
 
Interview Tips 

 
 
An interviewer has just one objective: to decide whether or not to make you a job offer. 
While the interviewer will examine your work history and educational background, your 
strengths and accomplishments will also be important criterion. He or she is also 
interested in evaluating your level of motivation, values, attitude and personality. In other 
words, to find out if you’re the right person for the job, what your potential is for 
promotion and whether or not you will fit into the company environment. 
While it’s true that an interview is an important screening tool for companies, it also 
allows you to learn those things you need to know about the position and the company 
so that you can make an intelligent decision about the job. Always approach an interview 
focused on your objective: getting a job offer. 
As with many situations, preparation is the key to success. The job market is very 
competitive and you probably will not be the only qualified candidate for a position. The 
deciding factor may simply be the way you present your skills and qualifications relevant 
to the position and how well you conduct yourself during the interview. 
It will help you prepare for and succeed at the interview.  
 
The tips and techniques outlined herein have been tested, and they work!  
 
1. Know Yourself 
_ Can you honestly visualize resigning from your current position? (See “Dealing With 
Counteroffers”). 
_ What are your strengths? What are your weaknesses? 
_ What are your short and long –term goals? 
_ Evaluate yourself in terms of the position you seek? 
_ Formulate responses by asking the question: “Why should they hire me?” 
_ Remember that you’re there to sell yourself and secure a job offer. 
 
2. Research the Company 
_ Utilize the library to review annual reports, trade magazines and newspaper articles. 
_ The Internet offers a wealth of company information and industry statistics. 
_ Know the company’s products and services. 
_ Be prepared to tell the interviewer why their company is attractive to you. 
 
Overview: Preparation 
 
3. Items to Bring to the Interview 
References: 
_ Use three former supervisors who are familiar with your work. 
_ Include their name and company as well as home and work phone numbers. 
_ Always consult with references for their approval and to ensure that their remarks are 
positive. 
Resume: 
_ Review your resume thoroughly and be prepared to discuss all points. 
_ Always bring a resume copy identical to the one supplied to the interviewer. 
_ Bring along samples of your work, if possible. Never discuss or show proprietary 
information. 
 



 
Other items to bring to an interview: 
_ Bring a folder and pen to the interview to jot down notes. 
_ Prepare and review your questions as well as specific responses. 
_ Bring directions to the interview location as well as the interviewer’s phone number in 
case you’re running late. 
_ Bring along your recruiter’s phone number to give immediate feedback after the 
interview. 
 
4. Arrival at the Interview. 
_ Arrive no earlier than fifteen minutes before the interview (but no later than five 
minutes prior to the interview). 
_ Allow adequate time for traffic, parking, and a last minute appearance check. If 
possible, scout out the location the day before the interview to avoid any last minute 
problems. 
_ Review your notes and go in with confidence. 
_ If asked, complete an application. Complete the application in full and leave no blanks. 
Do not write “see resume” as a response to any application question. Respond to 
“expected salary” questions as “open” and “current salary” questions truthfully. List 
references if requested. Your recruiter’s name should be your response to any “referred 
by” questions. 
 
Male Candidates: 
- Fingernails should be short and clean; manicured if possible. 
- Hair should be clean, well groomed and freshly trimmed. Use a dandruff shampoo, if 
necessary, and always comb hair with your jacket off. 
- A navy blue or dark gray suit is appropriate for most positions. Be sure it’s cleaned and 
pressed. Men with stout builds should avoid three-piece suits. 
- Shirts should be white, freshly laundered and well pressed. 
- A quiet tie with a subtle design and a hint of red is suitable for a first interview. Avoid 
loud colors and busy designs. 
 
Appearance: Men 
- Jewelry should be kept minimal. A watch and wedding or class ring are acceptable. 
- Don’t wear jewelry or pins that indicate membership in religious or service 
organizations. Use deodorant and avoid colognes or fragrances completely. 
- Shoes that are black and freshly polished (including the heels) are a safe choice for an 
interview. Socks should be black or blue and worn over the calf. 
- For good posture cross legs at the ankles, not at the knees. 
- Maintain good eye contact. 
- Don’t take portable phones or beepers into an interview. 
 
