin Luther King Jr. Day Holiday 

1.25.23 STEM Career & Internship Fair 

2.1.23 Career & Internship Fair 

2.20.23 Washington & Lincoln Day Holiday 

2.27.23 Professional Sales Career Fair

3.22.23 Last Chance Career & Internship Fair 

4.26.23 Last Day of Class 

Additional Information 

1. Post your Positions. Posting your positions on Handshake will assist us in targeting the most appropriate

students that would be the best fit for your needs. We also encourage you to post degree-related

positions and internships available for all majors in order to reach the widest audience.

2. Marketing. As a reminder, we require at least five(5) weeks to properly market your event. This time frame

allows us to accommodate holidays, breaks and other UVU events.

o We cannot guarantee the number of students who will attend but will do all we can to market

your event. Because most events will be recorded, the number of students viewing your event will

increase as it is shared through our communication channels.

o Participation in one of our Career & Internship Fairs and/or STEM Career & Internship Fairs prior

to an Information Session is a great opportunity to market your event as well.

11.2.22 Culinary Arts Career Fair

3.6.23 to 3.11.23 Spring Break 

3.15.23 Culinary Arts Career Fair
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3. Be Prepared. Keep in mind the following:

o Please provide us with the names and titles of all who will be participating in your event.  If you

are including special guests, be sure to make us aware of that information.

o Typical Information Sessions are about 35 minutes for the presentation, 10 minutes for questions

and another 5 minutes for Q&A.  Students typically need to leave about 10 minutes before the

hour in order to attend classes.  Please plan to go no longer than 10 minutes before the hour.

o Keep in mind that students prefer to hear about the types of positions you have available early in

the presentation.

o Be prepared 30 to 45 minutes prior to the time of your event so we can conduct appropriate

tests.

Presentation Tips and Suggestions 

Because this event may be recorded, we want to make sure you are able to make the best use of that time possible. As

a result, we have provided a suggested timeline and information for you below. Please make sure your presentation 

does not exceed 50 minutes.  

1. 3 Minutes – Welcome | Introductions | Reminders

• A representative from the Career Development Center will begin the event by providing any

housekeeping information and will remind students that the event will be recorded. We will also welcome

you and your team.

• We will also provide them with contact information should they have issues during a virtual event.

2. 5 Minutes – Company Presentation Introduction

• This will begin your time to introduce those who are presenting and or some type of interesting

introduction.

• You may want to begin with something that will grab students’ attention to show what makes your

company unique.

3. 10 Minutes – Identify Opportunities (Career | Internships | Part-Time Jobs)

Discussion suggestions:

• What positions do you have available?

• What positions do you anticipate in the future?

• What type of advancement opportunities are available to entry-level employees?

• What do skills do you prefer in potential employees?

• What majors | degrees are most beneficial for your positions?

• What soft skills do you value?

• Be sure to post positions on Handshake.

4. 20 Minutes – Your Organization – See suggestions below.

Discussion suggestions:

• What is the purpose of your work?

• Describe how a new employee would see your company culture.
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• Is your organization supportive of additional education?

• What is the perspective on advancement within the company?

• What is the motto your organization lives by?

• Why is your industry important and what contributions does it offer communities | clients?

• How does your product | service differ from its competitors?

• What is satisfying and challenging about your industry?

• How do you see your industry changing in the next 5 years?

• What do you wish you could tell your student-self?

• How has your industry changed to adapt to market conditions or customer demands?

• What technologies does your company use and what skill sets would be helpful (i.e. Teams,

GotoMeetings, etc.)

• Be prepared to address diversity, equity and inclusion within your organization.

5. 5 Minutes – Q & A

• It is helpful to have a second member of your team to assist in answering questions.

• It is also a good idea to kick of the Q&A with a question such as “How many of you are * majors”?

6. 2 Minutes – Resources for More Information

• Feel free to provide a link to your website, contact email addresses or some type of connection.

• Do not forget to encourage students to connect through LinkedIn.

Other Suggestions for Discussion 

The NACE 8 (eight) core competencies are a major focus for UVU. Addressing those competencies that your

organization values most can help students identify transferrable skills that can help them in an interview and fit with 

your company.    

1. Career & Self Development
2. Communication
3. Critical Thinking
4. Equity & Inclusion
5. Leadership
6. Professionalism
7. Teamwork
8. Technology

Virtual Information Session Tips 

If you choose to provide your Information Session virtually, please keep in mind the following items. 

• Lighting.  Make sure you are in a bright area.

• Be Prepared.  Practice your presentation before your event.

