
Keeping in touch 
Handling rejection 
Dealing with job offers 
Negotiating terms and 
conditions

1 a

Keeping in touch
As soon as yo u ’ve put th e phone down or walk ed  o u t of the 
in tervie w room you can rela x  for a few mo m ents. T he in te rview 
is over. However , even though th e in tervie w is over, t h ere  is still a 
lot you can do to leave a posit ive  im pression on yo ur prosp ective 
e m ployer. I t ’s i m p orta n t  to s t a r t  the follow - up process as soon 
as possible . Wa lk in g  aw ay and leaving th e final sta ges of a job 
a p p lica tio n  to ch ance is a co m m on mistake , bu t until you have 
been offered th e job , th e hunt is not over.

A f t e r  th e  in te rvie w  you should w rit e  down everyth in g  im p orta n t t h a t  
occurre d  in th e  in te rvie w  while  you can still re m e m b er w h a t h a p p e n e d . W h y 
could it  be useful to  review yo u r p erfo rm a nce  in th is w ay?

In p airs, th in k  o f an in te rvie w  you have had in th e  p ast and d iscuss th e 
fo llowin g q uestions.

In

1

2

3

p airs, d iscuss th e  followin g q uestions.

W h a t  can you do a f t e r an in te rvie w to increase yo ur ch a nces of
being offered th e j o b ?
How long should you w a it  to h ear from th e  in t e rv ie w e r? W h a t  should you do 
if you d o n ’t h e ar from the in te rvie w er a f t e r the in t e rv ie w?
W h a t  should you do if yo u ’re offered a n o t h e r j o b ?

1 W h a t  q u estio ns were you as k e d?
2 Were  you e x p ectin g t h e m ?
3 Did you feel you pro jecte d  yourself  well in t e rm s o f b o dy la n g u a g e?
4 Did you m a n a g e to put across your key skills and ach ieve m e n ts successfu lly?
5 Did you give a ny n e g a tive  in form ation a b o u t  yo urse lf?
6 Do you need m ore p ractice in closing the in te rvie w p osit ive ly?
7 Generally , w h a t  could you im prove a b o u t  yo ur in te rview t ech n iq u e?
8 Did you ask  yo urse lf  t h ese questio ns a f t e r th e in t e rv ie w?
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d  � 6.1 A f t e r  h er in te rvie w  a t  F u te rra ,  Silv ia  C arn ali m ee ts up with her 
frie n d  So p h ie  to  t a lk  a b o u t how it went . Liste n to th e  beginning o f th e  
co nversa tio n  an d a nsw er th e  followin g q uestions.

1 Did Si lv ia ’s in te rvie w go w e ll?
2 W h a t  does So p h ie  suggest Silv ia  d oes n e x t?
3 W h a t  is Silv ia  w orrie d  a b o u t?

e  In p airs, d iscuss th e  followin g a dvice  on w rit in g  a follow - up le t te r . For each 
sug gestion , th in k  o f re aso ns why it  is a good id ea .

1 Se n d  the le t t e r within 2 4  hours o f the interview .
2 Refer to specific th ings t h a t  the in te rvie w er m e n tio ne d during the interview.
3 D e m o nstra te  t h a t  you a re  e xcited a b o u t  th e job , can do it, a n d w a n t  it.
4 Ex p la in  how you would be a b le  to co n trib u te  to th e success o f th e company.
5 Inclu de any im p orta n t  in form ation you forgo t to m ention during the 

interview .

f  � m  Listen to th e  rest  o f Silv ia  an d So p h ie ’s co nversa tio n  and co m p are 
yo ur a nsw ers in Ex ercise l e  with So p h ie ’s ideas.

g  C o m ple te Silv ia ’s follow - up le t t e r  by p u ttin g  th e fo llowin g se n te nces in th e  
co rrect order.

a ... t h e  ch alle ng es of th e post. H aving d iscussed th e role o f Ju n io r  Co nsu ltan t 
with you in g re a t e r  dep th , I am co n fid e n t in my a b il i ty  to m eet these 
ch alle ng es and b elieve I can make a s i g n i f ic a n t ...

b Wit h  th is in mind I have a lre a d y d eve lo p e d  so m e practical ideas for making
the Fu te rra  n ewsle t t e r a n d w e bsit e  more user - friendly, which would lead to 
closer co m m unica tio n with key clients. Ple ase  feel free to co n tact me if you 
re quire any fu r th e r in form ation ...

c As m entio ne d when we met , I am keen to use the research co n d ucte d  as
p ar t  of my M a s t e r ’s d e gree on susta in a b ili ty to e n h a nce F u t e rra ’s identity, 
while a t  the sa m e tim e m eetin g ...

d ... as I feel my q uali f ica tio ns and e x p erie nce make me id eally suited to work
in th is area .  I recognise the im p orta nce of m ain ta in in g re la tio nsh ips and 
ensurin g  t h a t  n ewsle t te rs and invita t io ns a re  se n t o u t on a t im ely basis.

