
 

MakingMakingMakingMaking a Good Decision a Good Decision a Good Decision a Good Decision 

Finally, all your hard work has paid off and you have received a job offer. After everything 

you have been through, it is tempting to accept the first offer you receive and be done with 

it, but that can be a mistake.  

It is important that you try to wrap up your applications with as many organizations as 

possible before you make a decision, and that you make a decision based on all the factors 

involved. Whether you are evaluating the worth of one offer or comparing several to help 

you make up your mind, it is important that you go through a well thought out process in 

order to make the choice that is best for you.  

 

Receiving the OfferReceiving the OfferReceiving the OfferReceiving the Offer 

Offers are usually made verbally. In most cases, the recruiter or line manager will call you 

to extend an offer. You may be very excited, but remember four things:  

1. Express your interest. Be enthusiastic and professional. This will lay the 

groundwork for a positive discussion if you pursue the position and decide to 

negotiate.  

2. Don’t make a decision on the spot. Even if you know you will accept the 

position, ask for time to consider the offer in order to make an informed 

decision. It gives you bargaining room, it allows you time to think clearly, and it 

is customary. No employer will expect you to accept the job immediately on the 

phone.  

3.  Get the details! It is very important to get detailed information about the offer, 

including all of the aspects below.  

4. Ask for the offer in writing. Tell the employer that you will consider their offer, 

and that you would like to have the written offer and a benefits package mailed 

to you before making a decision. There are a number of reasons why a verbal 

offer can fail to materialize. It is advisable not to accept an offer for permanent 

employment, or decline another, until you have the offer in writing. This may not 

always be possible, so use your best judgment.  



 

 

Important Job Offer DetailsImportant Job Offer DetailsImportant Job Offer DetailsImportant Job Offer Details 

Job ResponsibJob ResponsibJob ResponsibJob Responsibilities ilities ilities ilities  

Many people forget to ask about the specific job responsibilities and the first assignment 

although this is one of the most important aspects of the offer. You might find the 

prospect of working on a particular project or new venture, or with certain individuals at 

the firm, very compelling. Up to this point, the company might have been considering you 

for one of several assignments. What you do for your first assignment could be part of 

your bargaining package.

 

Signing Bonus Signing Bonus Signing Bonus Signing Bonus  

Signing bonuses are one-time monetary awards that are typical to a few career fields, such 

as investment banking, consulting, and marketing, particularly at the graduate level. They 

originated as a means of offering cash for start-up expenses, such as a new wardrobe. 

Signing bonuses have evolved into teasers, as incentives for students to accept one offer 

over another. Because future raises are computed as a percentage of your base, it can be to 

the employer’s advantage to entice you with a signing bonus rather than a higher base 

salary. 

Base Salary Base Salary Base Salary Base Salary  

It is best not to tip your hand here. Your involuntary response might be to say something 

like, “Wow, that’s great!” or “(Gasp!).” Keep your thoughts to yourself, write it down, and 

move on. Some companies use “exploding offers.” If you accept the offer immediately, the 

signing bonus is significantly higher than if you accept the position at a later date. Be pre-

pared to ask for a reasonable time period in which to consider their offer. Know your rights 

in the process. See information produced by the National Association of Colleges and Em-

ployers at www.jobweb.com. 

Relocation Package Relocation Package Relocation Package Relocation Package  

With relocation allowances, make sure you understand what is included: moving 

household goods, house hunting trips, and brokers’ fees are examples (this is especially 

important in New York City). Some firms will offer you temporary housing when you begin 

your job, if a lease or home purchase cannot be finalized on short notice. 

BeneBeneBeneBenefifififits Package ts Package ts Package ts Package  

These are not always negotiable, and are often standard for all employees. However, there 

may be quite a difference from one company to another. Out-of-pocket expenses for 

health care, co-pays, dental and eye care plans, day care, and health club membership, and 



professional association dues, for example, can be worth thousands of dollars. Retirement 

plans, 401K plans, and other pre-tax savings plans can vary greatly.  

 

Starting date Starting date Starting date Starting date     

Many firms recognize that you might want a break after finishing your degree. They may 

want you to start June 1, but if you ask, they often can be very flexible about later start 

dates. Other dates can be established for December graduates. 