Female Candidates 
- Fingernails should be clean; manicured if possible. Choose subtle low-key colors over 
bright fashion colors for nail polishes. 
- Wear a suit or tailored dress in basic navy or gray. Blouses should also be tailored and 
color coordinated. Don’t wear big bows or ties. 
- Avoid exotic hairstyles and excessive makeup. Hair should be neat, clean and brushed 
with your jacket off. Makeup should be light and natural looking. 
- Use deodorant and avoid colognes or fragrances. 



 
- Jewelry should be limited and subtle. Don’t wear jewelry or pins that indicate 
membership in religious or service organizations. 
- A closed toe pump that is color coordinated with your outfit is appropriate for an 
interview. 
- For good posture cross legs at the ankles, not at the knees. 
- Maintain good eye contact. 
- Do not take portable phones or beepers into an interview. 
 
A typical sequence of events are: 
 
- Interview with personnel (general questions, review of the company and 
their benefits.) 
- Interview with the immediate supervisor and peers. 
- Interview with the hiring authority (manager, etc.) 
- Shake hands firmly and maintain eye contact with the interviewer. 
- Maintain a high energy level. Sit up with back straight. No coffee (to spill) 
and no smoking. 
- It is to your advantage if a subject of mutual interest arises, but do not fake 
knowledge. Be yourself. Poise, confidence, and self-respect are of great importance. 
 
The Interview Itself 
 
If there is interest on both parties: 
- Testing (physical drug test, written test, and proof of employment eligibility). 
- Offer. 
Personnel will usually provide company information and available benefits. Thorough 
review and questions concerning benefits should be addressed after the interview. 
Remember, the interviewers are trying to see how you can contribute to the company. 
Conduct yourself with confidence and determination to get the job. You have the options, 
of course, and your interviewer knows this, but wants to think that you want a job with 
this company. Don’t play coy. Sell yourself. This is your first meeting and the position, as 
well as future promotions, may depend on your presentation. Are you gong to sell them 
on the idea of hiring you, or will they sell you on the idea that this job is not for you? You 
must present a positive attitude to the prospective employer. You must NOT seem 
disinterested or appear to be job shopping. 
The interview should be a two-way conversation. Ask questions of the interviewers. This 
shows your interest in the company and the position, and enables you to gather the right 
information to make an intelligent decision afterwards. The questions you have prepared 
can be asked to the different people you see. 
Remember, the objective of the interview is to obtain an offer. During the interview, you 
must gather enough information concerning the position to make a decision. 
You should give complete but brief and relaxed answers to questions. When possible 
use questions as a basis for developing information that you want to make sure is 
presented. 
 
Continue to sell yourself in a positive way. 
- Describe jobs in terms of duties and give indicators of good performance such as 
raises, sales volume, and promotions. 
- Include short stories involving problems or challenges and how you were able to sole 
or overcome them. Describe the results you achieved.  



 
 
Typical Interview Questions & Responses 
 
A. Exploring your Background Questions 
 
Tell me about yourself. 
�Answer these questions in terms of the qualifications required of the position. 
�Keep responses concise and brief and avoid being derogatory or negative about 
previous jobs and bosses. 
 
�“Tell-me-about-yourself” means, “Tell me about your qualifications.” Prepare a one to 
two minute discussion of your qualifications. Start with education and discuss your 
experiences. 
Describe your performance (in raises, promotions, innovative designs, sales volumes, 
increased profits, etc.) 
What are your greatest strengths? 
�Interviewers like to hear abstract qualities. Loyalty, willingness to work hard, 
eagerness, fast-learner, technical skills, politeness, and promptness, expressed in 
concrete terms are good examples. Avoid the simple generalization “I like people”. It’s 
not a good answer. 
What are your greatest weaknesses? 
�Don’t be intimidated. The interviewer probably wants reassurance that hiring you won’t 
be a mistake. This is not the time to confess all your imperfections. (Do not state “not 
being able to go work on Mondays”, or “coming in late”, etc.). Present your weaknesses 
as professional strengths, (i.e., “Sometimes work too hard to make sure things are done 
accurately”). 
 
