Job Offer Evaluation and Salary Negotiation
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	Note to the Facilitator:

Handouts are provided for your use in helping participants develop resources to help them evaluate benefits, conduct salary research, identify a salary range, determine the impact that cost of living has on salary by geographic area, and evaluate multiple job offers.

You can further customize this class by accessing the Internet and demonstrating how to utilize appropriate Web sites and how to fill out handouts, either via projected image on a screen or individual work on PCs located on participants’ desks, if available.

References are made to other classes available within the CRMC that participants should attend to develop appropriate job-search skills and associated resources. Refer participants to these classes as prompted and provide a copy of the latest schedule of classes.

Remind participants that attending these classes will positively impact their job-search success and possibly result in a higher starting salary. 



	Goals and Objectives
At the conclusion of this module, participants will have: 

· Acquired research tools to evaluate pay and benefits for a job

· Come to understand the impact that cost-of-living has on salary by geographic area of the country

· Learned what topics to consider and how to effectively use resources to evaluate job offers 

· Learned how to leverage salary research information during salary negotiations

· Addressed strategies to maximize the first year of employment
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Content Topics
· Job Offer Evaluation and Salary Negotiation

· The Five-Step Process

· Consider the Position

· Consider the Organization

· Consider the Supervisor and Co-Workers

· Evaluate Benefits

· Evaluate the Salary Offer

· Using the Salary Grid

· Labor Market Considerations

· Cost-of-Living Considerations

· Salary Negotiation

· Multiple Job Offer Evaluation Form

· First Impressions and Performance on the Job


	Participant Handouts
· How to Use the Salary.com Web site to Estimate Benefits 
· Multiple Job Offer Evaluation Worksheet (blank)

· Multiple Job Offer Evaluation Worksheet (filled out)

· Blank Salary Grid

· Filled-Out Salary Grid

· Cost-of-Living Calculator Example
· Schedule of CRMC Workshops*

*Developed and maintained locally


	Facilitator’s Tools

· Chart paper
· Markers
Optional Tools
· Computer with Internet access and projector to demonstrate the Salary.com, CareerOneStop, and Sperling’s Best Places Web sites

· Participant handouts


	Slide 1: Introduction and Learning Objectives
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	Focus: Introduce the topic

Every aspect of the job search to this point has been about demonstrating your qualifications to a potential employer.  
If you have taken the résumé-writing and interviewing classes, this process has been described as being similar to preparing for a “test,” and that the better you prepare, the better the “grade” you will get.
If you haven’t taken these classes, here is the Schedule of CRMC Workshops. 


[image: image4.wmf]Provide the Schedule of CRMC Workshops handout.
Taking these classes will help you tremendously in preparing for your job search, leading to ultimate success.

If you approached demonstrating your qualifications to an employer like you would in preparing for a test, the “grade” received is one or more job offers, among which will be better jobs, better places to work, and better benefits, and – most likely – a higher starting salary offer. 
Why would this be the so? Because a quality product (you) costs more. In your case, the better you look, the more an employer is going to offer to get you.

In today’s class, we will:
· Learn how to evaluate job offers, making sure you consider a number of factors before deciding to accept or reject the offer

· Learn how to conduct research to evaluate pay and benefits for a job offer in the geographic area of the country where the job is located

· Determine the effect that cost-of-living has on salary by geographic area of the country

· Learn how to effectively use salary research information to deal with salary questions from the employer

· Learn how to negotiate salary so you get the best salary offer 

· Become aware of what to do and what to avoid in order to make the best impression you can during your first year on the job

[image: image5.wmf] Next slide




	Slide 2: The Initial Job Offer
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	Focus: How to handle the initial job offer from the employer
Let’s look at a scenario that many of you might experience.
A few days have passed since your most recent job interview. You had another job interview a week before, and have two more job interviews scheduled for later in the month. You’re feeling good about the time and energy you put into attending the job-search, résumé-writing, and cover letter-writing, and interviewing classes offered by the CRMC over the past few months. You feel confident about your job-search skills, realizing that all this hard work is paying off.  

