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Salary Negotiating 101:  
7 secrets to boosting your career earnings, negotiating a raise  
and striking the best deal in a job offer negotiation 

 

hink you deserve a raise, but are afraid to walk into your boss’s office and 
ask? Don’t let ineffective negotiation skills hold you back. Employees at all 

levels can boost their career earnings by following the rules on negotiating a raise, 
hashing out the best pay package in a job offer negotiation and knowing their 
market value.  
 
Salary Negotiating 101 shows you how to negotiate your pay from a position of 
strength, armed with documentation of your accomplishments, your value to your 
organization and research on salary comparisons in your industry.  

 

Salary Negotiating 101                                                           #1 

Negotiating a raise: Do your homework first 

Few job situations are riskier than asking for a raise, especially in uncertain 
economic times amid high unemployment rates. Most employees—no matter what 
their job titles—feel apprehensive about asking for a raise, especially when 
companies are so concerned about conserving cash and keeping costs down.  

While your organization’s financial condition and the general economy will factor 
into the odds of getting a raise, that shouldn’t stop you from asking for one. Keep 
in mind that if you’re a good employee, your boss is likely to do what he or she 
can to get you a merit raise. 

Still, that doesn’t mean asking for a raise should be as simple as telling your boss, 
“You used to pay my former manager one-third more than I’m getting to supervise 
the customer service desk now. I deserve the same pay.” Such a direct approach is 
unwise. 

“It can make you seem pushy and possibly uninformed,” says one HR professional 
at a major corporation. “You probably have no way of knowing where salary 
dollars have been allocated in new budgets.” 

T 
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The best strategy: Make sure you can demonstrate some tangible work-related 
reasons that warrant a raise, and give a realistic picture of ways your work will 
continue to benefit the organization.  

Proceed methodically, have a well-planned strategy and, above all, do your 
homework.  

Know your market value  

The first step in asking for a raise: Know where you stand in the marketplace. Be 
ready to document that you’re worthy of getting a pay increase.  

Do research on salaries for your profession or job title in your geographic area and 
your industry. In many cases, the best way to find this information is through your 
professional network, trade associations and professional organizations. Also, look 
at the various salary surveys online for your profession (see page 6), and check 
employment ads. 
 
Be aware of salary and raise ceilings 

It could be that your organization has implemented a salary freeze or imposed a 
maximum percentage for any annual increase. If so, know what those figures are 
before you approach your boss to ask for a raise. If you discover such policies are 
in place, should you back off from asking? Not necessarily.  

If you can demonstrate that you have taken on many new duties and enjoy a good 
working relationship with your boss, he or she may be willing to advocate to upper 
management that you deserve a raise exceeding your organization’s ceilings. 

Make a formal appointment 

Once you’ve done your salary research and gathered documentation, set up a 
formal appointment with your boss at a time convenient for both of you to talk 
about negotiating a raise.  

Then, work on how you’re going to state your case and make your presentation, 
using the 10 strategies discussed below. 
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Salary Negotiating 101                                                           #2 

Negotiating a raise: 10 tips for making your pitch 

1. Get down to business quickly. State simply that you want to ask for a raise and 
present the documentation you have prepared. Be sure to cover all your 
accomplishments. If you are part of a team of people who report to your boss, he 
or she may not be fully aware of your individual contributions. 

2. Start with a point you can both agree on. You might say, for example, “I 
think we both know that operations in our department have never run so 
smoothly,” or “I think we can feel good that customer satisfaction has soared, 
thanks to the changes we’ve made.” This approach sets up a cooperative 
atmosphere for the negotiation. 

3. Present a solid record of your accomplishments and rely on it as your key 
negotiating tool. (Pitches based on statements such as “I need more money to pay 
my bills” or “I’ve demonstrated my good work and I deserve a raise” aren’t 
usually well received.) Point out your specific track record and your value to the 
firm. Go into your negotiation armed with a list of your major accomplishments 
for the year. Note especially those extra projects that you took on and the initiative 
you showed in going above and beyond your narrow job description. 

4. Offer documentation, such as complimentary letters or emails and other forms 
of recognition from customers, co-workers or supervisors. 