 

Deadline Deadline Deadline Deadline     

When a company extends an offer of employment, they should provide a time frame in 

which you need to respond. This is often negotiable; don’t be afraid to ask for more time if 

you need it. If the organization doesn’t give you a deadline, it is still appropriate to keep in 

touch every few weeks while you are making your decision. Let them know that you are still 

enthusiastic about the position they are offering.  

 

Remember that you want to keep all of your options open and provide yourself with as 

many opportunities as possible. Continue to interview with the firms that are of interest to 

you until you have all the information you need to make a final decision.

Evaluating Your OffersEvaluating Your OffersEvaluating Your OffersEvaluating Your Offers 

Salary and benefits are not the only factor you should consider in determining which offer 

to accept. There are many more intangible factors that you should take into account when 

choosing between offers. Sit down with paper and pen and write out the pros and cons of 

each offer. You will want to compare, for example, each job’s degree of challenge, vis-

ibility, advancement opportunity, location, community, and quality of life. Also consider 

each firm’s financial condition, size, growth rate, and position within its industry. The two 

job comparison forms at the end of this chapter can be useful.  

Compare all components to decide how equitable your offers are. Keep in mind that the 

cost of living varies tremendously between cities. There are online resources on the cost of 

living index that allow you to compare salaries in different cities. It is important to conduct 

this kind of analysis before negotiating, especially if you are using other offers as your 

basis for negotiation. This can be a very difficult task for many students and you should 

discuss your opportunities with family members, faculty, staff, and colleagues to get as 

much feedback as possible. But remember, in the end, the decision is yours to make. If you 

feel that one job is for you and the other is not despite its prestige, follow your instinct.  

 



Negotiating your OfferNegotiating your OfferNegotiating your OfferNegotiating your Offer 

Should you negotiate? There is no one right answer for everyone and every situation. 

Generally, bachelor’s level jobs do not have a lot of room for negotiation. At the graduate 

level, you have more flexibility. If the employment offer comes up short of your 

expectations, and your research shows that the offer is below industry standards, you 

might have room to negotiate. If you are ecstatic about the offer, and you are thinking to 

yourself that negotiating is just expected, it might not be the best idea. The window of 

opportunity for negotiating terms is after you have the offer and before you accept the 

position.  

Five Rules of Effective Employment Negotiation Five Rules of Effective Employment Negotiation Five Rules of Effective Employment Negotiation Five Rules of Effective Employment Negotiation  

  

1. Don’t miss the forest for the trees. Don’t become so caught up in the details of 

the position, such as salary and bonus, that you lose sight of the big picture. 

Accept the position that you are really excited about, where the work itself is 

compelling, and where the long-term opportunity is greatest. Time and 

experience have proven that this type of job will reap financial benefits down the 

road; the job that pays a few thousand more to start, but is less exciting to you, 

will not pay off to the same extent in the long run.  

2. Be prepared. Do your homework. Research salaries at similar firms in the same 

job function and the same industry. Talk with classmates and alumni who have 

experience at the same and similar firms. Use the resources in the Career 

Center’s library and online to gather information. You cannot negotiate well if 

you do not have facts at hand. See the resource list at the end of this handout.  

3.  Develop alternatives. Look for the interests behind the positions, and invent 

options based on those interests. Look for shared interests that dovetail. Also 

decide on your BATNA (Best Alternative to a Negotiated Agreement). A BATNA is 

an answer to the question of what you will do if you fail to reach an agreement 

in the negotiation. It provides the standard against which any proposed 

agreement should be measured. Effective negotiation is not an “either/or” 

discussion. Weigh several areas on which you are willing to negotiate. Decide 

what is important to you. For example, a location that affords the life-style you 

love might have a much greater impact on your job satisfaction than an extra 

$4000.  

4.  Determine what the employer wants. You will have difficulty negotiating 

effectively if you approach the discussion from the basis of what you want and 

think you deserve. A much better avenue would be to show the employer how 

meeting your request(s) is in their best interest. What do you bring to the table 

that is worth something to them? Reinforce your interest in their goals, and your 



desire to be part of their team.  

5. Ensure that everyone saves face. Remember that you may be working with these 

professionals in several months. Employers are usually reasonable and willing to 

negotiate with you to the best of their ability. Not all, however, have the leeway 

to negotiate as much as you might want. Some employers, in fact, will negotiate 

less willingly with students who handle the process unprofessionally. If you have 

unreasonable expectations in your requests, if you demonstrate an attitude of 

entitlement, or if you are demanding and un-yielding in your interactions, you 

can pay for it later. Do not earn a bad reputation before you even begin the job. 