e ... re garding my qualif ica tions, e x p erie nce or su i t a b il i ty for th e  posit ion . I
look forward  ...

f ... co n trib u t io n to the close tea m a t  Fu te rra .  I am p ar t icu la rly in te reste d  in
the pro jects you m entio ne d during the in tervie w which involve work in g with 
in fluential b usiness leaders, ...

g ... a t  Fu te rra .  I a p p recia t e  th e t im e you and yo ur t e a m  too k  in te lling me
a b o u t  the specific asp ects of th e jo b  and the va lu a b le  work F u t e rra  is doing .

h D e ar M r  Lewis, T ha n k  you ve ry much for ta k in g th e  t im e to in te rvie w me
to d ay for th e Ju n io r  C o nsu lta n t position ...

i ... to hearin g from you soon , and th a n k  you again for m eetin g me. Yours
sincerely, Silv ia  C arn ali

1 A _  3 ___  5 _________ 7   9 ____
2 ___  4 ___  6 _________ 8 ____
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The le t t e r  in Ex ercise 1g is one long p ara g ra p h . Sh ow w h ere  new 
p ara g ra p hs could begin by writ in g  // in th e  te x t . Use th e  followin g structu re  
to  help you .

Gre e tin g

Para g ra p h  1: Reaso n for writ in g  (than k ing th e  in te rvie w er for th e in te rview 
and showing t h a t  you a p p recia t e d  th e  o p p ortu n ity and were im presse d by the 
co m pany)

Para g ra p h  2: T he jo b  (resta t in g yo ur in te rest in th e  posit ion , showing you 
u n d erstan d the d e m a n ds an d ch alle ng es of th e  posit ion and sta ting  how and 
why you feel you are  co n fid e n t you can m e e t these)

Para g ra p h  3: Ref lectio n an d e x tra in form atio n (d e m o nstra t in g  t h a t  you have 
th o u g h t a b o u t  w h a t  was said during the in tervie w and have a lre a d y sta r t e d  
thin k ing o f ways of a p p ro ach in g  th e  job)

Para g ra p h  4: Final co m m e n ts (e x pressing en th usiasm to wards the jo b  and 
inviting the p ossib ili ty of a second in terview)

Form al en d in g

Sig n a tu re

C o m ple te th e  followin g ta b le  using th e  p h rases in th e  box . You will need to 
use one p hrase  twice .

As me ntioned -whe n we met . .:
Having discussed the role with you in greater depth . . .
I  am confident in my a b ility  to meet the challenges . . .
I  am particularly in terested in the projects th a t you talked about during 
the in terview
I  appreciate the time you and the team took in te llin g me about the 
specific aspects o f the jo b
I  believe I  can make a sig nifican t contribution towards . . .
I  fe e l I  am perfectly suited f o r ...
I  look forward to hearing from you 
Thank you for taking the tim e to discuss . . .
This helped me gain a better understanding of ...

1 Dem onstrates ap preciation of the in te rview  2 Demonstrates in te rest and enthusiasm towards the
position

3 Dem onstrates confidence in  your a b ility  to do the 4 Dem onstrates th a t you paid a tte n tio n  to what was 
job said

As wew H ov\ e<A w U e w w e  i* \ e f  ...
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C o m ple te th e  fo llowin g e x tracts fro m follow - up le t t e rs  using th e  p hrases in 
Ex ercise  1 i.

1  the insurance b ro k er posit ion with me. A f t e r  m eetin g
with you and discussing th e co m p a ny ’s o p era tions ,  I am fu rth er convince d th a t  
my back gro u n d and skills coincide well with yo ur needs.

2 I would like to th a n k  you for ta lk ing with me a b o u t  th e Research Assista n t  
posit ion a t  M e n d o z a    and le arn in g more a b o u t  me.

3 T he in form ation you provid ed a b o u t  th e p la n ne d new pro d uct line was
p ar t icu la r ly  in t e rest in g__________________________ the co m p a ny ’s g oals and
objectives.

4 With  my rece n t e x p erie nce in clim bing a n d m o u nta in eerin g 
________________________ the position of Ex p e d it io n  Leader. A f t e r  the interview ,
I am even m ore e xcited a t  the p rosp ect of using my skills a t  G lo bal A dven tures .

5 You m entio ne d t h a t  a hiring decision would be m a d e within tw o weeks.
________________________ . If you require any a d d it io n a l in form ation from me in
the m eantim e , p lease do not h esita te  to co n tact  me.

2 a

Handling reject ion
Learning from failure

A lm ost n o b o dy has succee d e d in ge t t in g every job th ey have 
ever a p p lie d  for. T h ere  will a lm ost ce r ta in ly be t im es when , 
d esp it e  yo ur b est efforts, you d o n ’t  ge t the job.

