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Job fairs can be an efficient and cost-effective method of finding suitable employees to fill open positions in 

urgent care centers. With diligent planning, a job fair can save valuable time by speeding up the interview 

process and can bring talented and qualified applicants right to your door.  

 
Finding the “right” individuals to work in an urgent care center can be challenging—particularly for positions that deal 

directly with patients such as front office specialists, medical assistants, technicians, nurses and collections agents.  You 

require professionalism, reliability, and skillfulness on the job but you also need someone who will set patients at ease, 

follow operating procedures, pay attention to detail, and embody the center’s culture and values.  

 

Although your first mandate as an urgent care operator is to provide quality health care, you’re also running a business 

that “sells” an “essential service.”  As with retail stores, restaurants, hotels, banks and other “service” businesses, urgent 

care employees must understand what it takes to provide outstanding service resulting in the types of patient 

experiences that spur positive word-of-mouth and repeat visits. As an employer, you may understand exactly the type of 

individuals you want on your team, but how do you go about attracting them to your center?  

 

Conventional hiring practices entail placing an online or newspaper “help wanted” ad, weeding through responses and 

resumes, setting appointments and then interviewing applicants. This can be a time-consuming and inefficient process 

that is stressful for everyone involved. Good candidates often fall through the cracks as they become impatient with 

delays and get snapped up for positions elsewhere.  A job fair, on the other hand, brings your center and potential 

employees together in a unique way that is time- and cost-effective yet results in better quality new hires. 

 

A job fair is an event where employers and job seekers come together for the purpose of applying and 

interviewing for jobs. Defined more precisely, a job fair is an employment strategy to fast-track the meeting 

of job seekers and employers. 

 

What are the benefits of hosting a job fair? 

 

A job fair brings together people with complementary interests—those who are looking to fill a position and those who 

are seeking employment.  Hosting a job fair provides many benefits to urgent care operators, including: 

 

• Efficiency- rather than bringing individuals in one at a time at separate times until all candidates have been 

interviewed, job fairs allow employers to interview multiple applicants all in one day, typically on a day that is less 

busy (or a day on which the center is closed) so that everyone with a stake in the decision can meet and take part in 

the interview process. In addition, unsuitable candidates can be screened and excluded en masse. 

 

• Quality- resumes do not always tell everything that one needs to know about an applicant. A resume may be weak 

when an applicant is truly qualified or has attributes that don’t translate well to a resume; on the other hand, a 

strong resume may mask unpleasant personal attributes. A job fair allows employers to meet and interview people 

and get to know the candidates apart from their resumes. 

 

• Attracts more applicants- a job fair, when advertised properly, may draw in far more applicants than a simple online 

or newspaper classified ad.  Job fair publicity can reach a wider audience of qualified applicants. 

 



• Avoids bias- by holding a job fair on a day when everyone with an interest in the outcome of hiring has the 

opportunity to sit in on the interviews, discrimination or personal bias can be avoided. Everyone who comes to the 

job fair has the opportunity to present their resume and take part in an interview with decision makers. 

 

• Sells the business- another benefit to holding a job fair is that, through promotion of the fair, others in the 

community become aware of the urgent care center and the services it offers.  Think of the job fair as an 

“advertising” investment! In addition, potential employees with medical needs may choose to make use of the 

center’s services once they learn more about the center during the course of their interview.  Many people who are 

between jobs are without health insurance yet their health care needs continue—urgent care centers provide 

affordable alternatives to emergency rooms for self-pay patients. 

 

Are there any disadvantages to holding a job fair? 

 

Compared to the benefits of holding a job fair, the disadvantages are relatively minor. For example, space may be an 

issue, particularly if the center is open while the fair is taking place. Some urgent care operators chose to hold their fairs 

during off-peak times, such as Saturday afternoon or a weekday evening.  In addition, there are costs involved in 

advertising, provision of refreshments for applicants and meals for staff.  If the fair is an all-day event, non-exempt staff 

who assist on a scheduled day off may be entitled to overtime pay.  Last, the sheer number of applicants may be 

overwhelming if not anticipated and planned for carefully.  How will your fair function if two or three people show up 

when you anticipated 50, or otherwise if you planned for 50, and 100 lined up before you even opened the doors?  The 

effectiveness of your promotion should dictate turn-out but in some communities with high unemployment—it could be 

risky inviting “all” to apply. Most, if not all, of these factors can be offset by thorough and meticulous planning. 