• Background.  Check your background to ensure it looks professional.
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• Practice.  One week before the Information Session you are welcome to schedule a practice session with our Staff.

Jeffrey Mullis will be happy to schedule a time to run through the entire event or just help you get familiar with

the platform.

• If possible, invite the following members of your team:  your recruiter, an intern or recent graduate (a peer to our

students), and someone who has been with the company for a longer period of time.

• We prefer that you do not include more than 4 presenters.

• Designate one of your presenters to answer chat questions for virtual events.

Interviews 
____________________________________________________________________________________________________________________________ 

You are welcome to conduct interviews on-campus or virtually. We have provided information below to assist you in 

setting up Interview Schedules on Handshake and reserving an Interview Room.

1. Interview Schedules.  Handshake offers the opportunity to set up an Interview Schedule which will allow students 
to submit resumes for consideration by your company.

a. You are welcome to request an Interview Schedule yourself on Handshake at any time.  If you choose to 
request an Interview Schedule, please follow up with Jeffrey Mullis, Employer Relations Assistant, for 
confirmation that your date is available at UVU and to complete the set up.

b. Please allow five (5) weeks for any Interview Schedules.  This allows us the time to reach students and 
ensure they have time to submit resumes.

c. For your convenience, Jeffrey is also available to set up your Interview Schedule for you.  Please reach 
out to him by email or phone so we can get the details needed in order to set up your event. The 
information we will need includes:

• Type.  Pre-Select, Pre-Select Continuous, Open or Room Only.  These types are described for you 
below:

Pre-Select Allows you to give students a deadline for submitting resumes.  You will review 

candidates after the student deadline.  Students you select will be notified that they 

are then able to choose an interview time slot.   

Pre-Select 

Continuous 

Still allows you to give students a deadline for submitting resumes.  You will be able 

to review candidates as they submit resumes.  Students you select will be notified 

that they are then able to choose an interview time slot.   

Open Allows any student to select an interview time slot as long as they meet the 

requirements indicated in your job posting.  You will not review resumes and select 

students for interview. 

Room Only Students do not apply for interview slots, we just reserve a room for your use. 

• Dates.  Interview date, student application deadline, employer resume review deadline.

• Recruiters.  How many recruiters will be on campus , or interviewing virtually, and the names of each

recruiter.
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• Interview Length and Breaks.  Please let us know how much time you would like for each interview,

lunch break and breaks throughout the day.

• Positions.  Please be sure to post your positions and let us know which majors are most appropriate

for those positions.

2. Interview Room Reservations.  Feel free to contact us if you are interested in reserving an Interview Room.  We

prefer at least two (2) weeks notice, but if you need a last-minute interview room, contact us and if we have one

available, we are happy to make it available to you.

3. Virtual and Off-Campus Interviews.  We are happy to set up Interview Schedules for you on Handshake, even if

you plan to conduct your interviews virtually or even at an off-campus location.  Please let Jeffrey Mullis know if

you would like to have a Zoom or Teams link added to the schedule.

Other Information

____________________________________________________________________________________________________________________________ 

1. Event Location.  This information will be provided in your email confirmation as well as the Outlook Invite

for all Information Sessions and Interviews.

2. Parking.  Parking details will also be provided in your email confirmation, but will generally be in the UVU
Parking Garage.

3. Questions?  We have a number of individuals working to make your event a success. You will also find

contact information for our team below.  The main number for the Career Development Center is

801.863.6364.

Team Member Title Purpose Email Address Direct Phone 

JanaLee Carter Employer Relations 

Manager 

Employer 

Relationships 

JanaLee.Carter@uvu.edu 801.863.8916 

Brynn Leavitt Events & Marketing 

Manager 

Brynn. Leavitt@uvu.edu 801.863.5520 

Jeffrey Mullis Employer Relations 

Assistant 

Information 

Sessions & 

Interview 

Schedules 

801.863.5956 

Alessandra Diaz Employer Relations 

Assistant 

Handshake 

Questions & Part-

Time Jobs 

801.863.7438 

Sterling Jarvis Employer Relations 

Specialist 

Appointment 

Coordination 

801.863.5460 

Nate Huntsman Employer Relations 

Specialist  

New Employer 

Approvals 

801.863.5809 

AlessandraD@uvu.edu

Nate.Huntsman@uvu.edu 

Sterling.Jarvis@uvu.edu

Jeffrey.Mullis@uvu.edu

Event Setup & 

Marketing 

mailto:JanaLee.Carter@uvu.edu
mailto:Leavitt@uvu.edu
mailto:BrookeC@uvu.edu
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