�  6.3 Jo b  se e k e r Pa u l has ju st  rece ive d  a re jectio n  le t t e r
fro m a ban k he w as hoping to work  for. Liste n  to  Paul
ta lk in g  to his fr ie n d  C arm en an d m ark  th e  followin g
sta te m e n ts True (T) o r Fa lse  (F).

1 Paul was re jected b ecause he d id n ’t really w a n t the job .
F

2 C arm en thin ks Paul was re jected  b eca use he w asn ’t a 
stron g ca n d id a t e____

3 C arm en thin ks in te rvie w ers so m etim es a lr e a d y know who 
is likely to ge t a jo b before the in te rvie w h a p p e n s .___

4 C arm e n thin ks a ca n d id a te  who a lr e a d y knows the 
in te rvie w ers has a good ch ance of ge t t in g th e j o b - - -

5 C arm e n thin ks t h a t  m ost in te rviews a re  open and fair - - -
6 Paul has writ t e n  to re q u est f e e d b ac k____
7 C arm en thin ks Paul still has a chance of work in g for the bank .

b In p airs, d iscuss th e  followin g q uestions.

1 H ave you ever been re jecte d  for a j o b ? How did it f e e l?
2 T hin k  of as m any reasons as you can why a ca n d id a te  m ay not be offered a job 

a f t e r an interview .
3 So m e p eo ple  han d le failure by forg et t in g all a b o u t  t h e ir  unsuccessful 

a p p lica t io n  an d turn in g im m e d ia te ly to th e ne x t one. O th e rs spen d a lot of 
t im e analysin g w h a t  w e n t wrong and w h a t  t h ey could have done bet ter . W h a t  
a re  the a d va n ta g es and d isa dva n ta g es of each a p p ro ac h? Wh ich  a p pro ach do 
you use?

4 H ave you ever re q ueste d fe e d b ack  a f t e r an unsuccessful in t e rv ie w? Was it a 
useful e x p e rie nce?
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Requesting feedback

In o rd e r for yo ur ne x t jo b  a p p lica t io n  to be m ore successful it is esse n t ia l to
know why you d id n ’t  g e t  th is job. Did so m e b o dy else m a n a g e to co nvince th e
e m ployer t h a t  th ey were the b est person for the j o b ?  W h a t  skills o r  e x p erie nce
did the o t h e r a p p lica n t  have t h a t  you lac k e d? O r  was it you t h a t  m a d e a
mistak e during yo ur in t e rv ie w? Reviewin g yo ur p erfor m a nce will help you to
a nsw er so m e of th ese questions, bu t it is also p erfectly acce p ta b le  to ask  an 
e m p loyer why you d id n ’t g e t the job.

C o m ple te  Pa u l ’s le t t e r  re q u estin g  
fe e d b ack  a b o u t his in te rview 
using th e  p h rases in th e  box .

I  am confident 
I  am grateful
T greatly apprecia t ed the opportu nity
I  would very much appreciate 
Obviously I  am disappointed 
Thank you very much in advance

b Re a d  th e  le t t e r  Pa u l rece ive d  
fro m th e  b an k  in resp onse . 
W h y  w as he re je c te d ?

Dear Mr Brookcr,

Thank you for your letter informing me that my recent application fo 
employment with your bank has been unsuccessful.

(1) I <nppyed<nfe<A H \e  oppoyfuw ty to meet with you
and your team.

(2 ) ------------------------------------ for the time you took to talk to me
about the position. (3 )________________________ to have been
unsuccessful this time, as I felt my skills and experience matched the 
requirements for the job.

(4 ) ------------------------------------ it if  you could explain in greater
detail why my application was unsuccessful on this occasion.
(5 ) ------------------------------------this information will help me to
identify areas which 1 need to work on in order to successfully gain 
employment in future.

(6 ) ------------------------------------ for your time on this matter.
Yours sincerely,

Paul Kristiansen

D ear Pau l
M a ny th an ks for yo ur letter req uesting fe e d b ack . As I’m sure y o u ’ll u n d erstan d , w e had a  very strong 
field of ca n d id a tes . A lthou g h w e co nsid ere d  yo u r a p p lica tio n  to be ve ry strong , our recruitm ent 
p roce d u re  e n a b le d  us to a ssess e ach  ca n d id a te  as o b jective ly as p ossib le , an d  w e  ch ose  the 
ca n d id a te  w h o sco re d  m ost highly in our assessm e n t .