5. Keep your tone positive. Present your raise as a win-win situation. You’ve 
demonstrated your professionalism; more money will help inspire you to devote 
even more energy and enthusiasm to your work. Again, focus the discussion on 
your past performance and the commitment you have demonstrated to your boss 
and the organization. 

6. Name a figure without waiting for your boss to take the lead. Be aware of 
any salary ceilings, but aim high. Any documentation you have about comparative 
salaries in other organizations can support your case. 

7. Control your body language. If your boss says there are other comparable 
employees in the organization who do not earn the figure you are asking for, be 
careful not to nod in agreement. Rather, wait for the boss to make his or her next 
point, and don’t be afraid of silence. Although it can be uncomfortable, silence 
allows both you and your boss to digest what has been said and to consider the 
direction the conversation should take. 

http://www.businessmanagementdaily.com/
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8. Repeat facts if necessary. You can say, for example, “Again, I’d like to stress 
that the new software I’ve implemented resulted in a 25% cost savings last quarter. 
That represents a $23,000 savings.” 

9. Don’t latch onto the first offer. If your boss offers a raise of any kind, you 
have won a victory that you can probably make even better. If the offer isn’t 
enough, say so and then wait quietly for the next offer. Often you will be able to 
tack on a few percentage points by this simple approach. 

10. End on a positive note. If you are leaving the session with a raise in hand, ask 
when it will become effective. If you have not been so successful, ask when you 
and your boss can discuss the issue again: in three months, six months? 

 

Salary Negotiating 101                                                           #3 

No firm offer? Making a win out of a loss  

If you’re about to depart from your bargaining session without a firm offer of a 
raise, strive for a conditional agreement.  

You might ask whether you can discuss a raise again if you reduce staff 
absenteeism by 10%, for example, or increase the number of orders processed in 
your department by one-third. When you meet your end of the deal, you are then 
free to approach your boss and say, “I’m ready to discuss a raise again. When 
would be a convenient time for you to meet?” 

If there’s a wage freeze or a rate-of-inflation ceiling on raises, seek other rewards 
that your boss may be able to grant. Such rewards build a foundation for future 

Online resources: A raise letter sample  
In some cases, a boss may ask you to submit a formal raise letter request. Need help getting 
started? You may want to view a raise letter sample, which you can adapt for your personal 
needs, on one of these sites: 

 www.quintcareers.com/salary_raise_letter.html 
 jobsearchtech.about.com/od/salary7/a/pay_raise_2.htm 

 
Also, you can read tips on drafting a raise letter from Dr. Kathleen Wells, professional career 
coach, at: www.bluesuitmom.com/career/changingjobs/advice/raiseletter.html 

http://www.businessmanagementdaily.com/
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successes—including greater pay—and they do not force your boss to exceed the 
department’s budgetary limits. 

Put together a list of projects you would like to undertake, along with profit or 
cost-saving projections, and present them when you request a raise. This puts your 
request within the context of increased profits and lowered costs—boosting 
chances that your boss will stretch company norms to get you the most money 
possible. 

 

Salary Negotiating 101                                                           #4 

Check out salary comparisons online 

Make sure to do your research on salary comparisons. Here are several sites where 
you can check pay rates for your job title: 

 The Economic Research Institute site offers links to dozens of salary 
surveys at www.erieri.com/erisalarysurvey/fuses/uscanwage.htm. 

 The National Compensation Survey from the U.S. Bureau of Labor 
Statistics slices and dices pay data by state, occupation and more at 
www.bls.gov/ncs. 

 America’s Career InfoNet combines BLS and state data for hundreds of 
jobs at www.acinet.org (click on “Salary + Benefits”). 

 Get the WorldatWork Salary Budget Survey and Online Reporting Tool 
paid subscription at www.worldatwork.org.  

 OfficeTeam offers a free annual salary guide, available online at 
www.officeteam.com/salarycenter. The Salary Guide features projected 
starting salary ranges for more than 60 administrative positions, as well as 
an overview of current hiring trends, a hiring manager’s toolkit and a 
glossary of job descriptions.  

 The Salary Wizard (www.salary.com) allows you to create detailed salary 
reports based on job, location and other factors.  

 You can find median salaries by factors such as industry, job 
responsibilities, experience and location at www.payscale.com. 

