
 

 Virtual Career Fair Instructions for the Primary Recruiter 

  1. Go to Georgia Tech Career Buzz- Symplicity to log in.   

2. On the day of the fair, you can get into the fair 60 minutes before the fair starts.   

3. Once you have logged in, go to Events/Career Fairs/Fair and click View Chats.  

4. Confirm your meeting information (update with a new video link if you need to) under Chat 
Instructions.   

5. You can greet students with your profile picture by uploading it under Account/Personal Profile  

6. Set your Status to Online.   

7. Start your video meeting using the video link provided in Chat Instructions and keep your video 
meeting running for the entire length of the fair. Make sure you have two browser windows open 
side by side - one for video meeting and another one for Symplicity, so you can see the timer.   

 

 

8. If your Alternate Chat Instructions include a phone number, make sure to have your phone 
handy if students experience technical difficulties.   

 

 

 



9. When the fair starts, you will see students lining up in your company/organization queue.

10. Select the student at the top of the list, unless the student is already video chatting with another
representative from your company. It may take 30 - 40 seconds for a student to join your video
chat.

11. Select the first available student. If a students’ “start chat” button is greyed out, it could mean one
of two things (1) They have already been invited to chat by another rep in your
company/organization or (2) they are currently chatting with an other company/organization.

12. Once you have started to video chat with a student, watch the timer which will count down
from the maximum time to zero. When time is up, you will see an alert and hear a “ping”
sound.

13. When you are done, click End Chat in Symplicity, and Dismiss Attendee in your video meeting.
This enables you to keep your video meeting running, ensuring no overlap between students.

14. When you have ended your chat with the student, you can make notes about your interaction
with the student.


