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INFORMATION FOR LA TROBE UNIVERSITY EXPO EXHIBITORS
EVENTS, CAMPUSES, VENUES AND DATES
	Event
	Campus
	Venue
	Date

	Bendigo Expo
	Bendigo 
	TBA
	TBA

	Graduate Recruitment Expo
	Bundoora, Melbourne
	Union Hall
	16 March 2010

	Work Experience Expo
	Bundoora, Melbourne
	Union Hall
	3 August 2010


The Careers and Employment Office at La Trobe University holds three expos each year that provide opportunities for employers to engage directly with our students. The following is a guide for potential exhibitors. It details the specific arrangements for the expos, including information regarding dates, costs, booth sizes, catering etc…
If you have any questions or issues please don’t hesitate to contact the Careers and Employment Office on:

Ph) 03 9478 2459

Or

Email) careers@latrobe.edu.au
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BENDIGO CAREERS EXPO – BENDIGO CAMPUS
The particular details of the Bendigo Career Expo are still under consideration. For further information please contact: 

Cris Stanway  03 5444 7938

Leon Moulden 03 5444 7963

GRADUATE RECRUITMENT EXPO – MELBOURNE (BUNDOORA) CAMPUS
EXHIBITION TIMES

The Expo will be open to students from 12:30 -3:00pm. The Hall will be open to Exhibitors from 10am and lunch will be served from 11.45 till 12.30.  We suggest you allow ample time to set up your booth and enjoy your lunch!
EXHIBITION BOOTHS
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The above diagram shows a typical booth which is 2.93m wide, 2.93m deep and 2.4m high.  The back and side walls are covered with a blue material to which Velcro can be attached.  You will be provided with a rectangular table, white table cloth and 2 chairs.  Your company name (maximum 25 letters) will be displayed at the top of the booth and we ask you to provide us with the signage details as part of the registration process.
You can bring your own corporate display instead of using the booth but in this case signage will not be provided by us. The cost is the same whether or not you use a booth.
Power and internet connections will be available at some booths; if these facilities are required, please inform us when you register.

The photo shows a typical se-tup on the day.
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FLOOR PLAN

Click here to see the floor plan.  Please note that there is likely to be some variation in the floor plan from year to year. 
COSTS
Graduate Recruitment Expo (All prices include GST)

	Exhibition booth, signage (or your own display and signage), furniture & catering for up to 3 representatives
	$850

	Additional catering per person
	$25

	Power (optional)
	No charge

	Internet access (optional)
	$55

	TV/Video/DVD (optional)
	$55

	Electronic signage to promote your organisation to students in the week leading up to the expo (per day)
	$170

	Special rates available to not-for-profit organisations and small businesses.
	on enquiry


WORK EXPERIENCE EXPO – MELBOURNE (BUNDOORA) CAMPUS
EXHIBITION TIMES

The Expo will be open to students from 12:30 -2:30pm; however you can organise your displays from 10am.  Lunch will be available from 11.45 till 12.30.

EXHIBITION SHELL
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The photo shows a typical set-up provided for this expo.  You have the option to bring your own corporate display stand, or you will be provided with 2 display boards 2m high by 1.3m wide.  A table, a white tablecloth and 2 chairs are also provided.  Each display board is covered with blue/grey fabric; one side of the board will accept thumb tacks and Velcro will adhere to both sides. This will allow you to easily attach posters and other promotional materials.

Costs

Work Experience Expo at the Bundoora campus (Including GST)
	2 display boards, table, tablecloth, 2 chairs & catering for up to 3 representatives
	$550 

	Additional catering per person
	$25

	Power (optional)
	No charge

	Internet access (optional)
	$55

	TV/Video/DVD (optional)
	$55

	Electronic signage to promote your organisation to students in the week leading up to the expo (per day)
	$160

	Special rates available to not-for-profit organisations and small businesses.
	on enquiry


ARRANGEMENTS FOR BOTH BUNDOORA EXPOS

The following arrangements apply to both the Graduate Recruitment and Work Experience Expos at the Bundoora campuses
REGISTRATION

Our registration form can be downloaded:

· Graduate Recruitment Expo 

· Work Experience Expo 

Registrations close 1 week before the event or earlier if the event is fully booked.

PUBICITY & SPONSORSHIP
A limited number of exhibitors can further promote their organisation by sponsoring electronic signage that will be displayed in the Agora (student centre) in the week prior to the expo. 
The photo below gives an example of how previous sponsors have used electronic signage to promote their organisation.

[image: image5]
The message is your choice. You can have up to 4 lines with a maximum of 8 characters per line. 
The cost is $170 per day for the Graduate Recruitment Expo and $160 per day for the Work Experience Expo. Further details can be discussed with Maggie on 03 9479 2459.
EXPO GUIDE FOR STUDENTS

Students attending the Expo are provided with a list of all exhibitors and their recruitment priorities including disciplines from which they are recruiting and other relevant information such as requirements for citizenship or permanent residence status. 

PAYMENT

After registration you will be sent a Tax Invoice from the University. Cheques should be made payable to Careers and Employment and forwarded to Careers and Employment, La Trobe University, Victoria 3086.  If you have any questions please contact Maggie on 9479 2459 or M.Baring@latrobe.edu.au
CANCELLATION POLICY

If your organisation wishes to cancel its registration and obtain a refund of its registration fee, it must provide Careers and Employment with written notification no later than 10 days prior to the published Expo date.  La Trobe University is under no obligation to refund your organisation’s registration fee if you give notice of cancellation after the abovementioned date.
SET-UP & DELIVERIES TO THE BUNDOORA CAMPUS
The venue will be open from 10am for you to set up your display. When you arrive at the Bundoora campus, go to Central Control (marked on map below).  Staff at the Central Control gate will direct you to Union Hall.  It will take you approximately 45 minutes to drive from the CBD to Bundoora; please allow sufficient time for set-up and to enjoy lunch.

