
As DECA members, we know that learning about the job market through interaction with business professionals in our local area is a great way to increase our vocational understanding. If you are seeking a way to learn about the business world, consider hosting a guest speaker on the chapter or state/provincial level. The following are some tips for planning a guest speaker visit at your school.

How Will I Know Where to Find a Guest Speaker?

· Decide what field you would like your guest speaker to be from. Marketing, Management, Entrepreneurship and Finance are just a few fields that may interest you. If you are not sure about the field, ask your classmates for suggestions or do some research. The following has a brief description (www.businessdictionary.com) of the fields listed above. Remember that there are other interesting fields in business that aren’t listed here.

· Marketing: Management process through which goods and services move from concept to the customer
· In this field you will use price, promotion and place to market your product.
· Management: Organization and coordination of the activities of an enterprise in accordance with certain policies and in achievement of clearly defined objectives
· If you like to organize projects and act as a team leader, you might like to pursue a career in management.
· Entrepreneurship: The capacity and willingness to undertake conception, organization and management of a productive venture with all attendant risks, while seeking profit as a reward

· If you are interested in starting your own business, a guest speaker in this field could be beneficial.

· Finance: The science of funds management

· If you are interested in investments and accounting, a guest speaker in this field may interest you.

· Talk to your advisor: Your advisor may know of someone that may be interested in speaking to your class.

· Talk to your parents/family/family friends: If you know someone who works in the field that you are looking for, it might be helpful to ask this person to be a guest speaker. If that specific person does not want to be a guest speaker, perhaps s/he knows someone who might be interested.

· After you have decided what field you would like your guest speaker to be from, you may want to research various companies that have a department in the field that you are looking for. You may want to look at the National Advisory Board, DECA sponsors, on the DECA Web site, http://www.deca.org/nab_index.html, to get some ideas. 

How do I Contact a Potential Speaker?

· After you have selected a company that interests you, it would probably be best to do some background research on the company. When you have a knowledge of the company, this shows a genuine interest when you meet with the company representative.

· If you are looking for a speaker from a large business, corporation or chain you may want to call the local branch of the company. It may be easier to coordinate a visit if the representative lives locally. 

· When contacting the company, be sure to identify yourself. State your name and school and be sure to say that you are representing your local DECA chapter. 

· Remember, the company representative may ask you about your involvement in DECA, so be sure to explain!

· Tip: It may help to write some notes for the phone call. This will help you organize your thoughts and speak clearly, especially if you are feeling nervous.

· When speaking with the company representative, be sure to explain that you are looking for someone from their company to speak with your class. You might want to tell the representative why this company interested you.

· Don’t be disappointed if the representative cannot promise a guest speaker right away. The speaker may have to go through a chain of command or get approval, which can take time.

How Should I Interact with the Speaker on the Big Day?

· Remember to dress your best; you are meeting with a business professional and want to make a good first impression.

· If you are meeting the representative at your school, be sure to be on DECA time (at least ten to fifteen minutes early) and greet the speaker with a smile and professional handshake. The speaker is probably just as nervous as you!

· Introduce the speaker to your class. You should tell his or her name (make sure you can pronounce it correctly), where this person works and his/her job title. You may want to prepare a brief bio about the speaker ahead of time.

· Be sure to listen attentively during the presentation because you will learn a lot; you may want to take notes.  Knowing the details of the presentations will help you identify specific things to mention in your “thank you” note.

· If you have questions, ask! The presenter will probably like to answer questions. This will help you gain a better understanding of the speaker’s everyday job.

· What you may want to ask if not addressed in the presentation:

· What is a typical day in the office like for you?

· What made you choose this career?

· What is the biggest obstacle you’ve overcome in your professional life?

· What is your favorite and least favorite part of your everyday job?

· If there were one thing you could add to/take away from your job, what would it be?

· What is the most important lesson you’ve learned in your job?

· After the presentation is done, be sure to thank the speaker for his/her time. You may want to ask for a business card if you would like to learn more or keep in touch.

After the Presentation:

· Be sure to send a thank you note to the guest speaker. There are several things you may want to include in the note:

· Something you found interesting about the presentation

· Something you learned and how this person has helped you gain a better understanding of the career field

· If the individual has given you a business card and you would like to stay in touch, be sure to follow up!

Five Things You Will Learn from a Guest Speaker.

1. You will gain a better understanding about a particular career field

2. You will see the importance of networking, and have a chance to practice your networking skills.

3. You will receive valuable advice from local business professionals

4. You will have the chance to learn about job and internship opportunities.

5. You will learn how to interact with adults and business professionals.
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