Increasing Offer Acceptance: Checklist and Scripting

Instructions for Recruiting:

Use this resource to enlist hiring manager help in converting top candidates.  Customize the text below before providing it to hiring managers.  They can use it as a checklist and scripting once an offer has been extended.  Delete this text before presenting to hiring managers.
Instructions for Hiring Managers:

Because the best candidates typically have multiple job opportunities, it is important to make a strong case for why they should choose your offer.  This resource contains a checklist, talking points, and e-mail scripting to help you convince the candidate to accept your offer.  
Increasing Offer Acceptances
· Ensure offer package is sent on time

· Send congratulatory messages (see next page for scripting)
· Emphasize the impact of the job on the success of the department and organization

· Explain the developmental opportunities and the advancement potential the position entails

· Relay your understanding of the candidate’s needs and interests

· Express recognition that the candidate is a “hot commodity”

· Provide the candidate with comprehensive information about the organization to support them in making their decision

· Send a career comparison chart

· Encourage future colleagues to send individual congratulatory messages

· Make follow-up call to reiterate contact information and availability for questions

· Schedule and conduct follow-up call if negotiations are necessary

Talking Points

Contribution Impact

· Upcoming deadlines and their relationship to organization objectives

· Stakes associated with success or failure for key job responsibilities

Staff Impact

· Number of employees directly and indirectly managed

· Specific talent management goals regarding skill development, performance, and retention

View of the Position from Senior Levels

· Reporting relationships and relationships with key internal stakeholders

· Quotes or anecdotes on how urgently the job must be filled and how important the position is to senior managers in the company

· Information on how the predecessor leveraged experience in the position

	Scripting for Candidate Conversion E-mail/Letter

	Dear [candidate’s name],

We are delighted to extend you the offer of employment for [name of position].  I understand that our Recruiting department already notified you, but I’d like to reiterate how excited we are for the possibility of you joining our team.

Your role as a [name of position] is a critical one to ensure our team’s success.  Specifically, your responsibilities in [primary responsibilities of position] will help us achieve the goals of [business goals of department].  Not only are you important to our team, but the organization depends on this work to help us achieve [business goals of organization].  

I hope that you are looking forward to the developmental opportunities and advancement potential of the position.  You will gain skills in [development skills of position] and work your way through the career progression of [career path name].  

I understand that you have some specific interests and concerns.  Regarding your interest in [candidate’s primary interest], your role here will [how role will help candidate act on specific interests].  Regarding your concern of [candidate’s primary concern], your role here will [how role will assuage candidate concern].

I also understand that you face a decision at this point, and I’d like to give you some information that may help.  First, find attached some information about our organization that you may not have received during the interview process.  Second, I have put together a chart that you can use to compare our offer with your current situation.  I filled in information about our organization and what I know about your current situation from our conversations, but feel free to add to this to be most useful for you.  

Of course, feel free to contact me with any questions.  I am happy to take some time to discuss the opportunity with you.  If I don’t hear from you within a week, I’ll check back in to see if I can be of service.  

Kind regards,

[Your name]  

Important Factors to Your Decision

Your Current Situation

Our Organization
Compensation & Benefits
[Describe candidate’s current compensation & benefits]

[Describe compensation & benefits at your organization]

Organizational Stability

[Describe the stability at candidate’s current organization]

[Describe stability at your organization]

Location/Commute

[Describe candidate’s current location or commuting time]

[Describe the location and average commute time of your organization]

Work-Life Balance

[Describe candidate’s current work-life balance]

[Describe work-life balance information at your organization]

Development Opportunities

[Describe candidate’s current development opportunities]

[Describe development opportunities at your organization]

Future Career Opportunities

[Describe candidate’s current career opportunities]

[Describe career opportunities at your organization]

Manager Quality

[Describe candidate’s current manager quality]

[Describe manager quality at your organization]

Work Environment

[Describe candidate’s current work environment]

[Describe the work environment at your organization]
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