You’re very interested in two of these jobs, while not so sure about the other two. Your cell phone rings early one afternoon.  It’s the person who interviewed you for a job a few days ago. He asks how you are and whether you have a few minutes to talk.  You say “yes” – and he offers you the job.


          Ask participants: “What do you do?”
Looks like some of you might accept the job offer, while most others aren’t sure and would like some time to think about it, for a number of reasons.

Unless you know for sure that this is the job you want, or are in a position where you have to accept the first offer you get, it’s a good idea to ask for some time to think about it.  
How much time should you ask for? Most employers will allow at least a few days and upwards of two weeks for you to consider the offer and give them a decision.  

Now that we have some time to think about this job offer, what do we do next?
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	Slide 3: Taking Stock of Other Job Applications
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	Focus: Updating the status of other jobs you have applied to and interviewed for
Remember the other jobs that our job seeker in the example is interested in?  Let’s review his situation.
He has three other potential job offers: one job for which he interviewed but does not know the status of the selection process, and two other job interviews scheduled for later in the month.
One of the first things you will want to do when evaluating a job offer is to take stock of other job applications. Check to see where you stand in the screening process for other jobs you have applied to, trying, if possible, to speed up the screening process.  Here are some options: 
· Call the interviewer from the recent job interview to try to get a final decision.
· Try to schedule the other two interviews sooner so a hiring decision can be made on each before accepting or rejecting the job offer just received.
· Consider which of the jobs applied for are truly of interest.
· Decide whether the offer presented is at all desirable. If not, turn it down. 

· Decide is the offer presented is highly desired. If so, accept the job.
I’ll show you a resource near the end of class that you can use to evaluate multiple job offers. But let’s talk first about a process you can use to assess whether or not to accept a single job offer. 
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	Slide 4: Evaluating a Job Offer: The Five-Step Process
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	Focus: Introduction of the five-step process
You have some time to evaluate the first job offer, and now you need to check up on the status of the other jobs you have applied to, but…

           Ask participants: “How do you evaluate a job offer? If anyone has done so in the past, would you like to share your ideas and experience?”
Thanks for providing those answers and good suggestions. Let me show you a five-step process you can use to organize your thoughts and successfully evaluate a job offer:
· First, consider the position.
· Second, consider the company or organization. 
· Third, consider your supervisor and the employees you will be working with.  
· Fourth, evaluate the benefits.  
· Fifth, evaluate the salary offer.
Let’s go over these steps, one at a time.
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	Slide 5: Step 1: Consider the Position
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	Focus: Evaluating the job itself 

Step 1: Consider the position. Check to see if the job and its duties, tasks, and responsibilities are a good match for you, specifically:

· If you like the work.
· If the work tasks are too challenging, too boring, or too easy. 
· If the work schedule is a good match, considering other life roles and family obligations that are important to you.
  [image: image13.wmf] Next slide




	Slide 6: Step 2: Consider the Organization
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	Focus: Evaluating the place where you will work 

Step 2: Consider the organization. Try to answer these specific questions:

· Do you like and respect the organization?

· Does it have a good reputation with its customers and in the community?

· Are there any problems the organization is facing regarding lawsuits, complaints, or compliance with rules and regulations?
Use the answers to determine whether you want to belong to this organization.
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	Slide 7: Step 3: Consider the Supervisor and Co-workers
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	Focus: Considering who you will work for and with
Step 3: Consider the supervisor and co-workers 
· Take a hard look at who your supervisor will be.
· What is his or her management style, and can you adapt to it?

· Take a hard look at the people you will work with.
· Check out the personalities and chemistry among other workers.
· Do you “fit in” with other employees? 

· Do they display the same work ethic you are used to or expect?

· Talk to people who work in the organization or who have worked there in the past to gain better, more personal insight into all of the above. 
This is important because Marines are used to very high standards of personal and professional performance.