T h ere  w ere  m any things that im presse d  us ab o u t yo ur ap p lica tio n . Your q ualificatio ns are e xcellent, 
and yo u  h ave  so m e g o o d  e x p erie nce in this sector. You g ave  g o o d  a nsw ers to m a ny q uestions, 
p articu larly our q u estion at the begin nin g a b o u t custo m er service , for w hich yo u g ave  severa l

e xcellen t e x a m ples.
T h e m ain reaso n w hy your ap p lica tio n w as less successfu l w a s that your work e x p erie nce is fairly 
limited , a n d  w e  felt that yo u  would b enefit from so m e m onths in a  m ore junior position before 
you are re a d y for a  jo b  involving m anagin g p e o p le  and b u d gets. W h e n  w e ask e d  you a b o u t your 
lea d ersh ip  skills, yo u  g ave  a  gen era l a nsw er rather than the sp ecif ic e x a m ple that w e n e e d e d . W e  
su sp ect that yo u d o in fact h ave  such  skills, but b e ca u se  yo u did not illustrate th ese  at the interview, 
w e felt u n a b le  to k n ow for certain . T h is lea ds us to a m ore g en eral point: yo ur a nsw ers w ere  often 
short and lack in g e x a m ples. W e  w ould  reco m m en d yo u plan your e x a m ples m ore care fu lly before

yo ur nex t interview .
You did cre a te  a  p ositive im pression on us, an d  h ave g oo d potential to be a strong an d useful 
m e m b er of a  tea m  such as ours. If yo u are in terested in a p p lyin g  for a  m ore junior position , I 
e n co u ra g e  you to co nsid e r resp o n d in g to the jo b  a dvertise m en t a t tach e d . I re a lise  this might not 
b e yo ur id eal jo b , but as I m entio ned a b ove , w e  felt you would be a  m uch stro n g er ca n d id a te  for a 
m a n a g e m e n t position after you had such  e x p erience .

T h a n k  yo u a g ain  for yo ur ap p lica tio n , and w e  wish yo u well in your career.

C h arlie  Bro o k er

But

m
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C In p airs, d iscuss th e  followin g q uestions.

1 W h a t  did Paul do well in his in t e rv ie w? W h a t  did he do b a d ly?
2 W h a t  a dvice  is Paul g ive n? Do you thin k  th is is good a d vice?
3 W h y do you thin k  the in te rvie wers d id n ’t use his good e x a m ples of custo m er 

service  skills to guess a b o u t  his le a d ersh ip  sk il ls?
4 Do you thin k  M r  Bro o k e r gen uine ly wa n ts Paul to a p p ly for t h e  ju n io r job , or 

do all unsuccessful ca n d id a tes ge t th e sa m e a d v ice?
5 W h a t  would you do if you were Pa u l? Wo u ld  you a p p ly for the more 

ju n ior posit ion o r would you w a it  for a n o t h e r m a n a g e m e n t posit ion to be 
a va i la b le?

d W rit e  a le t t e r  re q u estin g  fe e d b ac k  fo r a re a l jo b  fo r which you were
re jecte d , o r fo r an inven te d  one. Use e x pressio ns fro m  the le t t e r  in
Ex ercise 3a .

Dealing with job of fers
Accepting the job

C o n gra tu la tio ns! You have been offered a job . Even if you have acce p te d  a job 
over the phone , or in person , it is im p orta n t  to wri t e  an acce p ta nce le t t e r to 
confirm the d e ta ils of e m p loy m e n t and to fo rm ally acce p t  the jo b  offer.

4  3 In p airs, d iscuss th e  followin g q uestions.

1 W h a t  should you co nsid er before acce p t in g  a jo b  o f fe r?
2 W h y is it good pract ice to wri t e  a formal le t t e r acce p t in g  or declin ing a 

posit ion you are  o f f e re d?

b � 6.4 A  few d ays a f t e r  his te le p h o n e  in terview , A le x  M e nck e n rece ives a 
te le p h o n e  call fro m Kin g ’s T h e a tre  o ffe rin g  him th e  p ositio n . Listen to th e  
co nversa tio n . How do you th in k  Ale x  han dle d  th e co n ve rsa t io n? W h y d id n ’t 
he acce p t stra ig h t aw ay?

C �  6.4 C o m ple te th e  co nversa tio n  using th e  words in th e  box . Listen again 
and check yo ur answers.

consider con tact decision la test meantime offer 
position salary spe akin g time

Ale x : Hello . A le x  (1) s p e a k in g  .
Jo h n : Hello , Alex . I t ’s Jo h n  Bra d sh aw  from Kin g ’s Theatre. I ’m d elig h ted to te ll 

you th a t a fte r care fu l consideration we would lik e to o ffer you the
(2)  o f ad m in istra tive assistan t.

Ale x : Thank you very much. T hat’s very good news.
Jo h n : As we d iscussed during the interview , we are  hap py to o ffer you a

startin g  ( 3 )  o f £ 2 0 ,0 0 0 .
Ale x : T hat’s great. I ’d lik e to tak e som e ( 4 )  to ( 5 )  yo u r

(6) _______ Is it  o k ay if  I ( 7 )_________ you with a  (8)  by tom orrow
a t the ( 9 )    ?

