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There is not a “right” way to go about handling multiple potential job offers. However, there are
several guidelines you should ALWAYS follow in this type of situation. Be sure to speak with a
career advisor fo discuss your unique situation and how best to handle it!

SALARY /OFFER NEGOTIATION

»r

DECIDING BETWEEN MORE THAN ONE OPPORTUNITY:

Do not accept any job verbally right away —even if you are very excited about the role. It
is completely fine (and normal) to ask for time to consider the offer.

Ask for a specific date on which they need an answer from you—or give your own
specific date if you know when you will be interviewing with or hearing back from your
preferred company.

Don’t wait until the last minute to ask for more time and be sure to provide a concrete
reason. Let them know you do not have enough information to make a well-informed
decision yet.

Call your contact at your preferred company and explain the situation.

Mention the other job title you've been offered, but not the names of other organizations.
Reiterate to your preferred company that you are excited about the role, and ask where
they are at in their hiring timeline or decision-making process.

Don't burn bridges! You never know when you will come into contact with a company or
hiring manager in the future.
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NEGOTIATING SALARY:
o Research the Company and Job Title:

o

Before the interview, learn about the company's salary ranges and benefits as well
as industry salary ranges. Utilize Salary.com and Glassdoor.com. You also may
find it helpful to do informational interviews with people in the industry—be sure to
ask general questions, not specifically about their individual salary and benefits.
Talk to your Career Coach as welll

« Don't Ask about Salary and Benefits Too Early:

o

Wait until you know there is a verbal offer, or until you are at the end of the final
inferview to ask about salary and benefits. Don't fall for the “salary requirements”
trap! If they ask you for a range, you can turn the question back to them and ask
what range they are planning on for this role. You could
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also tell them that you are really just looking for the right
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SALARY /OFFER NEGOTIATION

opportunity at this point, and that salary can be discussed at a later point in the
process. If they still push for a range, leverage your research to talk industry-
standard ranges, not specific numbers.

o Negotiate Extras:

o If the employer can't offer you the salary you want, think about other valuable
options that might not cost as much, such as relocation and bonuses. You could
ask the employer to give you a performance review after six months for a potential
raise or bonus. This shows confidence in your abilities and what you are going to
bring to their organization.

ACCEPTING AN OFFER:

o Accept verbally (not right away!), but also get an offer in writing and respond in writing.

« Inform everyone who has been a part of your hiring process that you are taking the
position.

¢ When you accept, discontinue your job search and cancel any upcoming interviews with
other companies through a phone call and an email.

« Send a thank you note to your main contact and ask about the next steps in the
onboarding process. Also send thank you notes to any contacts that may have helped you
in the process.
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DECLINING AN OFFER:

« Be sure to speak with someone voice-fo-voice rather than just leaving a voicemail or only
sending an email.

« Decline the offer as soon as you have made a decision.

« Be honest, but professional when providing your reason for declining.