 The U.S. Department of Labor’s Occupational Outlook Handbook includes 
information about career earnings and the job outlook for 250 occupations 
at www.bls.gov/oco/.  

Final tip: Don’t overlook informal information sources. Job advertisements 
sometimes indicate salaries, and while others in your professional network may be 
reluctant to tell you their earnings, they might share their salary scales.  

http://www.businessmanagementdaily.com/
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Salary Negotiating 101                                                           #5 

How to get past the no-raise barrier: Counter 4 common objections 
 
When reaching for that elusive raise, look upon the first “No” as Round 1. Then 
step back and explore other raise-negotiating methods.  
 
In particular, learn how to counter the four most common objections you’re likely 
to hear from a boss: 
 
► Objection 1: “A raise would put you above your job category maximum.” 
 
Advice: If you’re doing outstanding work, point to your industry’s pay scale. 
Don’t compare your pay to others in your company. Cite salaries for comparable 
positions elsewhere. You can get a good idea of the numbers by consulting job 
ads, headhunters, business associates and career centers. Knowing—and letting the 
higher-ups know—what you’re worth on the outside can help increase your value 
on the inside. 
 
► Objection 2: “You already earn more than anyone else in the department.” 
 
Advice: Here’s how you should frame your reply: “I may be making more than 
the rest, but don’t you agree that if I work more effectively and accomplish more, I 
should be paid more?” 
 
► Objection 3: “The company has had a bad year.” 
 
Advice: If that’s true, you probably should be happy with a small raise. But it 
doesn’t hurt to dig deeper if your performance is good. Ask when things are 
expected to turn around, and if they do what impact that will have on salaries. 
Faced with an ironclad ban, ask about rewards in other forms—for example, more 
vacation time or flexible hours. 
 
► Objection 4: “I’d like to give you more money, but odds are a raise won’t be 
approved.” 
 
Advice: Coming after you’ve just listed your accomplishments, this answer 
signals an unbridgeable gap for now. So ask your boss to outline specifically what 
you have to do to get a bigger raise. Then establish a timetable for evaluation.  
 

http://www.businessmanagementdaily.com/


--------------------------------------------------------------------------- Salary Negotiating Secrets 

© 2016 Business Management Daily                                 www.BusinessManagementDaily.com               8 

Recommendation: When the bottom line is a definite “No,” you can still gain 
something. Use the session as a barometer of your chances. The answer should tell 
you if it’s worth trying again. 
 

 
 

 

Salary Negotiating 101                                                           #6 

Job offer negotiation: How to secure the best pay package 

If you’re trying to secure the best deal to join a new employer, don’t be bashful. 
Your tenacity shows the kind of confidence and self-assured leadership that can 
enhance your stature from the outset. Many recruiting managers respect candidates 
who drive a hard bargain.  

Here are seven guidelines to follow when hashing out your pay package: 

1. Don’t hold back. Ask away. 

Don’t assume a company will volunteer everything all at once. “It’s like trying to 
talk your way into getting the best phone plan,” says one executive recruiter. “The 
company won’t come right out and tell you the lowest it will go. You must take 

Negotiating a raise: Advice from the corner office 
 
When you’re getting ready to ask for a raise, it’s important to consider what your boss will be 
thinking as he or she is sitting across from you at the bargaining table. 
 
Here’s some insider insight on the boss’s perspective, offered by one veteran CEO, author of 
The Hard Truth by “Z” column in Business Management Daily’s Executive Leadership 
newsletter:  
 
“As a CEO, I can tell you it’s much easier to negotiate a compensation package with a 
manager who talks big-picture terms about how he or she can make my life easier or address 
my company’s needs than with someone who harps on demanding another $10,000 a year. 
 
“Political novices in the workplace think that by comparing themselves favorably to their peers, 
they can win the ‘I’m worth more than Mark in the next cubicle’ argument. But that’s a dead-
end strategy.  
 
“A wiser approach: Assess your worth on the open market by analyzing salary surveys of your 
industry, contacting trade groups or professional associations for the latest employment trends 
and salary data. Negotiating a raise involves knowing your market value.” 

http://www.businessmanagementdaily.com/
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their quoted rates and use that as a starting point. Then get them to throw in more 
to win your business.” 

