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What concerns do 
you have about 

negotiation?
OR

What are you 
hoping to learn 

today?

Please answer 
(anonymously) using 

the Q&A function





Sept Oct Nov

Resources: Videos, guides, and samples

Workshops

1:1 counseling

Aug

Learn more about this series: tiny.ucsf.edu/WCN



More resources for general negotiation 
skills and negotiation cons iderations  for 
private sector jobs  are on our webs ite!



1. J ob search 

2. Application

3. Firs t interview via Phone/Online (20-45 minutes )

4. Firs t vis it (1-3 days)

5. Second vis it (1-3 days) - sometimes

6. J ob Offer & Negotiation (1 week - 2 months)

July -
December

September -February

October -March

February -May

January -June

The faculty job application timeline
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In ~30 minutes you 
will be invited to join 
a breakout room for a 
~10 minute exercise 

that involves speaking

If you prefer not to, 
add a * in front of 
your name now

(click ... -> Rename)
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The negotiation 
process

What to 
negotiate

How to 
negotiate
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The “Rushed” 
Offer

❏ Have an offer ready for you 
and need you to accept it 
right now

Also called an “Explos ive” offer, 
are:
● From ins titutions  with 

lower resources  
○ Little room to 

negotiate
● A way to pressure

candidates  before they get 
a  better offer 

The “Negotiable” 
Offer

❏ Are preparing an offer for 
you and need more 
information from you

❏ Are going to send you an 
offer, describe it on the call 
and ask if it works for 
you

At this  s tage, it is  likely that the 
Chair is expecting you to make 
changes to the offer.

This  is  usually how negotiations 
start .

The “Elongated”  
Offer

❏ Would like to invite you  
(but no other candidate) 
for a second interview

Unless  other candidates  are 
also invited for the second 
interview:
● It is  very likely that this  

second interview is  a 
chance for you to find if 
the place is right for 
you.

You will probably get an offer.
You may be able to delay by 
a few days , but get ready to 

make a quick decis ion.

You are probably not 
expected to accept right 

now.

Get ready to be patient: you 
may not s tart the 

negotiation for another 
month.
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The “Rushed” 
Offer

❏ Have an offer ready for you 
and need you to accept it 
right now

Also called an “Explos ive” offer, 
are:
● From ins titutions  with 

lower resources  
○ Little room to 

negotiate
● A way to pressure

candidates  before they get 
a  better offer 

The “Negotiable” 
Offer

❏ Are preparing an offer for 
you and need more 
information from you

❏ Are going to send you an 
offer, describe it on the call 
and ask if it works for 
you

At this  s tage, it is  likely that the 
Chair is expecting you to make 
changes to the offer.

This  is  usually how negotiations 
start .

The “Elongated”  
Offer

❏ Would like to invite you  
(but no other candidate) 
for a second interview

Unless  other candidates  are 
also invited for the second 
interview:
● It is  very likely that this  

second interview is  a 
chance for you to find if 
the place is right for 
you.

You will probably get an offer.

How to prepare

During the interview: 
Assess  the ins titution, the 
department and the faculty 
to find out if they meet your 
decis ion threshold.

After the first interview: 
Prepare a budget
Prepare to make a quick 
decis ion - run a s imulation 
now for yourself and those 
affected by your decis ion.

How to prepare

Prepare for the call:

Be prepared to express  
enthus iasm, but not make 
any decis ions  on the call.

Prepare some language to 
ask for the offer in an email, 
and a few days  to s tudy the 
offer before you talk again.

How to prepare

Before the second 
interview:

Prepare a lis t of ques tions  
you s till have about the 
pos ition (the facilities , the 
expectations , the salary 
calculations , the tenure 
requirements ), that will help 
you make the bes t deal for 
your future pos ition.

You may be able to delay by 
a few days , but get ready to 

make a quick decis ion.

You are probably not 
expected to accept right 

now.