B. Personality Questions 
 
What do you do in your spare time? 
�Workaholics are not always the best employees. Present yourself as a well-rounded 
person. 
Your answer gives you dimension. Name some hobbies. 
 
C. Motive Questions 
 
Answer motive questions enthusiastically. Show the interviewer that you are interested 
in the  position and that you really want the job. Remember to maintain eye contact and 
be sincere. 
How can you contribute to this company? 
�Be positive and sell! Bringing strong technical skills, enthusiasm, and desire to 
complete projects correctly and efficiently are good responses. 
Why should I hire you for this position? 
�Explain your qualifications and how they “fit” the available position. Address your 
interest in the job and the field and why it’s work that you enjoy. Emphasize your ability 
to successfully perform the duties required. 
 
 
 
 



 
Why do you want to work for our firm? 
�Make a compliment about what the company does, it’s location, or it’s people. Other 
positive remarks might be about the company’s product or service, content of the 
position or possibilities for growth or advancement. Research about the company is 
important here. 
Where do you hope to be in five years? 
�Use conservative growth positions that clearly show you plan to be there in five years, 
and that their investment in you will pay. Be sure that you know what you can and 
cannot be achieved by the ideal candidate in this position. Never tell the interviewer that 
you feel you’ll be more successful than they are. But do show a strong desire for 
promotions. 
What interests you most about this position? 
�Teasing the interviewer with a truthful one or two-word answer such as, “the challenge” 
or “the opportunity”, will force them to ask you to explain. Here again, you have the 
chance to demonstrate your knowledge of the company. 
How long do you plan to be with company? 
�As with marriage, most employers expect a till-death-do-us-part attitude, but they can 
be equally attracted to the candidate with ambition and candor. “AS long as I continue to 
learn and grow in my field”, is a reasonable response. 
What are your career goals? 
Your answer should depend on a specific time frame: 
�Short term – “I want to be the best in my current position, while learning additional 
responsibilities. This, in itself, will assure my commitment to the firm and raise me to the 
next level of responsibility and promotion. I see myself wanting to stay technical but 
learn the necessary skills to lead people and projects.” 
�Long term – “After proving my abilities, I see myself in a firm with the possibility of 
moving into a level of management allows me to keep my skills sharp. 
What are you doing to achieve your goals? 
�I look at continued learning as the key to success. I continue my education, as you can 
see from my resume, by taking company educational courses, when offered, and college 
courses. 
I also read trade publications and magazines to keep me informed about the current and 
future directions in my field. When possible, I participate in professional organizations in 
my field. 
 
D. Job Satisfaction Questions 
 
Why did you leave your previous employer? 
�NEVER speak poorly about a former employer. Be pleasant, be positive and be 
honest. 
Your answer will probably be checked. Mention your desire to work for a more 
progressive company that offers more growth opportunities and recognition. 
 
What did you like most about your previous job? 
What did you like least about your previous job? 
�An employer can evaluate the type of worker you will be by the items you choose. Cite 
specifics. You are also providing clues about the environment you seek. What you liked 
most can include a strong teamwork atmosphere, high-level of creativity, attainable 
deadlines. What you liked least should include any situations that you are unlikely to 
encounter in your new position. 