And above all, do not present alternatives, such as the promise that you will go 

elsewhere, unless you are ready to follow through with them. Approach 

negotiation with an open mind, and a team spirit: “Let’s discuss what might 

work well for both of us.” Aim for a win-win solution. 

 

Accepting an OfferAccepting an OfferAccepting an OfferAccepting an Offer 

Before accepting an offer, make sure that you have done two things:  

1. Obtain the offer in writing. 

2. Contact all organizations from which you have not received a response.  

 

Accepting an offer is a professional commitment. Make sure you have responses from as 

many organizations as possible before you make a decision. Otherwise, you may end up 

accepting an offer and then finding that a firm you had not heard from wants you to 

interview further. To avoid the temptation of a potentially unethical situation, make sure 

you have as many answers as possible.  

When you make a final decision, notify the employer by phone and follow up with an 

acceptance letter outlining the parameters of the job. Confirm changes to the terms of the 

offer in writing in your acceptance letter. Then, within 24 hours, notify all other employers 

of your decision, and stop all interview activity.  

Protocol for Accepting Offers Protocol for Accepting Offers Protocol for Accepting Offers Protocol for Accepting Offers  

When you accept an offer, you have a professional obligation to work for the employer. 

Reneging on an offer (i.e., accepting an offer and then changing your mind and rejecting it) 

is unacceptable and unprofessional. It reflects poorly on you and the University, and it 

jeopardizes Hopkins’ relationship with the organization. Additionally, recruiters frequently 

talk to each other. If you renege, you hurt your reputation, and you run the risk of having 

your second offer withdrawn because of your unethical behavior.  

The negotiation and acceptance process needs to be handled with care. For some, it can 



be more frustrating and painful than the job search itself. You may consider making an 

appointment with a counselor in the Career Center to help you sort through your options. 

 

The GraduatinThe GraduatinThe GraduatinThe Graduating Class Surveyg Class Surveyg Class Surveyg Class Survey    

In late spring, the Career Center staff will ask that you fill out our annual Graduating Class 

Survey to provide us with in-depth information. This allows us to track employment 

trends, help future students in their career planning, and provide accurate information to 

employers and current students. No students are individually identified in the composite 

survey results, but the compiled information can be a useful tool to students in the 

negotiating process.  

RecommendeRecommendeRecommendeRecommended d d d ReadingReadingReadingReading 

Print Resources Available at the Print Resources Available at the Print Resources Available at the Print Resources Available at the Career Career Career Career Center: Center: Center: Center:  

• NACE Salary Survey, published quarterly by the National Association of Colleges 

and Universities.  

• Knock ‘Em Dead 2003. Martin Yale, Adams Media Corporation, 2002.  

• Negotiating Your Salary: How to Make $1000 a Minute. Jack Chapman, Ten Speed 

Press, 1996.  

• Occupational Outlook Handbook. Bureau of Labor Statistics.  

• The Insider’s Guide to Negotiating Your Salary and Perks, WetFeet Press, 2002.  

• The Power of a Positive No. William Ury, Bantam Books, 2007. 

• The Shadow Negotiation. Deborah M. Kolb and Judith Williams, Simon & Shuster, 

2000.  

• Fearless Negotiating. Michael C. Donaldson, McGraw-Hill, 2007.  

 

 

Other Print Resources: Other Print Resources: Other Print Resources: Other Print Resources:  

• American Almanac of Jobs and Salaries. Avon Books. 

• The Dynamics of Effective Negotiation. Donald B. Sparks, Gulf Publishing 

Company, Houston, 1982.  

• Dynamite Salary Negotiations. Ronald L. Krannich & Caryl Rae Krannich, Impact 

Publications, 1994.  

• Interviewing and Salary Negotiation, Kate Wendleton Career Press, 1999.  

• Getting to Yes: Negotiating Agreement Without Giving In. Roger Fisher and William 

Ury, Penguin Books, 1983.  

• Salary surveys from your professional associations. There are associations for 

virtually every occupation or industry you can imagine. Most of the larger ones 



conduct salary surveys on an annual basis, and this information is available to 

members and, sometimes, in their publications.  