Get ready to be patient: you 
may not s tart the 

negotiation for another 
month.
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Chair emails  
to express  

interes t & ask 
for budget

Chair calls  to 
discuss  the 
verbal offer 

on the phone

Chair sends  
draft letter or 
an email with 

the 
information

You have the 
firs t call to 
discuss  the 

offer

You ask for 
the final items  
discussed in 

writing

You have 
other calls  to 
discuss  the 

offer

You s ign the 
offer

Example of a “Negotiable” Offer Timeline

Day 1 Day 14 Day 15 Day 18

Note: These timelines  will vary s ignificantly between ins titutions

Days  22-28 Day 44+Day 30

Chair calls  to 
discuss  the 
verbal offer 

on the phone

Chair sends  
draft letter or 
an email with 

the 
information

You have the 
firs t call to 
discuss  the 

offer

You ask for 
the final items  
discussed in 

writing

You have 
other calls  to 
discuss  the 

offer

You s ign the 
offer

Example of a “Rushed” Offer Timeline

Day 1 Day 1 Day 2 Days  3-5 Day 8Day 5
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Imagine your lab is  a 
company
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Reframing the faculty job 
application process

INSTITUTION INVESTOR & 
INCUBATOR

JOB/CHALK 
TALK PITCH

RESEARCH PLAN BUSINESS PLAN

JOB OFFER DEAL

CHAIR BROKER
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Leverage your bus iness  plan 
to jus tify your needs  

INSTITUTION INVESTOR & 
INCUBATOR

JOB/CHALK 
TALK PITCH

RESEARCH PLAN BUSINESS PLAN

JOB OFFER DEAL

CHAIR BROKER
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Leverage your bus iness  plan 
to jus tify your needs  

INSTITUTION INVESTOR & 
INCUBATOR

JOB/CHALK 
TALK PITCH

RESEARCH PLAN BUSINESS PLAN

JOB OFFER DEAL

CHAIR BROKER

What level of productivity does  the 
INSTITUTION expect from you after 

they inves t in you?

What do YOU need to attain this  level 
of productivity?

If you do not get some of the items  on 
that lis t, how does  this  impact YOUR 

long-term productivity at this  
ins titution?
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One large grant by Y3, another large grant by Y5
Several papers, including in high-impact journals

1 technician for the first 3 years, 
Access to a large equipment in core facility 20 h/wk
1 graduate student and 1 postdoc within 2 years
A job for my spouse with equivalent salary

If you don’t get a technician, you will have no one to 
setup the lab and train graduate students while you 
write grants. This will delay your ability to get your 
first grant by Y3.

Backward Des ign Your Negotiation From The Goals  

What level of productivity does  the 
INSTITUTION expect from you after 

they inves t in you?

What do YOU need to attain this  level 
of productivity?

If you do not get some of the items  on 
that lis t, how does  this  impact YOUR 

long-term productivity at this  
ins titution?
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The negotiation 
process

What to 
negotiate

How to 
negotiate

Ques tions?Sample
offer letters

and 
budgets

on our webs ite!



Find and read the faculty handbook before 
negotiating
Know the institution’s faculty title structure

● Determine whether tenure-track pos ition is  right for you
● Unders tand salary ranges
● Learn about scale, rank, s tep and process  of advancement
● See how salary is  s tructured - it can be complicated!

Negotiating 
Your Faculty 

Compensation 
and Startup 

Package
s lides

For an 
example, 

search for:
UCSF Faculty 
Handbook for 

Success



Budgets

Generally have 4 sections

● Staff/personnel
● Reagents
● Equipment
● Any other research support (office s tuff, software, 

shared facilities , safety s tuff, support from a core, 
animal maintenance, conference travel, e tc)

More detailed = more credible and useful

Great to have a draft during your on -site interview 

Sample
offer letters

and 
budgets

on our webs ite!
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What you can ask for 
Salary & Benefits

Salaries can be 9- or 12-mo. 9 mo 
salaries can be supplemented w/ 
grant-funded “summer salary.” 
You can ask for summer salary.
Salary negotiations are limited by 
institutional policies. You can ask 
if “there is some wiggle room.”

In some cases, salary increases 
reduce the time to tenure, so ask 
about it and choose what works.

This is your annual salary, but the 
institution may not cover 100% 
(here, 70%). You can ask for 
100% coverage for 3+ years.