 
Why are you looking for another job? 
�Again, be positive. I have to say that I have really enjoyed my years at Corporation. 
There are a lot of good people over there. But I am looking for a more progressive 
organization with greater opportunities for growth, and recognition. I am looking for a 
team to join where I can make real contributions and advance my career. 
What do you think your employers obligations are to you? 
_ Interviewers listen for employees who want a positive, enthusiastic, company 
atmosphere, with the opportunity to advance. Such a person, they surmise, has 
motivation and staying power. 
Are you applying for any other jobs? 
_ In your answer, show that your search is geared for similar positions. This 
demonstrates a well-defined, focused objective. Make it known that your talents are 
applicable to other businesses and that you have explored ways to maximize your 
potential and are serious about finding the perfect opportunity. Don’t give an indication 
that you are just shopping. 
E. Past Performance Questions 
(To determine behavior based on past examples) 
What kind of decisions are most difficult for you? 
_ Again, be truthful and admit not everything comes easily. Be careful what you do admit 
so as not to instantly disqualify yourself. Explain that you try to gather as much 
information and advice as you can to make the best decision possible. 
What causes you to lose your temper? 
_ Everybody has a low boiling point on some particular issue. Pick one of yours; 
something safe and reasonable. People who are late to meetings, blame shifting, broken 
appointments and office “back-stabbing” are suitable responses. Don’t say that you 
never fly off the handle. You won’t be believed. 
What are your greatest accomplishments? 
_ Be ready to recant one or two stories that demonstrate strong capabilities or 
achievements that will make you attractive to your new employer. A special project that 
you pioneered at your previous job, cutting department expenses, increasing productivity 
or receiving frequent promotions. 
How do you feel about a younger male/female boss? 
_ A question like this usually means that your boss will either be younger or of the 
opposite sex or both. Be certain that if you register any concern, you will probably not be 
hired. 
Explain that their age or sex is of no importance to you. You are only interested in their 
capability and what you can learn from them. 
What kind of worker are you? 
_ Again, no one is perfect. Showing that you tackle every assignment with all of your 
energy and talents is admirable but mention that you also learn from your mistakes. 
 
F. Salary Questions 
 
Salary discussions should be avoided, if possible. 
 
What type of salary do you have in mind? 
_ Do not state a starting figure. A suitable reply: “ I am looking for he right opportunity 
and I am confident that if you find me the best candidate for this position, you will extend 
to me your best and most fair offer.” 
 



 
What is your current salary? 
_ Answer truthfully. Remember that “salary” includes base, bonuses, commissions, 
benefits, and vacations as well as sick days and personal days. Also, if you are due a 
raise in the next three months, state the approximate percentage you expect. 
 
G. Other questions you should be prepared to answer truthfully: 
 
_ Are you willing to relocate 
_ May we check your references? 
_ May we verify your income? 
Answer a question to the best of your ability and then relax. If there is a period of silence 
before the interviewer asks the next question, stay calm. Interviewers often use silence 
to see if you can handle stress and maintain poise. 
Your interviews, however, should be two-way conversation. You must ask questions and 
take an active role in the interview. This demonstrates the importance you place on your 
work and your career. Asking questions gives you a chance to demonstrate your depth 
of knowledge in the field as well as to establish an easy flow of conversation and relaxed 
atmosphere between you and the interviewer. Building this kind of rapport is always a 
plus in an interview. 
Remember, you are not just there for the interviewer to determine if you are right for the 
position but your questions can help you determine if this position is right for you. Some 
of your questions should evolve from research you’ve done on the company in preparing 
for the interview. Following are some guidelines for your questions as well as some 
examples. 
_ Don’t cross examine the employer. 
_ Ask questions requiring an explanation. Questions which can be answered with a “yes” 
or “no” are conversation stoppers. 
_ Don’t interrupt when the employer is answering YOUR question. 
_ Ask job-relevant questions. Focus on the job-the company, products, services, and/or 
people. 
_ Prior to the interview, write your list of Interest Questions and take them with you. 
_ Ask about your potential peers, subordinates, and superiors. Take notes. 
_ Ask the employer how he/she got where they are today. 
 
 
Questions for You to Ask 
 
A. Interest Questions 

 
Why do you want someone for this job? 
_ Force the interviewer to explain why this job can’t be done by one of his current 
employees. 
The answer may give you a valuable job description. 
 
B. Job Satisfaction Questions 
 
Ask questions that relate to the responsibilities, importance and authority of the position 
as well as those investigating the rewards for a job well done and the long range career 
opportunities. 
 