 

Key to a successful job fair is planning and using a checklist might be of benefit for centers planning their first fair: 

 

 Before the Fair: 

 

1. Designate one or more individuals in your operation to be responsible for planning the fair.  A certain amount of 

organization is involved (i.e., marketing, refreshments, information packets) so someone needs to be held 

accountable for assuring everything is in place.  The timeline for organizing the event will depend upon the number 

of open positions and how many candidates you anticipate interviewing. 

 

2. Decide on a venue—is there enough space in the urgent care center to hold the fair? Can traffic be routed away 

from patient care areas if the fair takes place when the care center is open?  Not only is it critical that a center not 

interrupt its patient flow, but it also must maintain patient privacy.   Is there a room that will comfortably seat all 

individuals who will be involved in the interview process, including the applicant, out of sight and earshot of other 

applicants?  Reasons for holding the fair at the center are that prospective employees get to see the work 

environment and as prospective patients, become aware of the center and its offerings.  In some instances, it may 

be best to hold the fair at a time the center is closed but if this is not possible, identify “off peak” times.  As a last 

resort, hold the fair at an off-site venue such as a hotel or library. 

 

3. Advertise—prior to the event, you will need to contact and provide fliers announcing the fair to unemployment 

centers (such as county and state Jobs and Family Services offices), churches and social service agencies, colleges 

and universities (targeting both placement offices and nursing program administrators), trade schools (including 

those focused on medical assisting), professional organizations and any other likely sources of the type of employee 

you are seeking (i.e., lab and x-ray technicians, nurses, administrators, front end staff, accountants). Consider paid 

advertising in local and regional newspapers and magazines; posting on job-related websites like Monster.com, 

CareerBuilder, and even Craigslist; advertising on your center’s own website; announcing the fair on your center’s 

social media (Twitter and Facebook) pages; and even reaching out to local radio stations.  “Casting a wide net” 

entails finding ways to reach the widest, most diverse audience and attracting the largest pool of potential hires.  

 

4. Design an information packet—materials that can be provided to job seekers describing the urgent care center, 

types and volume of clients seen, hours of operation, positions that are open, benefits, specific job requirements, 



descriptions of ideal candidates and any other information that may be illuminating and helpful to potential 

employees.  Include the center’s mission statement and non-discrimination policies. 

 

5. Design a “marking” sheet—interviewers may want to take notes on each candidate who is interviewed. Specific 

questions may be necessary and including them on this sheet will help to ensure that important questions are not 

missed.  It also reduces the possibility of inappropriate or irrelevant questions by novice interviewers. Include spaces 

for the job seeker’s name, job applied for (if there is more than one job opening) and other pertinent information 

that might help interviewers to distinguish between candidates after the job fair is over. Interviewers should discuss 

questions to ask and required/specific criteria beforehand.  Perceptions of bias can be reduced if every candidate is 

asked the exact same set of questions. 

 

6. Create name tags—all individuals who will be taking part in the job fair should have a name tag. Name tags should 

also be issued to job seekers—this can be extremely helpful to hiring managers when there are multiple job 

candidates going through the interview process. 

 

7. Refreshments—decide whether you will offer refreshments to the applicants, such as coffee, water, juice and/or 

light snacks. Doing so leaves a positive impression upon applicants—even those who are not hired are still 

prospective future patients. If staff is to be present all day to interview applicants, arrange meals to be delivered as 

needed. 

 

The day of the fair: 

 

8. Ensure that at least one staff member is designated to greet job seekers at the door and direct them as needed. This 

person should provide job seekers with a name tag and an information packet, explain how the process will work, 

show them where to wait, invite them to the refreshment table or to the washrooms, and answer any questions. 

 

9. If a large group is expected, consider placing a staff member in the waiting area to casually converse with 

participants.  This not only helps puts participants at ease and provides an opportunity for applicants to ask 

questions about the business; often applicants will disclose valuable information or impressions to others outside of 

the formal interview.   

 

10. Assign a staff member to escort job seekers to the interview room and back to the designated waiting area when the 

interview is complete. This person may also want to gather feedback on the job seeker’s impression of the overall 

experience, including suggestions on how to improve for the next fair.   

 

After the fair: 

 

11. Discuss the candidates for the advertised positions—this may be done the same day, when everyone’s memory is 

fresh, or at a later date when everyone has had time to read their notes and organize their thoughts. 

 

12. Follow-up with all applicants.   A courtesy letter to those who were not extended offers will be much appreciated 

and will reduce the possibility of phone calls inquiring as to the “status” of their applications. 