Letters sometimes describe the 
salary increase process in 
promotions. If not and you find 
the salary too low, it can be a 
point for discussion.

Sample letter 1 (R)
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Sample letter 2 (R)

What you can ask for 
Salary & Benefits

Salaries can be 9- or 12-mo. 9 mo 
salaries can be supplemented w/ 
grant-funded “summer salary.” 
You can ask for summer salary.
Salary negotiations are limited by 
institutional policies. You can ask 
if “there is some wiggle room.”

In some cases, salary increases 
reduce the time to tenure, so ask 
about it and choose what works.

This is your annual salary, but the 
institution may not cover 100% 
(here, 70%). You can ask for 
100% coverage for 3+ years.



Negotiating for a Faculty Position. May 6 2021. UCSF Office of Career and Professional Development. Copyright 2020. Laurence Clement. Laurence.Clement@UCSF.edu.

Benefits are rarely a point of 
negotiation. Do you due diligence 
and make sure it is all ok.

Sample letter 1 (R)

What you can ask for 
Salary & Benefits



Practice asking for a higher salary

Your turn!

10 minutes

It can feel uncomfortable, so practice is key!

● Build/write your request - 2 minutes :
○ Ask “if there is  wiggle room” or “what is  poss ible regarding 

salary negotiation”
○ State your expectation
○ Offer evidence (s tate-funded schools , personal research, etc)



Practice asking for a higher salary

Your turn!

8 minutes

It can feel uncomfortable, so practice is key!

● Build/write your request - 2 minutes :
○ Ask “if there is  wiggle room” or “what is  poss ible regarding 

salary negotiation”
○ State your expectation
○ Offer evidence (s tate-funded schools , personal research, etc)

Breakout room option - trios
1. Don’t introduce yourselves !
2. Go by alphabetical order of Zoom name

a. 3 rounds  (each person asks  x2), 2 minutes  per 
round

3. Round 1:
a. Person 1 asks  Person 2 for higher salary
b. Person 2 says  “no”
c. Person 1 asks  Person 3 for higher salary
d Person 3 says  “no”

2 3

1Ask

Answer

$?
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3. Round 1:
a. Person 1 asks  Person 2 for higher salary
b. Person 2 says  “no”
c. Person 1 asks  Person 3 for higher salary
d Person 3 says  “no”
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○ State your expectation
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Practice asking for a higher salary

Your turn!

8 minutes

It can feel uncomfortable, so practice is key!

● Build/write your request - 2 minutes :
○ Ask “if there is  wiggle room” or “what is  poss ible regarding 

salary negotiation”
○ State your expectation
○ Offer evidence (s tate-funded schools , personal research, etc)

No breakout room option
● Say it aloud if you can!

2 3

1Ask

Answer

Breakout room option - trios
1. Don’t introduce yourselves !
2. Go by alphabetical order of Zoom name

a. 3 rounds  (each person asks  x2), 2 minutes  per 
round

3. Round 1:
a. Person 1 asks  Person 2 for higher salary
b. Person 2 says  “no”
c. Person 1 asks  Person 3 for higher salary
d Person 3 says  “no”



Practice asking for a higher salary

Share out

5 minutes

What happened?

● What did you feel as  the asker?
○ What happened when you heard “no”?
○ Did your experience change the second time?

● What did you observe in the asker?
● Any surprises?

● You can respond in the Q&A or use “raise hand” 
function to speak
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What you can ask for
Startup Funds

Start-ups are very different from 
one dept to the next.
Here, personnel salary is paid for 
by the dept. More often, a lump-
sum is provided or is paid out in 3 
installments.

There is usually an expiration 
date on start-up funds (3, 4, 5 
years). It’s important to clarify 
what happens if you get grant 
funding earlier than expected
(here, 2 years) or later (especially 
in the current times). Earlier: will 
you lose startup funds, like here? 
Later: any extension possible?

Sample letter 1 (R)



Negotiating for a Faculty Position. May 6 2021. UCSF Office of Career and Professional Development. Copyright 2020. Laurence Clement. Laurence.Clement@UCSF.edu.