 
C. Past Performance Questions 
 
Why isn’t this position being filled from within the company? 
_ You may discover that nobody in this organization would accept it or that your future 
fellow employees are a weak lot. 
How many people have held this job in the last five years? 
Were they promoted or did they leave company? 
_ If the turnover has been high, you a right to suspect that the job may leave something 
to be desired. Or it could mean that you can expect to be promoted quickly. 
How did you get started in the company? 
_ A good way to get to know the interviewer better and gain insight into the promotional 
path the company follows. 
What are examples of the best results produced by people in this job? 
_ Here you may discover you are overqualified or in a position to ask for considerably 
more money. 
 
D. Additional Questions 
 
_ What would my responsibilities and duties be? 
_ What are the most difficult aspects of the position? 
_ Describe a typical day on the job. 
_ Describe the department’s/company’s growth in the next 2 years. 
_ What is the philosophy on training and development here? 
_ Has there been downsizing within the company? How is it handled? 
_ What projects would I be involved in now? In the future? 
_ Who would I be working for and with? 
_ What is the person doing who used to hold this position? 
_ When would you need me to start? 
_ May I see my work area? 
_ May I meet some of my future co-workers? 
 
 
State your Interest 
 
At least by the conclusion of the interview, state that you are definitely interested in the 
position, and would like to know what the next step is.  It’s best to show this interest 
throughout session.  Don’t over do it, though. 
 
Have an Objective and Close Upon It 
 
Establish an objective before the interview, like a second interview or an offer.  
Ask for it, if you have not achieved it.  “Do you think my skills fit your needs?”  
Gets to the point and, at worst reveals other objections to overcome. 
 
 
 
 
 
 
 



 
Ask for the job 
 
Make a positive statement about the position. Emphasize that this is exactly 
the type of opportunity you’ve been looking for and would like to be offered the position. 
Ask when you should expect an answer. A typical conclusion might be: 
“Thank you for this meeting, . I like what I’ve heard today and I’d like to join your 
team. I know I’d be an asset to you/your department because you need someone who 
can …, and … As you know, I have (match your qualifications with the employer’s “hot 
buttons”). 
Before I leave, do you have any more questions about my background or qualifications 
or can I supply you with any more information? On a scale of 1 to 5, how do I compare to 
the other candidates you’ve interviewed? I can start as soon as you need me.” The 
farewell should also include a smile, direct eye contact, a firm but gentle handshake. 
 
Interview Conclusion 
Immediately following the interview, call your employment recruiter. It is very important to 
convey your impressions of the position and the company. Let the recruiter know 
whether you are interested in the position or not and if there were questions you forgot to 
ask at the interview, express them at this time. Only after we get your feedback about 
the interview and the company do we contact the employer for theirs. And finally, we 
follow-up with you regarding the employer’s thoughts. 
It is always a good idea to send a short note of appreciation to thank the employer or 
interviewer for their time. Reiterate your interest in the position and the company as well 
as your ability to do the job. Ask for a business card.  Send notes to everyone you met. 
This is a good way to keep your name current in the interviewer’s mind. Following is a 
sample thank-you letter that you  can adapt to fit your specifics: 
1. Address Line 
The full company name and address (no abbreviations) as well as the full name of the 
interviewer and his/her complete title. 
2. Subject Line 
“Re: Interview for the Position of (title) on (date).” This illustrate the content of the letter. 
3. Greeting 
“Dear Mr./Ms. (last name):” 
“Miss” or “Mrs.” Should not be used unless you are sure that person does so. Do not use a first 
name in the greeting unless you have established a strong rapport. 
4. Opening 
a.) “It was a pleasure meeting with you (day) to discuss the opening in (department) with 
(company).” 
b.) “I appreciated meeting with (name) and yourself in your office on (day) to discuss the 
(title) position with (company).” 
c.) “Thanks for taking the time to see me regarding the opening in (department).” 
Again, comment or add something discussed during the interview that will allow you to 
restate your qualifications and confidence in performing the job. 
5. Body 
a.) “From our discussion, and the fine reputation of your organization appears that the (title) 
position would enable me to fully use my background in .” 
b.) “I was particularly impressed with the professionalism evident throughout my visit. 
(Company) appears to have the kind of environment I have been seeking.” 
c.) “The atmosphere at (company) seems to strongly favor individual involvement, and I 
would undoubtedly be able to contribute significantly to its goals.” 
 