As in any negotiation, if you don’t ask for something, you won’t get it. Come 
prepared to make plenty of proposals that involve more than pay. For example: 
extra vacation time (while many companies have strict vacation policies, recruiters 
sometimes toss in more generous “unpaid leave” if prodded) and telecommuting 
options (some companies will consent to this only if you explain convincingly 
why it will enhance your performance). 

2. Cite facts to uphold your position 

Research what other workers at your level earn at companies in the same industry 
with a similar size and revenue base. Most employers crave this information. They 
want to know that they’re paying the going rate for top talent, and they may not 
always know about changes in market conditions. 

Many recruiting firms maintain databases of salary information that they might 
share if asked. Also check job listings, and contact companies that don’t list a 
salary range in the employment ad to learn what the job pays. 

3. Emphasize your job-switching expenses 

Most employers adhere to the unwritten hiring rule of “making whole,” which 
means they don’t want new employees to make financial sacrifices or shoulder 
new expenses upon accepting a new position. (The exception, of course, is when 
you deliberately apply for a lower-level position to restart your career on a 
different path.) 

If you’re relocating, you can negotiate more aggressively because recruiting 
managers understand all the costs and hassles that you’ll face. For example, you 
may want to arrange for your new employer to pay for a few round-trip plane 
tickets so that you can revisit your former hometown and tie together loose ends 
after the initial move. 

4. Bend the rules 

Some of your demands will be met with the all-purpose door closer: “That’s not 
possible given our company’s policy.” This commonly occurs with candidates 
who request a salary that’s above the preset range for the position they’re filling. 
Don’t get discouraged if you get this answer. Instead, reframe your demand in a 
creative manner. 

http://www.businessmanagementdaily.com/
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Ask for a sign-on bonus or “special grants,” referring to lump-sum payments that 
employers agree to make in addition to standard compensation. (In exchange for 
receiving special grants, you may have to agree in writing not to divulge your total 
pay package to others.) 

Here’s another example: If you were getting four weeks’ vacation from your old 
employer but the recruiter insists that the two-week vacation benefit is strict 
company policy for all new hires, you could investigate other forms of time off. 
Many companies will provide more personal “floater” days, unpaid leave and 
other flexible benefits to accommodate candidates who don’t want to lose vacation 
time. 

5. Draw the line 

If you feel strongly about receiving certain benefits from the outset, let 
the company know. Spell out your minimum needs so that you can establish a 
beachhead from which to negotiate later. You might explain that your health 
benefits must match, if not exceed, the generous insurance you currently receive. 
By identifying such non-negotiable points early, you can enter the final stages of 
agreeing to a pay package without having to waste time or energy on the big, 
looming issues. 

6. Time your demands 

Don’t reel off all your requests at once. If you rush into things, you may 
overwhelm your potential employer and come across as greedy and self-centered. 
After clarifying what you absolutely must have to consider a job change, then 
concentrate on selling yourself as a desirable candidate during every stage of the 
interview process. As you approach the final round of interviews and prepare for 
your response to the official job offer, that’s when the nitty-gritty negotiation with 
the senior hiring executive or the head of human resources will take place. 

7. Listen for openings 

You can learn much about an employer’s willingness to negotiate by the words the 
hiring manager uses when making you an offer. Never interrupt or rush to answer 
when the person finally gets down to discussing the details of your pay and 
benefits. Pay attention as he or she explains how the company arrived at your 
compensation.  

When the manager is finished talking, remain silent. Then if he or she says, “Well, 
how does all that sound to you?” or “I hope that’s to your liking” or “I assume that 
meets your needs,” the manager is implicitly signaling that it’s OK to negotiate 

http://www.businessmanagementdaily.com/
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even better terms. Of course, if the manager prefaces his or her remarks by 
declaring that the company has no flexibility, you can still dicker. But it’s 
particularly important not to close yourself off from extracting more concessions 
by failing to listen with care. 

 

Salary Negotiating 101                                                           #7 

Heed annual salary forecasts, economic trends  

A slim majority of employers—51%—say cost control is their primary 
compensation planning goal for 2016, after focusing more on talent retention in 
2015. The result, according to Buck Consultants’ ninth annual Compensation 
Planning Survey: another year of stingy pay raises. 