Sample letter 2 (R)

What you can ask for
Startup Funds 

Start-ups are very different from 
one dept to the next.
Here, personnel salary is paid for 
by the dept. More often, a lump-
sum is provided or is paid out in 3 
installments.

There is usually an expiration 
date on start-up funds (3, 4, 5 
years). It’s important to clarify 
what happens if you get grant 
funding earlier than expected
(here, 2 years) or later (especially 
in the current times). Earlier: will 
you lose startup funds, like here? 
Later: any extension possible?

Start-ups vary widely, from $5K 
(RT) to $2 million (R) for high-
cost research. Note that they may 
include extra salary provided by 
the dept in the first years, the 
salary of graduate students, or 
not. Don’t compare your start-up 
to others without details.
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Sample letter 3 (RT)

What you can ask for
Startup Funds

Start-ups are very different from 
one dept to the next.
Here, personnel salary is paid for 
by the dept. More often, a lump-
sum is provided or is paid out in 3 
installments.

There is usually an expiration 
date on start-up funds (3, 4, 5 
years). It’s important to clarify 
what happens if you get grant 
funding earlier than expected
(here, 2 years) or later (especially 
in the current times). Earlier: will 
you lose startup funds, like here? 
Later: any extension possible?

Start-ups vary widely, from $5K 
(RT) to $2 million (R) for high-
cost research. Note that they may 
include extra salary provided by 
the dept in the first years, the 
salary of graduate students, or 
not. Don’t compare your start-up 
to others without details.
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Equipment and supplies budgets 
come from the budget you 
submitted. The Chair will work 
with you to identify cost-saving 
solutions, like sharing equipment 
and using core facilities, before 
coming to a final budget. 

State your goals: You will need to 
argue for things you need based 
on your budget, your research 
statement (business plan) and 
your talks (pitch) which described 
your productivity goals.

Sample letter 1 (R)

Sample letter 2 (R)

What you can ask for
Startup Funds 

Plan wisely: If you will be sharing 
equipment you need to use 
frequently, and on which your 
results depend, you can ask to 
have a minimum guaranteed 
access (number of hours a 
month, week or day). If it is in a 
Core facility, you can ask to pay 
lower hourly rates.
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What you can ask for
Research Space

Space is not always described in 
details in the letter and cannot 
always be included. Having email 
summaries of your phone 
conversations will be useful later 
if the negotiated space is not 
provided. 

When renovations are required, 
you should be offered a budget. 
Discuss timeline of renovations 
and how they could affect your 
productivity. You may be able to 
set conditions for getting 
alternate space and even 
postponing your tenure clock if 
renovations are late.

Sample letter 1 (R)

Sample letter 2 (R)
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What you can ask for
Teaching & Service 
Release

At research-intensive institutions, 
you can ask to be excused from 
teaching and services for the first 
year. Some candidates have 
asked to delay this time off to the 
second or third year, so that they 
can meet prospective graduate 
students right away and while 
they are setting up their lab.

Sample letter 1 (R)

Sample letter 2 (R)

Sample letter 3 (RT)

At RT institutions, such an ask 
can be an issue, if the primary 
role of faculty is to teach, but 
some do allow some minor 
release time. 

Note that start dates usually do 
not allow for any time to prepare 
a course before hand, so be ready 
to design your first course as you 
are teaching it.
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The language about promotion 
and tenure requirements is often 
vague and predetermined by 
institutional policies. 

There is rarely any room to 
negotiate here.

You can ask for professional 
development funds, to attend 
conferences, for example. 

These funds are particularly 
important if you have a small 
start-up budget.

Sample letter 1 (R)

Sample letter 2 (R)

What you can ask for
Professional Growth
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Moving expenses can be 
reimbursed with receipts, paid 
directly to the moving company, 
or paid as sum here. 

You may be taxed depending on 
the way it is paid. 

There is usually a maximum 
amount stated in the letter, 
between $5 and $20K. 

You can ask for this if it’s not 
offered.

Sample letter 1 (R)

What you can ask for
Moving Costs



Negotiating for a Faculty Position. May 6 2021. UCSF Office of Career and Professional Development. Copyright 2020. Laurence Clement. Laurence.Clement@UCSF.edu.