 



 
 
6. Closing 
a.) “While I have been considering other opportunities, I have deferred a decision until I 
hear from you. Therefore, your prompt reply would be greatly appreciated.” 
b.) “It’s an exciting opportunity, and I look forward to hearing your decision very soon.” 
c.) “The (title) position and (company) are exactly what I have been seeking, and I hope to hear 
from you within the next week.” 
7. Salutation 
a.) “Sincerely,” 
b.) “Very truly yours,” 
c.) “Best regards,” 
 
Sample Resignation Letter 
Informing your current employer of your resignation takes tact and discretion. If they inquire as to 
whom you new job is with, it is best to tell them that you cannot disclose that information until 
your new employer announces it within his/her own organization. The following sample letter is 
suitable correspondence to announce your resignation. 
(Date) 
Dear : 
Please accept this letter as my formal resignation as (Title) for (Company) to become effective as 
of (Date). I have accepted a position in (Location). 
I believe this position will offer me more challenge and opportunity for advancement as well as 
allow me to broaden my own experience and knowledge. 
I want to take this opportunity to thank you for your time and efforts in my training and 
advancement during the past (Time). The support and concern shown by you and the rest of the 
management team has been deeply appreciated. 
I leave (Company) with no animosity or ill will and wish you and your company continued 
success. 
My decision is irrevocable and any counter offers extended by you and/or (Company) will be 
rejected. 
Sincerely, 
(Your Name) 
 

 
 
Work on Those FABs 
 
Definition of F-A-B 
F 
Facts about yourself. 
Example: Supervisor for 8 years. Staff engineering. 
B.S. in accounting. 
Experiences that are factual and objective. 
A 
Accomplishments 
Significant, specific results you have obtained for present or past employers. 
Quantitative and measurable. 
Example: Reduced scrap by 15% by doing… 
Increased sales by $200K. Opened 38 new accounts. 
B 
Benefits 
Concrete example of what you can do for NEW employer because of past experiences. 
Example: Won’t need long training periods. 



 
Try to get as many as possible. There may only be one benefit for numerous 
accomplishments. 
Study them. Have you forgotten anything? Were there more accomplishments or 
benefits that you overlooked? Can you qualify anything else? 
 
WHAT DOES A FAB DO? 
_ Tells what you can do for the employer. 
_ Tells how you can benefit the potential employer. 
_ Details what you have accomplished in present and past jobs. 
_ Can highlight your unique accomplishments and experiences. 
 
HOW TO DO A FAB 
1. Make several copies of the blank FAB sheet  
2. Block out time; about 2 to 3 hours. 
3. Analyze yourself and what you have done. Single out FEATURES that make up your 
education, years and types of experience, patents, licenses, awards won, special 
seminars and unique life experience. 
4. Prepare a timesheet of your history. List all positions, no matter how small, including 
all promotions. List all significant ACCOMPLISHMENTS for each position. Try to 
quantify them with specific accomplishments. Numbers talk. Study them over. Identify 
what you can do and how you can BENEFIT the new employer because of past 
experience or training. 
Pick the most compelling reason someone should hire you over someone else. 
5. Put the information together on the FAB form. List these Features and the 
Accomplishments for each feature. Next to it show BENFITS as result of the Features 
and Accomplishments. 
 