If the organization doesn’t measure up to the high standards you are used to and expect, you could be very disappointed and frustrated shortly after taking the job. 
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	Slide 8: Step 4: Evaluate the Benefits
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	Focus: Determining what benefits you need, then evaluating them
Step 4: Evaluate the benefits. Be sure to thoroughly evaluate the benefits offered as part of the total compensation package. 
What does “total compensation package” mean and why is it important? 

Benefits are a critical part of compensation for work, but many job

seekers fail to identify the benefits they need and to evaluate what employers pay to provide them.

This is really important for many of you because the military has provided health insurance, housing, and subsistence benefits and allowances, which you will no longer receive after leaving active duty.  
Some of these benefits might not be provided by civilian employers at all or to the same degree as you are used to, but you still need them. If the employer offering you this job doesn’t provide them, who pays for them? YOU!
Determine which of the following benefits you need, then ask the

employer which ones they offer: 
· Health, dental, and life insurance
· Bonuses and profit sharing

· Retirement contributions or pension plan
· Tuition reimbursement for further education and training (e.g., college degree or professional certification)
· Professional development that the employer will pay for, such as attendance at conferences, seminars, and workshops

· Reimbursement of dues for professional association memberships

· Uniform allowances or reimbursement for cleaning or replacement of uniforms and work clothes

· Allowance or reimbursement for equipment or tools

· Child-care benefits

· Annual, personal, sick, and other types of paid leave
· Vacation, holidays, and other paid days off
· Flex-time opportunities
This information will help you more fully evaluate the job offer because looking at salary alone misses what benefits add to the total compensation package.  
Is there a way to know or estimate how much benefits add to salary?
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	Slide 9: How to Estimate Benefits
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Note to the facilitator:
If a computer with Internet access, a projector, and a screen are available, you can customize this class and further demonstrate the information in the handout. 

	Focus: Estimating benefits as part of the total compensation package
The best, sure-fire way to assign a dollar value to total benefits offered by an employer is to ask the human resources or personnel department.

In case the employer can’t or won’t provide this information, there is a really good, easy-to-use resource available to arrive at a ballpark figure: the Salary.com Web site. This handout can help you use it.
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[image: image23.wmf]Provide the How to Use the Salary.com Web Site to Estimate Benefits handout.
Let’s go over this handout to see how to obtain an estimated value of benefits and then, when added to the starting salary, how it affects the total compensation package.
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	Slide 10: Step 5: Evaluate the Salary Offer
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	Focus: Evaluating a salary offer, starting with possible responses to an employer’s request to name a figure
Now that we have a good idea of what the value of benefits adds to the total compensation package, let’s look at how to evaluate the salary offer.

When a job offer is made, an employer will often ask you what your salary requirements are instead of telling you what the salary is. If possible, it’s a good idea to let the employer name a salary figure first.

How do you avoid naming a salary figure in an attempt to get the employer to do so first?  
If asked to provide a salary figure, try to deflect the question back to the employer by offering one of the following responses:

· My salary requirements are flexible.
· My salary requirements are negotiable.
· I would like to be paid in line with what other workers in the company who have similar qualifications receive.
· Ask, “What salary figure or range do you have in mind?”
If the employer insists that you provide a salary figure, provide a reasonable two-figure range (lowest to highest) instead, which will leave you room to negotiate upward.

Let me show you how to come up with a salary range that you can reference when answering the employer and evaluating the salary offer.
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	Slide 11: Creating a “Salary Grid”
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Note to the facilitator:
Demonstrate how to fill out the Blank Salary Grid, using the Filled-Out Salary Grid as an example.

If a computer with Internet access, a projector, and a screen are available, you can customize this class and further demonstrate the information in the handout. 


	Focus: Researching salary information to create a “salary grid”
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[image: image30.wmf]Provide the Blank Salary Grid and Filled-Out Salary Grid handouts. 

As you can see, this is a very good way to come up with information to help you assess whether the salary offer is in line with what the labor market typically pays.
Use the low and high figures in the salary grid for your personal salary range. When the employer makes a salary offer, you’ll be able to tell where it fits on the grid and determine whether to accept or reject the offer, or to negotiate accordingly. 