Start dates usually align with the 
beginning of the semester at RT 
institutions.

R institutions have variable start 
dates and are usually flexible in 
the negotiation.

When negotiating a start date, be 
aware of how it can impact your 
tenure clock (time to tenure). 

Here, the tenure clock has been 
reduced from 4 years to 3.5 
years, giving the faculty 6 less 
months to get their position 
funded.

Sample letter 1 (RT)

Sample letter 2 (R) : Revised letter after negotiation

What you can ask for
Start Date

Delays in start dates for 
expecting parents are fairly 
common.
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The delay you can get on the 
signature of the letter depends on 
2 factors:

1. The type of institution. Less 
research-intensive inst tend to 
have very short turnaround time, 
and less flexibility with delays.

2. Whether you have another 
offer. More research-intensive 
inst may “wait” for you to 
consider other offers. 

Make sure you let them know as 
soon as you hear from another 
institution. The deadline can also 
be moved multiple times during 
the negotiation, if it isn’t finished.

Candidates have changed their 
mind after signing the offer letter, 
but note that offer letters can be 
considered like contracts in some 
areas, so legal consequences are 
possible.

What you can ask for
Time to Think
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Other things  you may need

ParkingPosition for 
your partner

Mortgage 
support 

Preferential 
lending rates , 
down 
payment help

Second or 
third visit 

Travel & lodging 
cos ts  to vis it 
homes , 
interview partner, 
find childcare

Changes to 
tenure clock 

Access to 
childcare

For parental 
leave, 
for delayed 
s tart

Priority access  
to affordable 
childcare 
facilities

Some ins titutions  
will create a 
faculty pos ition 
for a  
(competitive) 
partner who is  on 
the job market, or 
help schedule 
interviews for 
partners  in 
indus try



Poll:

What 3 
negotiation points 

do you think are 
most important to 

you right now?
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Negotiation Preparation Checklis t: Ques tions  to ask yourself 
now!

Salary & 
Benefits

Startup 
Funds

Research 
Space

Teaching & 
Service 
Release

What annual salary you would need to live comfortably, close enough to 
campus, pay taxes, support (future) family members, pay off student debts, 
save for a house?

What is a comfortable budget for staff, equipment, supplies, salary 
supplement to attain the productivity you need to meet the department’s 
tenure requirements, and the funding you need when your startup funds 
expire?

What is the cost of living in the area? 
How comfortable are new faculty with 
their starting salaries?

What are the tenure requirements? 
What shared equipment is available? 
What advice do junior faculty have?

How much space do you need? How does it need to be organized? What 
special infrastructure will you need (hood, BSL3 space, quiet room, 
access to patient cohorts,...)?

What type of renovation is usually 
needed in this building? How reliable 
have renovation timelines been? 

How much teaching/service release would you like in the first year? 
How will this release impact your ability to transition to the new 
position? Will it impair your opportunity to meet students who would join 
your team, impact your chance of getting tenure (less student 
evaluations,...)?

How much teaching and service is 
usually expected of faculty? What 
courses would  you teach in the first 
semester? 

Time to 
Think

How long would you need to think through your decision? What are the 
timelines of your other potential offers? Does your final decision depend 
on your partner getting an offer from that institution? On what is in the 
offer? What is the minimum deal you (and your partner) need so you can 
accept? Is there any scenario where you not would accept the offer? 

What is the timeline of the next step? 
How long does the department usually 
provide to the candidate after they give 
them an offer? What advice do junior 
faculty have?

Questions to ask in the interview Questions to ask yourself before the callNegotiation points

Negotiating for a Faculty Pos ition. Nov 17, 2020. Lawrence Berkeley National Lab. Copyright 2020. Laurence Clement. Laurence.Clement@UCSF.edu. 
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The negotiation 
process

What to 
negotiate

How to 
negotiate

Ques tions?



Negotiating for a Faculty Position. May 6 2021. UCSF Office of Career and Professional Development. Copyright 2020. Laurence Clement. Laurence.Clement@UCSF.edu.