14 Questions To Ask When Doing FABs 
 
BASED UPON YOUR FABs, 
IF YOU WERE AN EMPLOYER, WOULD YOU WANT TO INTERVIEW THIS PERSON? 
1. Did you help to increase sales, productivity, efficiency, etc.? What was the 
percentage or dollar contribution? How did you do this? Did you have a unique approach 
or different results from others? 
2. Did you save money for the company? What were the circumstances? How much 
more ($,%) than others? How were your results compared to others? 
3. Did you institute any new systems or changes? What was the situation that led to 
the change? Who approved? Why was this system selected over others? Did it compete 
with others? What happened as a result? 
4. Did you identify any problem that had been overlooked? What was the problem? 
What was the solution? Why was it overlooked? 
5. Were you ever promoted? Why were you promoted? How long between 
promotions? Did you do something outstanding? How much more responsibility? Did 
you get to manage people? How many? Were you promoted by more than one party? 
Were you given significant salary increases or raises? 
6. Did you train anyone? Did you develop training technique? Compare your results to 
others? Is your technique being used by others? Why is that? 
7. Did you suggest any new programs? What were they about? What are the results? 
Did they increase efficiency or sales? Were they published or presented at any industry 
seminars? 



 
8. Did you help to establish any new goals or objectives for your company? Did 
you convince management that they should adopt these goals or objectives? Why were 
they adopted? 
9. Did you change the nature or scope of your job? Why or how did you redefine 
your position? Have others with similar positions had their positions redefined because 
of you? 
Were there responsibility changes because of this? What were they? 
10. Did you ever undertake a project that was not part of your responsibility 
because you liked the problem? This is proof of job interest as well as the ability to take 
initiative. 
11. Did you ever do anything to lighten your job or make it easier? (This could 
result in increased profits or productivity.) 
12. What special problems were you hired for or brought in to solve? What did you 
do? How did you do it? What were the results? 
13. Show any areas where you were creative (i.e., solutions, products, applications, 
markets, accounts, etc.) 
14. What would you say would be the most important qualities for the position you 
seek? Put yourself in the shoes of your prospective boss. Describe six qualities and look 
for examples you have for each of them. How do you stack up? 
 

 
Dealing with Counteroffers 
 
Quitting a job is never easy. Career changes are tough enough and the anxieties of 
leaving a comfortable job, friends and environment for an unknown opportunity can 
easily cloud anyone’s 
judgment. But what should you do when your current employer “muddies the waters” 
even more by asking you to stay. 
A counter offer is an inducement from your current employer to get you to stay after 
you’ve announced your intentions to accept another job elsewhere. And, in recent years, 
counteroffers have practically become the norm. 
If you are considering a counteroffer, remain focused on your primary objectives. Why 
were you looking for another job to begin with? If an employee is happy with their current 
job, employer and/or salary, they’re usually not paving the roads with resumes. So, often 
times a counter offer that promises more money never really remedies the real reasons 
for wanting to move on in the first place. 
Apart from a short-term bandage on the problem, nothing will change the company and 
when the dust settles you can find yourself back in the same old rut. Recruiters report 
that more than 80% of those who accept counteroffers leave, begin looking for another 
job, or are “let go” within six to twelve months after announcing their intentions. 
Counteroffers are certainly flattering and make an employee question their initial 
decision to leave. But often times they are merely stall tactics used by bosses and 
companies to alleviate an upheaval a departing employee can cause. High turnover also 
brings a boss’s management skills into question. His reaction is to do what’s necessary 
until he’s better prepared to replace you. 
The things they’ll say: 
_ “You can’t leave, the department really needs you.” 
_ “We were just about to give you a raise.” 
_ “I didn’t know you were unhappy. Why didn’t you come to me sooner? What can we do 
to make things better?” 



 
Again, stay focused on your decision and your opportunities. 
 
You need to ask yourself: 
What kind of company do you work for if you have to threaten to resign before they pay 
you what you’re worth? 
Where did the money for the counteroffer come from? Is it your next raise or promotion 
just given early? Are future opportunities limited now? Will you have to threaten to leave 
again for another raise or promotion? 
You’ve demonstrated your unhappiness and will be viewed as having committed 
blackmail in order to get a raise. Your loyalty will also be questioned come promotion 
time. 
Well managed companies rarely make counteroffers since they view their employment 
policies as fair and equitable. 
If you do consider being “bought back”, obtain the details of the offer in writing, as well 
as a one-year “no cut” contract from the employer. If they refuse, as two-thirds of 
counteroffering employers do, your decision to leave is made. 
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