Jo h n : Yes. T hat’s a bso lu te ly fine. A n d if  you have any questions in the
( 10) ______ , p lease  feel free to g ive me a call.

d In pairs, p ractise  th e  co nversa tio n  in Ex ercise  4c. Sw a p  ro les an d p ractise  
again .
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e  �  6.5 Listen to  A le x  d iscussin g th e  jo b  o f f e r with his frie n d  Ella  and a nsw er 
th e  fo llowin g q uestions.

1 Is A le x  w orrie d  a b o u t  re loca tin g to Lo n d o n?
2 Does he feel he would  be a b le  to g e t on with the boss and the rest of the 

t e a m ?
3 Is he h a p py with th e  sa la ry  t h a t  he has been o f fe re d?
4 W h a t  issues does he still need to cla ri fy before acce p t in g  the p osit io n?
5 W h a t  d o es Ella th in k  A le x  should do a f t e r acce p t in g  the posit ion by p h o n e?

f  �  6.6 Ella  g oes on to give A le x  a lo t o f a dvice  on how to w rite  an acce p ta nce  
le t t e r  an d  w h a t to include . Pu t E lla ’s advice (a - e) in to th e  m ost logical 
order. Listen an d check yo u r answers. W h a t  do you th in k  o f th e  a d vice?

a Ex p ress how much you are  loo king forward  to start in g  the j o b ____
b T h an k  w h o ever m a d e you the jo b  offer, a n d then m ak e it cle a r t h a t  you have 

d ecid e d to acce p t it. _ L  
c Re p e a t  any instruct io ns you were given d urin g the in te rview such as your

star t in g  date , work in g hours, e tc____
d Re q u est  clari f ica tio n in yo ur acce p ta nce  le t t e r o f any te rms o f e m ploy m e n t

t h a t  w ere  va g u e o r t h a t  co ncern ed  y o u____
e Resta t e  the t e r m s of e m p loy m e n t as you un derstoo d the m , including hours

p er wee k ,  sa la ry and b e n e f i ts____

g  A le x  ca lle d  Jo h n  Bra d sh a w  a t  K in g ’s T h e a tre  to c la r ify  t e r m s and
co n d itio ns o f service . A f te rw ard s ,  he wro te  a form al le t t e r  o f acce p tance .
Se p a ra t e  A le x ’s acce p ta nce  le t t e r in to five p ara g ra p hs using the plan in 
Ex ercise 4 f. M a r k  th e  beginning o f each new p ara g ra p h  with //.

Dear Mr Bradshaw, Thank you for your offer o f employment as Administrative Assistant at King’s 
Theatre. As we discussed on the phone yesterday, 1 am delighted to accept your offer and look 
forward to beginning work at King’s Theatre. I am pleased to accept your offer at a salary of 
£20 ,000 annually. As we agreed, my starting date will be July 29 to enable me to complete the 
training programme that I have enrolled for. 1 also understand that I will receive frill company pay 
and benefits during the 8-week long training programme as the skills I will acquire on the course 
will be applicable and useful within my new role at King’s Theatre. During the interview we did not 
discuss holiday entitlement and I hope you will be able to clarify exactly how much holiday leave 1 
will be entitled to. Thank you again for offering me this wonderful opportunity, and do let me know 
if there is any additional information or paperwork you need prior to this. 1 very much look forward 
to joining you and the theatre team on July 29. Yours sincerely, Alex Mencken

h U n d erlin e  th re e  p hrases in the le t t e r  re fe rrin g  to p revio us discussions. 
W h a t  o th e r p h rases in th e  le t t e r  could you use in yo u r own le t t e r  o f 
acce p ta n ce? For e x am ple , Thank uou fo r uour offer o f emploument as ...

i  W h a t  is th e  e f fect o f th e  words in bold in th e  followin g e x tract fro m A le x ’s 
le t t e r?

T ha n k  you again for offering me this w o n d erfu l op p ortunity , and do le t me 
k now if t h ere  is any a d d it io n a l in form ation or p a p erw ork  you need prior to this. 
I v e ry  much look forward  to join ing you and th e  t h e a t re  tea m  on J u ly  29 .

cJ W rit e  a le t t e r  o f acce p ta nce  fo r a jo b  you would like. Try to m ake yo ur 
le t t e r  p osit ive  and e n th usiastic .
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Withdrawing from consideration

Wh e n  you acce p t a jo b  offer you will need to notify o th er p rosp ective  e m ployers 
t h a t  you are with drawin g  yo ur na m e from t h e ir co nsid era tio n . A s soon as you 
have m a d e a decision you should p olit e ly inform all o t h e r e m ployers t h a t  you have 
ap p lie d  for work  with . M a k e  every effort to sp e a k  to yo ur co n tact in person ra th er 
than leaving a vo ice m ail message . A f t e r you have spo ken to yo ur co n tact , follow up 
with a writ t e n  co n firm atio n .