The negotiation 
process

What to 
negotiate

How to 
negotiate
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I don’t want to seem 
greedy

I don’t want to 
sound unreasonable

I feel uncomfortable 
even asking to 

negotiate

I don’t want to make 
the wrong decis ion

Most commons concerns when it comes to making the ask
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Reframing the faculty job 
application process

INSTITUTION INVESTOR & 
INCUBATOR

JOB/CHALK 
TALK PITCH

RESEARCH PLAN BUSINESS PLAN

JOB OFFER DEAL

CHAIR BROKER

This  is  the las t 
time you will be 
able to get what 
you need to do 

your work. 

If you s ign the 
offer, you 

agree that you 
can do the 
work under 

these 
conditions . 
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The chair is your ally in 
the negotiation process

Can advocate for you

Can find creative 
solutions to your 
problems

The Chair is your ally in 
the negotiation process

Can advocate for you

Can find creative solutions to 
your problems

They need to know what 
problem you are trying to 
solve to help you attain your 
goal
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The chair is your ally in 
the negotiation process

Can advocate for you

Can find creative 
solutions to your 
problems

“I need to buy a $500K equipment 
for my experiments in Y1, but the 
budget is of $400K a year. 

1. Be clear. What do you 
NEED?

The Chair is your ally in 
the negotiation process

2. Justify. How does this affect 
your productivity? 

3. Be flexible. Focus on 
solutions.

If I do not buy this equipment in the 
first year, I will lose 1 year of work 
and will not be able to get my first 
grant by Y3. 

Can you suggest any solution for 
this problem?”

Prioritize
You may not get everything you want

Well-being affects productivity
Salary, a position for your partner, start 
date, maternity leave,... Personal situations 
affect productivity, too. 

Bring the Chair into the decision
Instead of saying “I want this” say “If I don’t 
get this, this is what happens. Do you have 
a suggestion?”
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I don’t want to seem 
greedy

Put your request into the context of 
your productivity

I don’t want to 
sound unreasonable

Stay focused on solving the problem, 
be flexible with the solution

I feel uncomfortable 
even asking to 

negotiate

Ask the Chair how THEY want to 
proceed with the negotiation (by 
phone, email?)

I don’t want to make 
the wrong decis ion

This phase of the negotiation is an 
information collection phase, not a 
decision making phase. Take a pause 
in the negotiation when you need it.

Most commons concerns when it comes to making the ask

“The first item I’d like to discuss is salary. With the cost 
of living in the area, it seems like it will not allow me to 
live close to campus. I am wondering if there is flexibility 
in the starting salary, with my level of experience.”

“My spouse, who is also a researcher, is going to need to 
find employment in the area. He is a scientist at Gladstone 
and would need an equivalent-level position in the Boston 
area. He is open to academic and industry positions. Do you 
have any suggestions on how to help us find a satisfying 
position for him?”

“There are 4 items I would like to discuss with you: the 
salary, the situation of my spouse, and two items in the 
startup budget. What would be the best way to discuss 
these with you - email or phone?”

“Thank you so much for taking the time to walk me through 
the details of how salaries and startup budgets are 
calculated. I am really excited about the idea of continuing 
this discussion. This is a lot of new information, so I would 
like to take some time to think about this and pick up the 
discussion later. Maybe we can find a time that works for 
both of us via email.”
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Put your request into the context of 
your productivity

Stay focused on solving the 
problem, be flexible with the 
solution

Ask the Chair how THEY want to 
proceed with the negotiation (by 
phone, email?)

This phase of the negotiation is an 
information collection phase, not a 
decision making phase. Take a 
pause in the negotiation when you 
need it.

Most commons concerns when it comes to making the ask
Prioritize your asks. What is  a  
dealbreaker?  What is  very 
important?  What is  a  preference?

Do your research. What is  the 
cos t of buying a house within 
reasonable dis tance of work?  
Childcare?
Let the Chair know during the 
interviews, if you feel comfortable,
or as soon as you receive the 
offer . 

Be ready to resist the pressure to 
make decis ions  or even jus t “tip 
your hand”. Take your time and 
thank them, ask for more time.