“Negotiate accordingly”? You might be wondering how to negotiate salary. We’ll go over salary negotiation in a bit. First, there is one final topic to cover in evaluating a salary offer, and that is the effect that the cost-of-living in the area will have on your take-home pay.
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	Slide 12: Cost-of-Living Considerations 
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Note to the facilitator: 

Demonstrate how to evaluate the effect that cost of living has on salary by using the Cost-of-Living Calculator Example handout.

If a computer with Internet access, a projector, and a screen are available, you can customize this class and further demonstrate the information in the handout. 


	Focus: The effect that cost-of-living can have on net take-home pay
To see the effect that cost of living in an area has on pay, visit the Sperling’s Best Places Web site at www.bestplaces.net/.
Let’s look at an example of how to use the Web site.
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[image: image35.wmf]Provide the Cost-of-Living Calculator Example handout. 

We’ll use the Police Patrol Officer job title from the previous Filled-Out Salary Grid example, with $40,000 as a starting salary offer.  
We’ll need a comparison city to use to assess the effect that cost-of-living has on the salary offer in the Tampa/St. Petersburg/ Clearwater area. Let’s use Pittsburgh, Pennsylvania. Of course, you’ll use the city where the job would be located.
You can see in our example that it’s cheaper to live in Pittsburgh than Tampa/St. Pete and, as a result, your $40,000 salary goes farther. Now, if you reverse the analysis, you’ll see that it’s more expensive to live in Tampa/St. Pete than Pittsburgh, and your salary won’t go as far.
If this is the case, and you want or need to make more money to maintain a certain standard of living, you might want to negotiate for a higher salary offer to make up the difference.

How do you approach salary negotiation with an employer?
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	Slide 13: Salary Negotiation
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	Focus: Negotiating salary with an employer
First, we mentioned that it’s important to get the employer to mention a figure first, if possible, so that you can compare it to the information on your salary grid.

Employers expect job seekers to negotiate salary, so if you aren’t happy with the offer, it’s okay to negotiate. Just be sure to maintain a professional demeanor and do not express displeasure with the initial salary offer in a rude or tactless way. Simply state that you have another figure in mind and would like to discuss any flexibility the employer might have in raising the offer.

Use the Highest desired salary: $ or the Highest expected salary per labor market: $ from your salary grid to identify a salary figure to propose to the employer as a counteroffer.  

There are many possible scenarios for how salary negotiation can play out. We’ll go over the responses you are most likely to receive from an employer, and recommended responses from you.

“We can’t afford to pay that much.”

· Sample response: “I have a lot to bring to this position: education, experience, and commitment to performance. I know that in a short time my efforts will be well worth the investment. I also know that other organizations pay this amount for similar positions.”

 “We don’t pay that much to other employees here with the same job.”

· Sample response: “I’m not sure if I understand how your compensation system works. I thought I would be paid based on performance, not on what others in the organization make. Besides, I’m sure you’ll agree that my skills, abilities, past performance, and future potential warrant comparable compensation.”

 “Your salary history doesn’t justify this large of a salary.”

· Sample response: “I’m not sure how my past salary figures relate to my work here. I assumed I would be fairly compensated for my performance. Looking at the duties and responsibilities of the position, and adding in my education and experience, I believe that $xx,xxx is quite reasonable. Wouldn’t you agree?”
[image: image38.wmf] Next slide



	Slide 14: Negotiating Benefits and Salary Reviews 
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	Focus: Negotiating other types of compensation and future salary reviews
You can negotiate benefits in addition to salary, especially if the employer is set on a certain salary and doesn’t appear to want to negotiate. These benefits can include many of the ones mentioned previously or others, such as:

· Expense account

· Company vehicle

· Office location

· Computer

· Fitness club membership

· Relocation expenses

· Meal plans

· Dry-cleaning services
You can also negotiate performance evaluations for pay raises and salary reviews. For example, company policy might be to conduct performance evaluations with recommendations for salary increase every 12 months. 