Buck found that average salary budgets are projected to increase a modest 3% in 
2016, the same level where they have languished since 2013. 

Only 45% of employers said retaining top talent remains one of their company’s 
top compensation priorities, compared to 53% last year. 

Employers understand they risk losing top talent if they won’t dole out pay raises. 
Fifty-nine percent of employers said they are relying on new career development 
opportunities to help retain good employees. 

While base pay is expected to remain flat this year, variable pay based on 
performance is becoming more important than ever. 

“Performance bonuses are becoming the real raises in the workplace, allowing 
employers to reward top talent while controlling their fixed costs and maintaining 
flexibility for any challenging times in the future,” said Jim Sillery, Buck’s 
executive compensation leader. “Variable pay has become the new merit pay. It is 
more efficient since it is not fixed pay and, in most cases, does not drive increases 
in benefits.” 

High performers will wind up earning an average of 4.4% more by year end, Buck 
found. Performance rating systems are tightening up to make sure money goes to 
the best employees. On average, 9% of employees this year will be assigned to the 
two lowest rungs on the performance level scale, up from 6.5% of employees in 
2014. 

http://www.businessmanagementdaily.com/
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“Employers continue to be fiscally cautious due to the recent U.S. recession and 
current global financial instability,” said Tami Simon, practice leader for Buck 
Consultants. Result: Top performers are getting much more than they did in the 
past and weak performers are getting much less. 
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A manager's job is 100 times easier and more rewarding when his or her employees are performing like a well-oiled 

machine. But when that machine runs slowly or breaks down entirely, a manager's job becomes exponentially harder. 

The best managers are the best listeners … listen to our 10 tips and maximize office communication skills and bolster 

workplace productivity. 

 

www.businessmanagementdaily.com/OfficeCommunicationToolkit 
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Workplace Violence Prevention Toolkit: HR advice, guidelines and policies 
to keep your workplace safe 
 
Unfortunately, in the wake of a spate of workplace shootings, HR professionals and managers nationwide must 

consider the horrific possibility of violence erupting at their own facilities and events. To help employers prevent 

tragedy, this toolkit offers business advice, guidelines and policies aimed at keeping workplaces safe from employee 

violence. Learn prevention strategies, tips on identifying potentially violent workers, managerial advice on maintaining 

a safe workplace. It includes two sample anti-violence policies, adaptable for use in any company, plus checklists to 

use in case violence erupts. 

 
www.businessmanagementdaily.com/WorkplaceViolencePrevention 

 
 
 
14 Tips on Business Etiquette: Setting a professional tone with co-workers, 
clients and customers 
 
For organizations and employees alike, recognizing the critical link between business protocol and profit is key to your 

success. Learn how to confidently interact with colleagues in ways that make you and your whole organization shine. 

Discover best practices on making proper introductions; cubicle etiquette; “casual dress” rules; handshake protocol; 

guest etiquette; workplace behavior faux pas; business dining etiquette, office wedding invites and other co-worker 

special occasions; business letter and email protocol—and even how your office decorations may affect your 

professional image. 
 
www.businessmanagementdaily.com/BusinessEtiquette101 
 
 

 

12 Ways to Optimize Your Employee Benefits Program: Low-cost 

employee incentives, recognition programs and employee rewards   
 
If you’ve had to cut pay and staff and now expect more from those who remain, it’s vital to revamp your employee 

recognition and rewards program. Employers can double their rewards and recognition efforts in innovative, cost-

efficient ways with employee-of-the-month awards, employee incentive pay, employee appreciation luncheons, more 

time off, shopping sprees, wellness incentive contests, plus employee rewards customized to motivate Millennials, Gen 

Xers, Baby Boomers and the Matures. Now is the time to get clever with your employee recognition programs. This 

report shows you how with great ideas offered up from our Business Management Daily readers. 

 

www.businessmanagementdaily.com/EmployeeBenefitsProgram 

 
 
 
The Bully Boss Strikes Again! How to deal with bosses who make crazy 
requests 
 
And you thought your boss was unreasonable? Bet he never asked you to perform oral surgery or fill in for the bomb 

squad. Talk about “other duties as assigned!” Even if your direct supervisor swamps you with petty tasks and doesn’t 

appreciate all you do, you can always “manage up” to make sure the boss’s boss knows your worth. This report 

includes practical advice on how to manage a toxic boss along with dozens of outrageous stories about bully bosses. 

