New York Harbor School Internship Fair
February 5, 2008

Staffing Plan:

Set up fair (11:30am): Sharon, Daniela, Murray, Laura Gagne (Perrin Wicks?)

- setting up tables and chairs


- table cloths

- marking tables with organization/company sign

Circulating to chat and problem solve (12:30 on):  Sharon, Jen, Murray

Greet delivery and food set-up: Sharon @12:45

Chaperones:  12th grade advisors, 12:25 depart NYHS with advisories to South Street Seaport Museum via public transportation
Welcome Table (12:45am to 2:00pm):  Daniela, Tara, Laura


-invite representative to set up table with materials and grab lunch


-pass out name tag and marker


-pass out NYHS hat as a gift to each representative from an organization

DISTRIBUTE FOLDERS

-pass out agenda


-pass interview schedule with student names


-pass out selection form


-pass out sample interview questions


-pass out supervisor handbook


-pass out Gift Certificate for Free Sail

Interviews – Sharon organizes, everyone circulates to help (Laura, Daniela, Tara)
Food Clean-up- Daniela and Murray

Student advisor check-ins during off time- Senior Advisors

Intro to NYHS and history: Murray

Supervisor Orientation: Laura

Cleanup: Sharon and Laura

Ordering food, nametags, tables, chairs, and utensils:  Alma

Student interview schedules: Sharon will give copies to advisors, bring copies on 2/5

Folders: Sharon and student workers

Screen, laptop and projector set-up: Laura