 

Web Resources Web Resources Web Resources Web Resources  

• JobSmart, Links and descriptions to 300 salary surveys. jobstar.org  

• The Occupational Outlook Handbook online.http://stats.bls.gov/oco 

• Bureau of Labor Statistics Employment 

Information.www.bls.gov/bls/proghome.html  

• The Riley Guide’s Salary page. http://www.rileyguide.com/salguides.html#sal 

 



 

NEGOTIATION CHECKLISTNEGOTIATION CHECKLISTNEGOTIATION CHECKLISTNEGOTIATION CHECKLIST    

The following is a list of items that you may be able to negotiate as part of your 

employment package.  Please note that not all employing organizations offer all of the 

following programs, and those that do may not be able to negotiate.  Use your best 

judgment when negotiating. 

 

 Basic Compensation  Basic Compensation  Basic Compensation  Basic Compensation  

• Base salary, sales commission, bonuses  

 Bene Bene Bene Benefifififits ts ts ts  

• Vacation time, sick days, wellness days, COLA (cost-of-living allowance), Insurance: life, 

medical, dental, and disability; Retirement (401K) plan 

 Perquisites  Perquisites  Perquisites  Perquisites  

• Profit sharing  

• Stock options 

• Tuition reimbursement  

• Special training courses 

• Professional and trade-association dues  

• Matching-investment program (401K) 

• Athletic-club membership 

• Consumer-product discounts  

• Company car or travel allowance 

• Dependent care 

 

 Relocation  Relocation  Relocation  Relocation  

• Moving expenses, closing costs, mortgage-rate differential 

• Mortgage-prepayment penalty, real-estate brokerage  

• Trips for your family to look for a home  

• Lodging fees while between homes 

 

 Miscellaneous  Miscellaneous  Miscellaneous  Miscellaneous  



• Annual physical exam 

• Special training courses 

• Mortgage funds 

• Short-term loans 

• Starting date 

• Salary reviews 

• Office space; equipment, administrative and support staff 

• Time for and expenses of attending trade shows and national conferences 

 

Adapted from: Negotiating Your Salary: How to Make $1000 a Minute. Jack Chapman, Ten 

Speed Press, 1996.  

 

 

OFFER COMPARISION CHARTOFFER COMPARISION CHARTOFFER COMPARISION CHARTOFFER COMPARISION CHART 

GRADE GRADE GRADE GRADE  

PRIORITY PRIORITY PRIORITY PRIORITY  Job 1 
 Job 

2   Satisfaction Satisfaction Satisfaction Satisfaction Opportunity to be doing work activities which I am skilled 

in and enjoy.                  Professional Growth Professional Growth Professional Growth Professional Growth Opportunity to expand my skills and become a 

better professional in my field.  
                Growth in Responsibility Growth in Responsibility Growth in Responsibility Growth in Responsibility Opportunity to be promoted or take on larger 

challenges with time.  
                Location Location Location Location Commuting distance and location. Amount of travel required.                  People/Organization Style People/Organization Style People/Organization Style People/Organization Style Can I work with the people? Is the 

organization well  

    managed?  

                



 Compensation Compensation Compensation Compensation Wages, benefits, perks.                 
 

    From: Negotiating Your Salary: How to Make $1000 a Minute. Jack Chapman, Ten Speed 

Press, 1996. 

 

 

JOB COMPARISON FORMJOB COMPARISON FORMJOB COMPARISON FORMJOB COMPARISON FORM 

Instructions: Instructions: Instructions: Instructions:  

• Sample job comparison factors are listed below. You should substitute the factors most 

important to you.  

• Assign a weight to each factor, using a scale of 1-5 with 5 being the highest. These 

weights should indicate how important a factor is to you. For example, salary is very 

important to you so you assign it a 5.  

• Second, rate each organization based on these factors using a rating scale of 1-5 with 5 



being the highest. For example, if an organization only moderately meets your salary 

expectation, assign it a rating of 3.  

• Third, multiply each weighted factor times how you rated each company on that factor. In 

this example, a moderate salary (3) times high importance (5) would equal 15.  

• Last, total each organizations and compare totals to assess job offers. 

 

ORGANIZORGANIZORGANIZORGANIZATIONS ATIONS ATIONS ATIONS   

    

Salary Salary Salary Salary      

BeneBeneBeneBenefifififits ts ts ts      

Location Location Location Location      

Growth Growth Growth Growth      

Travel Travel Travel Travel      

Culture Culture Culture Culture      

Duties Duties Duties Duties      

Other Other Other Other      

TOTAL TOTAL TOTAL TOTAL 

POINTS POINTS POINTS POINTS  

    

 

 

 