5 a �  6.7 A f t e r  A le x  has acce p te d  th e  job a t  K in g ’s T h e a tre , he t e le p h o n es th e 
Cro m well T h e a tre  to  p o lite ly w ith d raw fro m  t h e ir  a p p lica t io n  process.
C o m ple te th e  co nversa tio n  using th e  p h rases in th e  box . Listen and check 
yo ur answers.

Could you put me through I  was very impressed by your team
I'm calling as I've  been offered It's the least I  could do
I  ju s t wanted to le t you know That's very kind of you

Ale x : Hello . This is A le x  Mencken . (1) Co ulA  yo u  puf me H w o u g U to
K arl O sborne p le ase?

Rece p tio n ist: Yes, o f course. I ’ll ju s t p u t you on hold fo r a  minute, an d  p u t you
through.
Hello , Alex . W h at can I do for yo u ? I ’m a fra id  we h ave n ’t m ade a  
decision ye t as w e’re s till in the process o f in terview in g can d id ates 
fo r the position .
Yes, I know. A ctu ally , ( 2 )_____________________ a jo b  elsewhere,
which I have accep ted .
I see.
(3)  I a lso  wanted to say th a t I re a lly  en joyed
m eeting you. ( 4 )_____________________ and the working environ m ent
a t the Cromwell.
Thank you for sayin g  so. I would say th a t we were also im pressed  
by yo u r in terview  and I ’m so rry to h e ar th a t yo u ’ve accep te d  
an o th er job . Bu t I understand yo u r decision . I wish you the very 
b est o f luck.
Thank you very much.
And if  things d on ’t work out, m ake sure th a t you g ive me a  ring and  
I ’ll see if  w e’ve got anythin g we can o ffer you.
(5  ) _____________________ I w ill do.
Thanks for le ttin g  us know lik e this.
(6  ] _____________________ Thank you fo r g iving me the chance to
talk ab o u t p ossib le work a t the theatre .

b In p airs, ro le  p lay te le p h o n in g  to w ith d ra w  fro m co nsid era tio n . Be fo re  you 
s ta r t ,  d ecid e w h a t jo b  you have a p p lie d  for.

Stu d e n t A , you a re  th e  can d id a te . Call t h e  e m ployer to w ith d raw fro m 
co nsid era tio n  fro m th e  recru it m e n t p rocess. Use th e  e x pressio ns in Ex ercise 
5a.

Stu d e n t B, you a re  th e  e m ployer. You in te rview e d  Stu d e n t A  fo r a job , and a re  
d isa p p o in te d  t h a t  th ey a re  with drawin g . Be  p o lite  an d t ry  to  e nco ura g e the m  
to co nsid er work in g fo r you in th e  fu ture .

Sw a p  ro les an d p ractise  again .
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Karl:

Ale x :

Karl:
Ale x :

Karl:

Ale x :
K arl:

Ale x :
Karl:
Ale x :



C M a tch  th e  spo k en e x pressio ns (t  - 6 ) to th e  e q u iva le n t fo rm al w rit t e n  
e x pressio ns (a - f).

1

2

3

4

5

6

d C o m ple te A le x ’s le t t e r  o f w ith draw al using a ll o r p a r t  o f th e  form al 
e x p ressio ns in Ex ercise 5c.

D ear Mr Osborne ,

I am writing to thank you for including me in the in te rview process as you se e k  candidates for your
(1) yg’i.cg’vHf A wlvyi s K  gnH v e  l A s s is f ^ f  p o s I H o h  . (2) ____________________________ you and m e m b ers

of your staff and w a s im pressed by your operation at the Cro m well Theatre .

However , as I e x plained w h e n  w e  spoke this morning, (3 ) - - - - - - - - - - - - - - - - - - - - - - - -
(4 )___________________________ which I believe (5 )_____________________________ .

I w ish  you and th e staff at the Cro m well T heatre the (6) - - - - - - - - - - - - - - - - - - - - - - - - -

Yours sincerely,

Alex  Me nck e n

e  Now w rite  a le t t e r  o f w ith d raw al b ase d  on th e  role p lay in Ex ercise 5b, using 
form al th e  e x pressio ns in Ex ercise 5c.

Declining an offer

T he decision to declin e a jo b  offer is usually m a d e b eca use you have received 
a n o th e r offer t h a t  m atches yo ur in te rests and ca re e r g oals bet ter.

6  3 In pairs, d iscuss th e  fo llowin g q uestions.