While negotiating, you could convince an employer to conduct performance evaluations earlier and/or more frequently, such as at the three-, four-, or six-month mark, with the possibility of getting a pay raise much sooner based on excellent performance.

One final tip: Try to get the final salary offer in writing, especially if you negotiated a higher starting salary than originally offered. This protects you should the employer forget the negotiation and its outcome.
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	Slide 15: Evaluating Multiple Job Offers
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Note to the facilitator:
Demonstrate how to fill out the Multiple Job Offer Evaluation Worksheet (blank) and Multiple Job Offer Evaluation Worksheet (filled out) handouts.

If a computer with Internet access, a projector, and a screen are available, you can customize this class and further demonstrate the information in the handout.  


	Focus: Evaluating multiple job offers using the Multiple Job Offer Evaluation Worksheet
In Slide 3: Taking Stock of Other Job Applications, I mentioned a resource that we would discuss towards the end of class, which you can use to evaluate multiple job offers.

These two Multiple Job Offer Evaluation Worksheets, one blank and the other a filled-out example, can help you identify important things to consider when deciding among more than one job offer.
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[image: image44.wmf]Provide the Multiple Job Offer Evaluation Worksheet (blank) and Multiple Job Offer Evaluation Worksheet (filled out) handouts. 

Be sure to follow the procedures identified previously to evaluate each job offer before using the Multiple Job Offer Evaluation Worksheet. We’ll continue to use our Police Officer job offer example for the filled-out worksheet.
Put both sheets in front of you so that we can go over them in detail.
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	Slide 16: First Impressions and Performance on the Job
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	Focus: Creating the best first impression during the first month on the job, and the importance of excellent job performance during the first year 
Those of you who attended the Interview Techniques class might remember the phrases “First impressions are lasting impressions” and “You never get a second chance to make a first impression.”
In the class we also talked about the excellent, impeccable impression Marines make in their appearance, conduct, and work performance.  

It’s no different in the civilian world, so Marines are well positioned to make the best impression a new employee can, through superior attitude, motivation, and performance.

Continue to make a favorable impression on the job by documenting your work and performance and keeping your supervisor aware of the following:

· Achievements, such as increased profit, money saved, and reduced errors
· Problems addressed and resolved

· New programs developed or initiatives taken
· Additional duties or responsibilities taken on, beyond those relating to your job description

Keep such achievements in mind after you begin work in order to maximize future promotional and pay-raise opportunities.
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	Slide 17: Danger Areas
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	Focus: What to avoid at work that could create a poor impression and develop a poor reputation

          Ask participants: “Are there some things you should AVOID doing or be careful of during your first year on the job so that you don’t create a poor impression?”

Sounds like this group is well informed about what to be careful of doing in order to avoid making a poor impression on the job.

Let’s sum up our discussion:

· Be careful of and pay attention to office politics, which can be significantly different from what you experienced on active duty.
· Avoid problem employees; instead, learn who the rising stars in the organization are – those who could positively influence your reputation.
· Watch out for the following:

· Spreading or participating in rumors
· Talking negatively about a boss or supervisor
· Not being a team player by competing for power with other employees
· Overcommitting and not being able to honor promises
· Being passive-aggressive or failing to be honest and consistent when communicating with co-workers

· Not admitting to mistakes
· Failing to clear up misperceptions
· Using profanity in the workplace
· Not effectively managing moods
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	Slide 18: Summary and Lessons Learned
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	Focus: Wrap-up

Let’s take a moment to review what we have accomplished today. We:

· Learned how to effectively use resources to evaluate job offers.
· Gained an awareness of factors to consider when accepting or rejecting a job offer.
· Learned how to conduct research to evaluate pay and benefits for a job offer in the geographic area of the country in which the job is located.
· Learned how to determine the effect that cost of living has on salary by geographic area of the country.
· Gained insight into how to conduct salary negotiations.
· Became aware of what to do and what to avoid in order to make the best impression during the first year on the job.
Please take a moment to list three things you learned in this module that will make your job offer evaluation and salary negotiation efforts more productive and successful.

END OF MODULE
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