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Most job seekers feel anxious, embarrassed and uncomfortable when the time comes to discuss salaries.
Advice such as “Never bring up the issue of salary; let the interviewer say it first," rarely helps if you don't
have any idea of how to respond when the topic does come up. This handout gives you some basic
information about negotiating salaries and benefits as part of your job search.

IMPORTANT PRINCIPLES OF SALARY NEGOTIATION

Many new college grads only have a vague idea of what they want and need in terms of the money they will earn with

their first job. Below are some tips that you should keep in mind.

Plan ahead

e Before the interview, research the company'’s salary ranges and benefits using the resources listed in this handout.

Think about what you want from the job, both salary and benefits.

Don't offer the employer a salary -Never lie about your salary history

e If an employer asks you what type of salary you are looking for, be vague with your response. Say something like “l am

seeking a competitive offer but salary is not what is most important to me”

Don't agree too quickly. Always ask for your offer in writing.

e The employer may offer the job and salary simultaneously. Never say yes right away. Instead, tell them that you will

think about the offer and will get back to them within a certain time frame.

Do your homework

e The best way to know what you should be making is to see what others in your position make. You can also check with

trade associations or browse through other job postings to see how your salary compares to others.

Don't get personal
e The employer doesn't care about student loans or what your friends are making. Your salary will be based on the
employers assessment of 3 things:
1. Your ability to get the job done
2. The organization's budget

3. Market rates for your job
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ARE SALARIES REALL NEGOTIABLE?

After you recei e your job offer, you are welcome to ask the employer if they ha e flexibility to iscuss other parts of the
offer, inclu ing benefitsora itional forms of compensation from salary to relocation expenses. If the salary is slightly
lower than your expectations:

e Wea ise against accepting an offer in the inter iew orimme iately when it is offere . Express your strong interest,
but state that you woul like to think o er the ecision. Tell the employer when you expect to contact him her with
your ecision.

e Besureto e aluate the entire offer before making a final ecision about whether the salary is too low.

e Ifyou eci e tonegotiate the salary, it is necessary to back up your request to support why you are worth more than
the offer — use points such as your pre ious experience that pro i ee i ence of what you bring to the company, as
well as cost of li ing concerns for specific geographic regions.

¢ Engage in negotiations on factors that are truly important to you. Be sure to know what you want to negotiate before
you start talking. Once that iscussionisresol e ,en the iscussionan take time to make your ecision.

e Don't go back for repeate negotiations. Be prepare the first time you talk.

HOW CAN | FIND O T THE MARKET RATE SALAR RANGE?

Below are a number of online resources fori entifying expecte salary an benefits. We encourage you to use them to
create an expecte salary range. Research Salary A erages & Ranges:
e NACE Salary Calculator

e Payscale

e Salary.com Benefits Wizar

e Employee Total Compensation Calculator

OTHER RESO RCES

Use job listings which in icate salaries for relate positions.

e Ask your frien s, networking contacts, an other job seekers.

e Contact professional associations in your fiel of interest.

e Explore salary resources of the chamber of commerce in your region.

¢ Call employment agencies or executi e search firms.
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https://www.jobsearchintelligence.com/etc/jobseekers/salary-calculator.php
https://www.payscale.com/my/survey/choose
https://www.salary.com/research/benefits-calculator
https://www.salary.com/research/benefits-calculator
https://www.calcxml.com/calculators/total-compensation
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EVALUA ING O AL OMPENSA ION

In addition to salary, take into onsideration the em loyee benefit lan when evaluating an offer made by a om any. In
today’s job market many em loyee benefits are onsidered standard they ome with the job and are not subje t to
negotiation. However, an in reasing number of em loyers are offering flexible benefit a kages, whi h allow em loyees

avariety of hoi es regarding their benefits.

Mos en ry-level employees can expec a basic benefi package consis ing of:

e Health insuran e

e Dentalinsuran e
¢ Disability insuran e
e Lifeinsuran e

e Paidva ation time
e Paidsi k leave

e Paid holidays

A more comprehensive benefi package migh include some or all of he following:

e Bonuses Child and day- are servi es elo ation ayments

e Com any ar e etirement lans

e Cost-of-living adjustments e Savings lans

e Desirable offi e Edu ation and training rograms * S eialequi ment(ie.la to om uter)
e Ex ensea ounts e Sto kO tions

e Flexible work s hedule * Su lementary ay lans

e Parental leave Parking e Termination agreement (severan e ay)
e Professional membershi dues e Un aid leave time

e Profit sharing lans
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HOW CAN | HANDLE QUESTIONS ABOUT SALARY DURING AN
INTERVIEW?

o If asked, "What are your salary requirements?” summarize the requirements of the position as you understand them,
and then ask the interviewer for the normal salary range in the company for that type of position.

e If asked, “How much did you earn on your last job?” tell the interviewer that you would prefer learning more about the
current position before you discuss compensation, and that you are confident you will be able to reach a mutual
agreement about salary at that time. Comparisons to your current or past salary are irrelevant and should be avoided.
Your focus should be on the benefits you'll bring in the future, rather than on your past salary, which may not have
reflected your true market value.

e If told, “The salary range for this position is $30,000 to $34,000, is that what you were e pecting?” Tell the
interviewer that it does come near what you were e pecting, and then offer a range which places the top of the
employer's range into the bottom of your range (i.e., | was thinking in terms of $34,000 to $38,000). Be sure that the
range you were thinking about is consistent with what you learned about market rate for that position.

e If told, “The salary is $2500 per month,” try not to look e cited or disappointed. Simply repeat the salary, look up as
though you were thinking about it, and pause. Don't worry about the silence; give the employer an opportunity to

increase the offer.

HOW DO | HANDLE MULTIPLE OFFERS?

“I have received an offer, but | am still waiting on another. What should | do?”

e sk for more time. It's appropriate to let the employer know that you are waiting on another offer, and ask how long
they are willing to wait for an answer. sk for more time and get the offer in writing. Employers are e pected to give
you due diligence to make a decision. Take time to think about opportunities before deciding.

e Contact the other employer. Inform them of the situation and see if they can speed up their process or let you know

where you stand. Don’t burn br dges!
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ACCEPT NG THE OFFER

Trust your instincts.

Once you h ve done yourrese rch nd ssessed the opportunity objectively, you will be ble to trust your instincts nd

intuition tom ke good decision.

Accept the right offer for you!

Not the offer th tis right for your p rents, your friends, or your professors. Accept the job offer th t m kes sense for
YOU!

Convey your acceptance, your thanks and your excitement about getting started.
Sign nd return the offer letter, or write n ccept nce letter/fem il. Specify the job you re ccepting ndthe n me of

your supervisor. Also, confirm your st rtings | ry, b sic job responsibilities, nd the d te you will st rt work.
Celebrate & let people know!

Too often, we forget to recognize our ccomplishments. Getting new jobis n ccomplishment worth celebr ting. H ve

some fun. M ke sure you remove yourself decline other offers nd remove yourself from other

Ad pted with permission from Princeton University C reer Services & University of Tex s t Austin — College of Communic tion
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