1 W h y is it im p orta n t  to decline a jo b  offer t h a t  you do not w a n t  p o li t e ly?
2 How much in form ation do you need to give when declin ing a job o f fer?
3 Wh e n  should you declin e a job o f fe r?

b � 6 .8Tomasz Filip e k , a you n g g ra d u a te  fro m  Po la n d , rece n tly m oved to  London 
and a p p lie d  fo r a n u m b er o f d if fe re n t jo bs when he a rrive d . Tomasz  w as 
fo r tu n a te  an d rece ive d  a n u m b er o f jo b  o ffers, inclu d ing one t h a t  he d ecid ed 
to  acce p t . N ow he is callin g th e  o th e r co m p anies to p o lite ly d ecline th e ir  
o f fe rs o f e m ploym ent . Liste n  to one o f th ese  co nversa tio ns an d co m ple te  the 
followin g notes.

1 C o m p a n y :____________________
2 C o n tact n a m e :____________________
3 Posit ion a p p lie d  f o r :____________________
4 Posit ive  th ings a b o u t  th e  c o m p a n y :____________________
5 Reaso n for declin ing th e p o s i t io n :____________________

I  have accepted another jo b  — a

It's a job th a t w ill le t me use my \  
skills and is what I  want to do b

I  applied for the A d ministrative 
Assistant jo b  \ c

I  no longer want to be considered \  
for the jo b  d

I  really enjoyed meeting you and 
the rest of the office e

Good luck in the future

I  recently submitted an application for the 
vacant A d ministrative Assistant position

The position closely matches my a b ilit ies 
and personal career aims

I  am writing to withdraw from consideration 
for the position

I  have decided to accept a position 
elsewhere

I  wish you and your team the best of success 

I  greatly enjoyed meeting you and your team
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C ^6.8 Listen again  and co m ple te  Tom asz ’s le t t e r  d eclin in g th e  jo b  o f fe r using 
w ords fro m th e  co nversa tio n .

D ear Ms Johnson ,

T hank  you  for ex tend ing  th e  offer for th e  position  of G raphic Designer.
1 v e ry  m uch  (1) ovppyecuxfe  th e  tim e and  effort you  and  y o u r  team
( 2 ) _____________ explaining th e  position  and y o u r ag en cy ’s specific
goals. I w as v e ry  ( 3 )  by  th e  advertis ing  cam paigns you  are
w orking on for m ajo r re ta ilers.

( 4 ) ______________, after m uch  th o u g h t and  careful de libera tion , I have
d ec id ed  no t to  ( 5 ) ________________ y o u r offer. A lthough th is  w ould  have
certa in ly  been  an excellen t ( 6 ) ______________ for me, 1 have d ec id ed  to
ac c e p t a n o th e r  position , w hich  m ore  c lose ly  m a tch es  m y specific skills 
and  ca ree r  goals.
I w ish  you  and  Future Designs co n tin u ed  su c c e ss  for th e  future.

T hank  you  again for y o u r  tim e and  conside ra tion .

Yours sincerely,

Tom asz Filipek

d In p airs , ro le  p lay te le p h o n in g  to d eclin e an offer. Be fo re  you s ta r t ,  d ecid e 
w h a t jo b  you have a p p lie d  for.

Stu d e n t  A , you a re  th e  ca n d id a te .

Stu d e n t B , you a re  th e  e m ployer.

Sw a p  ro les and p ract ise  again .

e  U n d erlin e  useful p hrases fro m th e  le t t e r  in Ex ercise 6c, which you could 
use in yo u r own le t te r . For e xam ple , Thank you for  extending the offer for 
the position o f ...

f  W rit e  a form al le t t e r  d eclin in g an o f f e r using th e  p h rases in Ex ercise 6e, 
b ase d  on yo ur ro le  p lay in Ex ercise 6d .

Negotiating terms and condit ions
Wh e n  n e g o tia t in g a sa la ry deal, you a re  tryin g  to p ersu a d e your fu ture 
e m ployer to give you the b est deal possible , so you m ust be as polite and 
d ip lo m atic as possible . You should use t e n ta t ive  lan gu age and formal English .

7 3 In pairs, d iscuss th e  followin g q uestions.

1 Is it co m m on in yo ur co u n try to n e g o t ia t e  sa la ry a n d co n d it io ns of 
e m p loy m e n t?

2 W h a t  a dvice  would you give so m eo n e e n terin g  into sa la ry n e g o t ia t io ns?

b � 6.9 Liste n to tw o jo b  see k ers, A n d y an d Nick , n e g o tia t in g  a p ay d e a l with 
t h e ir  fu tu re  e m ployers. W h o  n e g o tia tes a b e t t e r  d e a l?

C � 6.10 Liste n to  two recru it m e n t e x p erts , G race  an d  O liver, d iscussin g A n dy 
and N ick ’s n e g o tia t io n  stra te g ies . W h a t  a dvice  do th ey g ive? Do you agree 
with th e m ?
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�  6.9 C o m ple te th e  co nversa tio n  using one word in each gap . Listen a g ain  and 
check yo ur answers.