 

http://www.businessmanagementdaily.com/BullyBoss 
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Microsoft Email: Outlook Tips & Training: How to improve productivity by 
effectively employing under-used features already at your fingertips 
 
We all use Outlook. It’s easy. You can answer email, keep your appointments and your calendar, and save your files in 

various folders. But are you using it to manage your entire workflow? You can. Melissa P. Esquibel combines her 25+ 

years of experience in information technology with a background in training, technical writing and business risk 

analysis to move beyond email and help you understand Outlook’s amazing workflow benefits. You’ll discover how to 

get more out of Outlook than you ever dreamed possible with this hands-on road map to Outlook that can send your 

productivity skyrocketing. 
 

http://www.businessmanagementdaily.com/MicrosoftEmailOutlook  

 

 
 
17 Team Building Ideas: The team building kit for managers with team 
building exercises, activities and games to build winning teams today! 
 
With employees still reeling from workplace budget cuts, now’s a great time for new team building ideas. No, you don’t 

need an expensive round of paintball to gain the benefits of team building exercises, but you do need to squeeze the 

most out of them. This report provides teamwork examples, exercises and tips for leading winning teams. Go from 

being a manager who oversees people to a leader who molds them into winning teams with these 17 team building 

ideas. 
 
www.businessmanagementdaily.com/TeamBuildingIdeas 
 
 
 
10 Time Management Tips: A how-to guide on efficiently managing your time 
through effective delegating, calendar management and using productivity tools 
 
In this era of downsizing and the quest for efficiency, businesses of all sizes are asking employees to take on extra tasks 

to boost productivity. Has your job turned into one of those “stretch jobs”? If so, you may be looking for a better way 

to get more done in less time, reduce stress and stop burning the midnight oil. Read about calendar management, 

keyboard shortcuts, running productive meetings, setting up agenda templates and using tech tools for project 

management with these 10 time management tips. Learn to prioritize your tasks and stop working in a crisis mode all 

the time 

 
www.businessmanagementdaily.com/TimeManagementTips 
. 
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About Business Management Daily 
 

Business Management Daily is a free news website of the Capitol Information Group, 

providing sound news and advice since 1937. 

 

At Business Management Daily, we’re driven to help organizations and individuals 

succeed. That’s why we deliver plain-English, actionable advice to high-performers at 

over 80,000 companies of all sizes across hundreds of different industries.  

 

Our Free Email Newsletters, Print Newsletters, Free Special Reports and Webinars, 

Podcasts, Audio Conferences & CDs help provide business professionals with the news, 

skills and strategies they need to grow their business, avoid legal pitfalls and advance 

their careers.  

 

Our editorial team includes experienced managers, leaders, HR professionals, lawyers, 

administrative professionals, CPAs, strategists and business owners from a wide variety 

of industries. 

 

A Promise to Our Readers  
 

To help you advance your career or business, we will: 

 

 Provide expert advice that is accurate, intelligent and timely  

 Save you time by making that advice concise, actionable and available in your 

preferred format  

 Guarantee 100% satisfaction with customer service that exceeds your 

expectations 

 

Visit us at:  http://www.businessmanagementdaily.com/ 
 

http://www.businessmanagementdaily.com/
http://www.businessmanagementdaily.com/pages/Email-Updates.html
http://www.businessmanagementdaily.com/pages/Newsletters.html
http://www.businessmanagementdaily.com/pages/Free-Reports.html
http://www.businessmanagementdaily.com/store
http://www.businessmanagementdaily.com/store
http://www.businessmanagementdaily.com/editorial-team
http://www.businessmanagementdaily.com/

	SalaryNegotiating101_COVER
	SalaryNegotiating101
	Special Report from BusinessManagementDaily.com
	Editor           Editorial Director Associate Publisher Publisher
	Salary Negotiating 101:
	Negotiating a raise: Do your homework first
	No firm offer? Making a win out of a loss
	Check out salary comparisons online
	Heed annual salary forecasts, economic trends


	BackPages_2016



