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Evaluating and Negotiating Job Offers

Congratulations!  You have been offered the position.  It may seem like the hard par t is over, but it is still impor tant to read 

the offer carefully and consider your value as well as your long-ter m career goals.  Note that the items and resources 

below do not apply to all job offers.  Get advice from your mentors and knowledgeable colleagues about how to approach 

any negotiation – the potential employer also has the option of withdrawing an offer if your ter ms seem out of the bounds 

for the position or untenable for the organization.  Evaluate the entire offer…not just the salar y! 

Professional Development  

Annual financial contr ibution, conference attendance, professional membership, cer tifications/trainings available

Education Benefits  
Tuition reimbursement or financial help for college for your children/family members

Flexible Work Schedules/Telecommute
Flexible wor k schedules or oppor tunities to telecommute

Paid Time Off 
How do they calculate paid time off, sick vs. vacation and days the organization is closed?  Is it “use it or lose it”?  

Do they cover pater nity/mater nity leave?  

Retirement Contribution  
Types of plans, minimum/maximum contr ibution, time to being vested, company match/contr ibution
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Healthcare Coverage  
Monthly co-pays, types of coverage

http://www.jhsph.edu/sebin/g/i/salarynegotiate.pdf
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Job Offer Evaluation/Negotiation Worksheet - Continued

My Current Offer / Job Information My Needs

Retirement Contribution1 Retirement Options: My Retirement Needs:

Healthcare Coverage2 Co-pay coverage: Does the healthcare meet my needs?

Professional Development

http://www.columbia.edu/cu/tat/pdfs/negotiating.pdf
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How to Negotiate

1.

Have an action plan BEFORE  

you star t negotiating.

2.

Don’t fixate on one por tion.  

If the employer states salar y is less 

flexible, negotiate other benefits.

3.

Get ever ything in wr iting.

4.
Use professional language and maintain composure through all communication – practice with someone 

verbally or have a tr usted colleague read wr itten communication before sending to ensure tone/goal are 

appropr iate. If you cannot reach a mutual agreement, you have the option to reject the offer. 

5. Do not feel pressure to accept an offer if the compensation package does not reflect your wor th and meet  

your needs.

View sample acceptance, withdrawal and29.jection letters

https://studentaffairs.stanford.edu/sites/default/files/cdc/files/CPH11-12_JobOffers_57-62.pdf
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