I don’t want to seem 
greedy

I don’t want to 
sound unreasonable

I feel uncomfortable 
even asking to 

negotiate

I don’t want to make 
the wrong decis ion

“The first item I’d like to discuss is salary. With the cost 
of living in the area, it seems like it will not allow me to 
live close to campus. I am wondering if there is flexibility 
in the starting salary, with my level of experience.”

“My spouse, who is also a researcher, is going to need to 
find employment in the area. He is a scientist at Gladstone 
and would need an equivalent-level position in the Boston 
area. He is open to academic and industry positions. Do you 
have any suggestions on how to help us find a satisfying 
position for him?”

“There are 4 items I would like to discuss with you: the 
salary, the situation of my spouse, and two items in the 
startup budget. What would be the best way to discuss 
these with you - email or phone?”

“Thank you so much for taking the time to walk me through 
the details of how salaries and startup budgets are 
calculated. I am really excited about the idea of continuing 
this discussion. This is a lot of new information, so I would 
like to take some time to think about this and pick up the 
discussion later. Maybe we can find a time that works for 
both of us via email.”
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The negotiation 
process

What to 
negotiate

How to 
negotiate

Ques tions?
There’s  a  

script of an 
entire 

negotiation 
conversation

on our 
webs ite!
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Chair emails  
to express  

interes t & ask 
for budget

Chair calls  to 
discuss  the 
verbal offer 

on the phone

Chair sends  
draft letter or 
an email with 

the 
information

You have the 
firs t call to 
discuss  the 

offer

You ask for 
the final items  
discussed in 

writing

You have 
other calls  to 
discuss  the 

offer

You s ign the 
offer

How to ask: the “Negotiable” Offer Timeline

Ask for enough 
to succeed. 
What are the 
expectations  
from you to get 
tenure or 
promotion?

See sample budgets on our website!
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Chair emails  
to express  

interes t & ask 
for budget

Chair calls  to 
discuss  the 
verbal offer 

on the phone

Chair sends  
draft letter or 
an email with 

the 
information

You have the 
firs t call to 
discuss  the 

offer

You ask for 
the final items  
discussed in 

writing

You have 
other calls  to 
discuss  the 

offer

You s ign the 
offer

How to ask: the “Negotiable” Offer Timeline

Express  
enthus iasm.

Don’t accept 
anything yet.

Ask for the offer 
in writing.

Make a lis t of 
asks  and 
prioritize them.

Express  
enthus iasm.

Ask if they 
would be 
available to 
answer some 
ques tions , and 
how they want 
to discuss  it 
(email or phone).

Give overview of 
what you want 
to discuss .

Ask for enough 
to succeed. 
What are the 
expectations  
from you to get 
tenure or 
promotion?
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Express  
enthus iasm

Ask if they 
would be 
available to 
answer some 
ques tions , and 
HOW they want 
to discuss it (via 
email or phone)

Give overview of 
what you want 
to discuss .

Chair emails  
to express  

interes t & ask 
for budget

Chair calls  to 
discuss  the 
verbal offer 

on the phone

Chair sends  
draft letter or 
an email with 

the 
information

You have the 
firs t call to 
discuss  the 

offer

You ask for 
the final items  
discussed in 

writing

You have 
other calls  to 
discuss  the 

offer

You s ign the 
offer

How to ask: the “Negotiable” Offer Timeline

Ask for enough 
to succeed. 
What are the 
expectations  
from you to get 
tenure or 
promotion?

Express  
enthus iasm.

Don’t accept 
anything yet.

Ask for the offer 
in writing.

Make a lis t of 
asks  and 
prioritize them.

It’s often better to negotiate via 
phone/Zoom, in a “live” 
conversation

Most scientis ts  prefer to negotiate  
via email, but when doing so, you 
will miss  out on important vocal 
cues and body language that will 
help you to adapt to the s ituation.

You may also misinterpret
people’s  intentions , or read too 
much into it.

There are ways  to prepare for “live” 
negotiations  as  an introvert or 
conflict-averse.

Prepare . Know what you 
want in advance.