 

13. Document “lessons learned”—a staff debriefing is useful to gather impressions regarding what worked well and 

what could be improved should another job fair be planned at a later date. Solicit feedback from everyone who was 

involved in the fair. 

 

14. Assign someone to create a “job fair file”—once everyone involved has had a chance to voice their opinion regarding 

the event, the planner should create a file for future job fairs to ensure a smooth and organized experience. 

 

As can be seen, the bulk of the work involved in holding a job fair occurs before the actual fair takes place. Thorough 

planning well in advance ensures that the day of the fair is stress-free and allows employers to focus on finding the 

perfect candidate(s) for their position(s). 



Exhibit 1:  MedExpress Urgent Care Social Media (Facebook) Announcement of Job Fair 

 
 

 

Exhibit 2:  PrimaCare Urgent Care Invitation Flyer to Job Fair 

 



Exhibit 3: FastMed Press Release for Online Jobs Fair 

Online Jobs Fair Announced by FastMed Urgent Care for North Carolina 

September 18, 2012 

State’s Largest Urgent Care Group Hiring 

Doctors, Physician Assistants, Nurses, Patient Services 

 

Clayton, NC (September 18, 2012) – FastMed Urgent Care announced today an online Jobs Fair, where job seekers can learn about 

dozens of open positions for medical doctors (MD), doctors of osteopathy (DO), physician assistants (PA), family nurse practitioners 

(FNP), practicing registered nurses (PRN), and patient services staff, which is part of FastMed’s expansion throughout North 

Carolina.  

The online Jobs Fair dates are scheduled for: 

September 25, 2012 from 12:00 pm to 1:00 pm 

October 2 from 12:00 pm to 1:00 pm 

 

The online Jobs Fair will provide information about open positions at FastMed, urgent care locations in North Carolina, general 

information about what it is like to work on the FastMed team, and a unique live chat session where job seekers can ask questions of 

senior FastMed leaders.  Job seekers should go towww.fastmed.com/jobsfair 10 minutes prior to the start of the event.  Senior 

executives of FastMed will kick off the jobs fair in a live chat format, describing the company, the open positions, and the types of 

people who thrive at FastMed, which will be followed by a questions and answers session. 

 

“FastMed continues to grow and bring our own unique brand of quality, personal healthcare to communities throughout North 

Carolina,” said Jason Williams, MPAS, Ph.D, founder and CEO of FastMed’s Eastern Region.  “As a result we are searching for top 

quality health care clinicians and patient services staff who have a passion for patient-centered care, and we are bringing our dozens 

of open positions directly to the job seekers via our online Jobs Fair.” 

Williams explained that FastMed typically seeks qualified individuals who have demonstrated medical expertise and highly 

developed listening skills.  “We like to carefully listen to our patients, understand their needs, and provide them with exceptional 

medical care in our state-of-the-art facilities,” Williams added.  “All of our doctors, physician assistants, nurse practitioners and 

patient services experts are servant leaders, are compassionate, and always feel they have an obligation to lifelong learning from 

patients as they practice medicine.” 

FastMed started its rapid expansion from the original nine clinics in 2010 to 20 clinics in 2011 and will have 29 clinics by the end of 

2012. Since 2011, FastMed has created more than 200 jobs by hiring highly experienced and patient centered, board-certified MDs, 

FNPs, PAs, medical assistants, x-ray technicians and clinic managers. 

About FastMed Urgent Care: 

FastMed Urgent Care is a North Carolina-based owner and operator of urgent care facilities with locations throughout North 

Carolina and Arizona.  FastMed focuses on the delivery of non-appointment based medicine to the non-emergency patient market. 

The urgent care centers are open 365 days a year and are staffed with experienced and licensed physicians, physician assistants and 

nurse practitioners. For more information, please visit www.fastmed.com. FastMed is managed by an affiliated entity of one of the 

investment funds of the Comvest Group. 

 

About the Comvest Group: 

The Comvest Group, with $1.2 billion of assets under management, provides flexible financing solutions to lower middle-market 

companies through its equity and debt funds, often meeting time-critical and complex funding requirements.  The firm includes 

seasoned, senior level operating executives who partner with managers and owners of companies to operationally improve 

businesses and create long-term value. Since 2000, Comvest has invested more than $1.5 billion of capital in over 105 public and 

private companies.  For more information, please visit www.comvest.com. 

 

Contact: 

Reuel Heyden | Dir. Of Community Relations 

FastMed Urgent Care 

Cell: 919.550.0821x1016 

Email: r.heyden@fastmed.com 
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