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Making the Job Offer 

 
Preparing a Competitive Offer 

• Research Market Salaries: Ensure the compensation is competitive by benchmarking against 

industry standards. 

• Include Benefits and Perks: Highlight health insurance, bonuses, remote work options, 

professional development opportunities, and other incentives. 

• Tailor the Offer to the Candidate: Consider the candidate’s expectations, current salary, and 

any unique requests. 

 

Extending the Offer 

• Send a Formal Offer Letter: Include key details such as job title, start date, salary, benefits, 

and any contingencies. 

• Communicate Clearly and Professionally: Verbally discuss the offer before sending the letter 

to ensure clarity and enthusiasm. 

• Provide Time for Consideration: Allow the candidate a reasonable period (typically 3–7 days) 

to review and respond. 

 

Handling Negotiations 

• Be Open to Discussion: Expect potential negotiations regarding salary, benefits, or start date. 

• Know Your Limits: Set a clear boundary on how much flexibility your company has. 

• Highlight Non-Monetary Benefits: If salary flexibility is limited, emphasize other perks like 

career growth, work-life balance, or training opportunities. 

 

Securing Acceptance 

• Confirm Acceptance in Writing: Once the candidate agrees, request a signed offer letter or 

employment contract. 

• Initiate Onboarding: Prepare for a smooth transition by setting up necessary paperwork, 

system access, and introductions to the team. 

• Maintain Engagement Until Start Date: Keep in touch with the new hire before their start 

date to ensure they feel welcomed and excited. 

 