There is a loading bay in Moat Drive, just outside Union Hall.  Follow the signs from Central Control.  You will have 15 minutes to drop off your materials, after which we will direct you to on-campus parking.  University representatives will be there to assist you unload and set-up.
If you are sending materials prior to the event, please address these to Careers Expo, c/- Careers and Employment, La Trobe University, Bundoora, VIC, 3086.

If you are sending materials for delivery on the day of the Expo, please address these to Careers Expo, c/- Union Hall, La Trobe University, Kingsbury Drive, Bundoora, VIC, 3086, enter via Central Control.
MAP
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PARKING

We can provide each organisation with one free parking space in College Drive behind Glenn College.  Staff will direct you to the car park on the day (see map above for details). 
At this time of year, however, we strongly recommend that you come by taxi.

LUNCH

Lunch will be served at 11.45 in the Odeon (Graduate Recruitment Expo) or the Annex (Work Experience Expo), which is adjacent to Union Hall.  A buffet lunch with vegetarian options will be available.  Please leave yourself enough time upon arrival to unpack and settle in before attending the luncheon at 11.45am.

Registration covers lunch for 3 representatives of your organisation.  Additional lunches can be ordered for $25 per head.  When you register, please notify us of your dietary needs and if the number of representatives attending changes, please do let us know so that sufficient food can be provided for everyone. 

TEA / COFFEE

During the Expo tea, coffee and cold drinks will be available in a separate room.  If there is only one representative from your organisation, we will either bring refreshments to your booth or cover for you if you wish to take a short break.
PACKING UP

When the Expo finishes you will be able to bring your car back to Union Hall to collect your display materials.

If you are leaving by taxi, we suggest that you make a prior booking with a taxi company of your choice or arrange a taxi, via mobile phone, on Expo day.  
HAVING MY EQUIPMENT COLLECTED LATER

If you arrange for a courier to collect equipment and materials after the Fair, you must

NOTIFY THE CAREERS STAFF



· Arrange a courier to collect the material from Union Hall on the day of the Expo, and advise the company to enter the University via Central Control.  Alternatively you can collect your materials from Careers and Employment the following day between 9am and 4pm.  In this case tell couriers to report to Careers & Employment, Peribolos East, La Trobe University, Kingsbury Drive, Bundoora. 

· Inform Careers and Employment staff of the name of the courier, the number of boxes to be collected and the destination.

· Any material left behind without notification will be recycled 

· Clearly label your boxes

CONTACT

Maggie Baring or Michael Luckman
careers@latrobe.edu.au
03 9479 2459

CONTACTS ON THE DAY

If you need to contact a Careers and Employment staff member on the day of the event, please call 9479 2459 or 0407 339 035 (day of Expo only).  If you wish to contact Union Hall, please call 9479 2456.

INSURANCE AND INDEMNITY

La Trobe University maintains a current Public Liability Policy; however your organisation is financially responsible for any injury or damage to property during the event.  Your organisation hereby releases and indemnifies and agrees to keep indemnified La Trobe University from and against all actions, costs, claims, proceedings, charges, demands and expense whatsoever in respect of any loss, death, damage, illness or injury however arising which may be brought or made or claimed against La Trobe University except to the extent caused by the wilful or negligent actions or omissions of La Trobe University in relation to the Employment and Careers Expo.

A copy of Certificate of Currency confirming you hold at least $10 million Public Liability Insurance is required to be submitted with this application form.  La Trobe University accepts no responsibility to insure equipment or property belonging to your organisation.  All equipment and property attending this event is the responsibility of the stall holder.

MAKING THE MOST OF YOUR DAY

To all those of you who have done this a million times before, please don’t think we’re being impertinent! We’re just conscious that there is a huge turnover of people who manage the graduate recruitment process, so our Expo (the first of the “season”) may be your first encounter with this type of event. Perhaps you are bringing with you recent graduates who are also novices.  We hope that the following suggestions may make the day more enjoyable – and productive – for you.

· Even though you will be provided with a table, you will have a much better response if you stand up and greet students in front of the table.

· The students have been told to do their research before they speak to you but the message doesn’t always get through! It’s important that the people who represent your organisation know enough about the “bigger picture” than their immediate workplace to be able to answer their questions.

· The same is true of the graduate recruitment process and program. 

· You may need to initiate the conversation with some students who will be nervous about the impression they are making. Have a few “icebreakers” ready; “What are you studying?” works well.

· Unfortunately you will be approached by students whose background is not suitable for your organisation.  They may, however, have friends who are appropriate applicants or they may themselves do further study that would make them good prospects, so you still need to create a positive impression. Consider the response you will give to international students and to earlier-year students who are considering their options. 

· It can be an exhausting day. If you are on your own, please ask one of our team (the “yellow perils”!) to cover for you while you take a break in our “quiet room”.

· Please do allow yourself plenty of time to set up your stand. Many organisations leave it until the last minute which can be stressful for everyone. We will be providing you with a delicious lunch, so make the most of your opportunity to relax and network before the hoards arrive.

The most important thing is that we are here to help you. Please don’t hesitate to ask if there is anything that you want. Just watch out for the yellow t-shirts – they’ll be hard to miss! We look forward to seeing you on the day and enabling you to meet your future employees
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