Em ployer: W h at so rt o f sa la ry  a re  you looking for, N ick ?
Nick  1: Well, I know you are  a  well - established co m pany with a rep u tation for

looking a fte r yo u r people well, so I ( 1) ___________you will be offering
e m ploym ent a t the m ark et rate.

Em ployer: Yes, th a t ’s very true, b u t we h ave to s ta rt som ewhere, so te ll me, what 
are  you e x p ectin g?

Nick  2: Perh aps you could te ll me what the ran ge is fo r this position , as I
(2) __________ be tem pted to overp rice m yself if  I g ive a  figure.

Em ployer: Well, the ran g e fo r this p ost is between $ 4 2 ,0 0 0  an d $ 4 4 ,0 0 0 .
Nick  3: I see. Given th a t I have five y e a rs ’ full - time e x perience in this field , and

have an M A , how fa r up the range  ( 3 )  you be a b le  to o ffer
som eone lik e m yself?

Em ployer: We were thinking in the region o f $ 4 3 ,0 0 0 .
Nick  4: ... mmm ...
Em ployer: Bu t in yo u r case, considering yo u r sp ecific p revious em ploym ent 

e x p erience we could o ffer $ 4 3 ,0 0 0  p lus a $ 2 ,0 0 0  startin g  bonus.
Nick  5: Thank you . (4 ]__________ you te ll me how often p a y is review ed h ere?
Em ployer: N orm ally once a  year. The nex t p ay review  is due in October.
Nick 6: ( 5 )___________I be en titled  to a  p ay review  a t this p o in t -  sub ject, o f

course, to m y sa tisfacto ry p erform ance in the p ositio n?
Em ployer: Yes, th a t ’s reasonable .

M a tch  N ic k ’s resp o nses (1 - 6 ) in Ex ercise  7 d to  th e  n e g o tia tio n  tech n iq u es 
(a - f).

a Re m in d the e m p loyer of your key skills and re leva n t e x p erience .  _5 _
b Esta b lish  th e  e m p loye r ’s range for th e p osit io n____
c Avoid being the first  person to sta te  a sa la ry fig ure____
d Be fo re  you acce p t an offer esta b lish if and when yo ur sa la ry  will be reviewe d in

fu ture____
e D o n ’t a u to m a t ica l ly  acce p t  the first  o ffer t h a t  is m a d e____
f Be fo re  you acce p t an offer clari fy yo ur q u eries a b o u t  th e t e r m s and conditions.

Nick  uses fo rm al lan g uage to  n e g o tia te  a b e t t e r  salary . C o m ple te th e  form al 
versio ns o f th e  se n te nces in bold by re arra n g in g  th e  w ords in brack ets.

1 How much can you p ay m e?
Could you tell me w h a t  (position / th e / is / ran ge / th is / f o r)_______________
 ?

How much would you be a b le  to offer so m eo n e (my / e x p erie nce / of / level / 
w i t h )______________________________________________________________________ ?

2 A s I’ve g o t a lo t o f e x p erience , will you p ay me m ore?
Taking my e x p erie nce into account , (h igher / co nsid er / a / would / a m o u n t / 
y o u ) - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - ?

3 I th in k  I can g e t m ore m oney d oing th e  sa m e jo b  e lsewhere .
I’ve done so m e research into e q u iva le n t  jo bs within the sector, and feel t h a t  
yo ur (below / cu rre n t / m ark e t / position / th is / for / is / offer / th e / rate)
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g  In p airs, p ract ise  yo ur n e g o tia t io n  sk ills in a game .

Stu d e n t A , you a re  th e  e m ployer. Try an d g e t th e  ca n d id a te  to  a g re e  to th e  
low est s ta r t in g  sa la ry  with minim al a d d it io n a l b en efits . Use th e  ro le  cards 
on p age 9 6 .

Stu d e n t B, you a re  th e  ca n d id a te . Use lan g uage an d tech n iq u es fro m th is 
sectio n to ach ieve th e  b est p ossib le  t e r m s and co n d itio ns o f service . Use 
th e  ro le  cards on page 104 .

Be fo re  you s ta r t ,  d ecid e on th e co m p any an d th e  job . Sw a p  ro les and p lay 
th e  ga m e again .

Ru les

•  T he e m p loyer e arns points by m anagin g to keep th e  start in g  sa la ry  as 
low as possib le a n d by not a gree in g  to too m any a d d it io n a l b ene fits 
(although re m e m b er t h a t  you do w a n t  to e m ploy th is a p p lican t).

•  T he a p p lica n t  e arns poin ts by ach ievin g as high a start in g  sa la ry  as 
possib le and by gaining a d d it io n a l benefits.

•  T he e m p loyer and a p p lica n t  do not know how m any points t h e  o th er 
person can earn  from each ne go tia t io n issue. T he person with the most 
poin ts a t  th e  end of the ne go tia t io n is th e winner.
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