How to Respond to a Job Offer

The culmination of your successful job search comes when you receive a job offer from the
employer. Although it is tempting to immediately accept a job offer, it is important thatyou
give thought to your decision before you answer. There are many factors to consider when
assessing whether to accept or not accept the offer.

Evaluating the job offer
Salary and benefits The company

When the employer makes the job offer, the employer will provide you ~ Before you accept the job offer, you need to be -
with information about your salary and the benefits that the company  confident that the company is a good place for you '«-" ]
offers. You need to do some research before you can determine if the  to work. Factors to consider are:
salary that is offered is fair and consistent. The following JobSearch = How stable is the company?

Guides will assist you in making this determination: « Is the product or service that it provides in
o What Are Your Salary Needs? demand and will continue to be in demand?
»  What Are Employee Benefits? +  What is the company’s philosophy and attitude toward employees?
»  How to Negotiate a Fair Salary Is there high turn-over of employees?
The job

Unless you are being hired to do the exact job that you did previously, it is important that you determine if the job is appropriate for you. Trying
to assess whether or not you will like the new job is not easy. Here are some questions to ask yourself:

+  Does the job match my interests and make use of my skills? Review the job duties and the description that was provided at the job interview.
«  How important is the job to the company?

« Am comfortable with the job schedule? If I am required to travel or work split schedules, will this interfere with my personal life?

« How long do people tend to stay with the company? High turn-over may signal low morale.

Size and age of the company
How will the size of the company affect you?
+  Large firms usually offer more training, varied career paths, managerial advancement and employee benefits than do smaller companies.
+  Small companies give employees more responsibility, a closer relationship to management and the chance to participate in company decisions.

How long has the company been in business? New businesses have a high failure rate. Working for a new company, however, can be exciting
because you are contributing to the creation of a new business. If the new business is a success, you also have an opportunity to share in the
financial rewards. If you are not a risk taker, seek work at established, successful companies.

Your boss and co-workers
_ Hopefully during the interviewing process you had an opportunity to spend time with your immediate supervisor and to
| visit the work site. If you didn’t, ask to interview this person before you make your decision to accept the job. Also, ask
| if you can observe and talk with potential co-workers.

o Ask yourself:

«  Can I be happy working for this individual? Is the chemistry good between us?
«  How does the supervisor treat and interact with co-workers?

«  How do co-workers interact? Do they appear to have a good relationship with each other?

«  Can you see yourself fitting in with your potential co-workers?

Where is the job located?
If the job is located in another part of the country, you need to consider the cost of living, availability of housing and
transportation and the quality of education and recreation in the area. Review the JobSearch Guide How to Relocate to
Another Community.

If the job is local, you need to assess the time and cost of commuting.
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When a job offer is made
Since most job offers are made over the telephone, it is important that you be prepared for the telephone call. When th

i the following information:
Date that the employer wants you to start work.
Time and place that the employer wants you to report. Are there any special dress requirements?
Name of your immediate supervisor (be sure you get the proper spelling).
Salary details. What is the probation period? When will you have your first performance and salary review?
What are the benefits? Confirm amount of vacation time, insurance and other benefits.

Complete the call by stating that you are excited about the offer and that you will give them an answer within 24 hours.

Accepting a job offer
You have done your homework, talked with your relatives and friends about the offer and are ready to say, “Yes.” The best way to convey you

acceptance of the job offer is to respond to the offer in writing. The letter permits you to reiterate the employer’s offer. Review the following
sample acceptance letter.

Jane Smith
123 Any Street

Your Town, OH 99999
John Doe, Manager

Acme Company
987 State Street
Our Town, OH 99999

April 11, 2019
Dear Mr. Doe:
It is with pleasure that I accept the position as accounting clerk at the Acme Company.

As we discussed, my starting salary will be $24.50 per hour and I will be eligible for health and life insurance benefits. My work
day will be from 8:00a.m. until 5:00 p.m. per day, Monday through Friday. My work performance will be evaluated in 90 days and,

based upon my evaluation, I will be eligible for a salary increase. After nine months of employment, I will be eligible for one day
of vacation for each month worked.

I look forward to starting my new position on Monday, April 23, 2018. I am to report to my supervisor, Carl Jones at the Acme
Company building. If you need additional information, please feel free to contact me at 999-123-4567 or by email at
Jjsmith@myprovider.net.

Thank you,

Jane Smith

Jane Smith

Within 24 hours of receiving the offer, hand deliver the letter to the employer. Also, notify all employers with whom you are corresponding that
you have accepted another position. Thank them for their consideration.

Rejecting the offer
If you have issues with the offer, consider a counteroffer. Review the JobSearch Guide How 1o Negotiate a Fair Salary
for suggestions on how to make a counteroffer.

Compose and hand deliver your rejection letter within 24 hours of the job offer. The letter should be short and not include
details as to why you are not accepting the employer’s offer. “Thank you for offering me the position as accounting clerk
at the Acme Company. After careful consideration, I find that I cannot accept the offer.”

Internet resources
https://www.Iivecareer.com/resources/jobs/offers/sample-accepting-letter-- Free sample acceptance letters.
https://www.thebaIance.com/job-offer-questions-525770-- Questions to ask yourself before accepting a job offer.
www.forbes.com/sites/lizryan/201 5/03/06/how-to-accept-a-job-offer-- Accepting a job offer.
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