Don’t decide 
anything . You don’t have 
to make any decis ion on the 
call.

Take Pauses . Split your 
call into several conversations  
so you have time to think about 
what your response will be. 
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Discuss  firs t 
item. Explain 
why you need it. 
Ask questions. 
Try to 
understand.

Thanks . Indicate 
need for pause.

Indicate a 
timeline for 
follow-up.

Summarize 
action items  by 
email.

EVERY institution works differently. 
These calls  are chances  for you to learn how your 
future ins titution funds  faculty, how decis ions  are 
made, how influential your Chair is . 

This is your first negotiation of many more with 
this Chair.
Your goal with this  conversation is  to unders tand 
the barriers  & limitations  faced by the Chair when 
negotiating for you, and whether you are able to 
communicate and work together to get to a  good 
outcome.

They should be doing most of the talking . Your 
role is  to ask them ques tions  so you can gather the 
right data to make an informed decis ion at the end.

Chair emails  
to express  

interes t & ask 
for budget

Chair calls  to 
discuss  the 
verbal offer 

on the phone

Chair sends  
draft letter or 
an email with 

the 
information

You have the 
firs t call to 
discuss  the 

offer

You ask for 
the final items  
discussed in 

writing

You have 
other calls  to 
discuss  the 

offer

You s ign the 
offer

How to ask: the “Negotiable” Offer Timeline

Ask for enough 
to succeed. 
What are the 
expectations  
from you to get 
tenure or 
promotion?

Express  
enthus iasm.

Don’t accept 
anything yet.

Ask for the offer 
in writing.

Make a lis t of 
asks  and 
prioritize them.

Express  
enthus iasm

Ask if they 
would be 
available to 
answer some 
ques tions , and 
HOW they want 
to discuss  it (via 
email or phone)

Give overview of 
what you want 
to discuss .
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Discuss  firs t 
item. Explain 
why you need it. 
Ask ques tions . 
Try to 
unders tand.

Thanks. 
Indicate need 
for pause.

Indicate a 
timeline for 
follow -up.

Summarize 
action items  by 
email.

There are only three answers to your question: 
“Yes”, “no”, and “maybe”. 

If “yes”: Thank them for their flexibility! You can 
ask if it can be in writing in a  new vers ion of the 
offer letter

If “no”: Thank them for cons idering it. You will have 
to decide if this  is  a  deal-breaker for you or not. 
This  is  one reason to organize your asks  by highes t 
priority firs t. If it is , you can pause the conversation 
now or let them know how important it is  to you.

If “maybe”: Ask if they can find out for you and 
thank them for doing so. Decide if this  is  a  deal-
breaker or not. Figure out when follow-up will 
happen.

Chair emails  
to express  

interes t & ask 
for budget

Chair calls  to 
discuss  the 
verbal offer 

on the phone

Chair sends  
draft letter or 
an email with 

the 
information

You have the 
firs t call to 
discuss  the 

offer

You ask for 
the final items  
discussed in 

writing

You have 
other calls  to 
discuss  the 

offer

You s ign the 
offer

How to ask: the “Negotiable” Offer Timeline

Ask for enough 
to succeed. 
What are the 
expectations  
from you to get 
tenure or 
promotion?

Express  
enthus iasm.

Don’t accept 
anything yet.

Ask for the offer 
in writing.

Make a lis t of 
asks  and 
prioritize them.

Express  
enthus iasm

Ask if they 
would be 
available to 
answer some 
ques tions , and 
HOW they want 
to discuss  it (via 
email or phone)

Give overview of 
what you want 
to discuss .
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Chair emails  
to express  

interes t & ask 
for budget

Chair calls  to 
discuss  the 
verbal offer 

on the phone

Chair sends  
draft letter or 
an email with 

the 
information

You have the 
firs t call to 
discuss  the 

offer

You ask for 
the final items  
discussed in 

writing

You have 
other calls  to 
discuss  the 

offer

You s ign the 
offer

How to ask: the “Negotiable” Offer Timeline

Express  
enthus iasm.

Discuss  other 
items . 

Explain why you 
need them.

Repeat process  
pause/negotiatio
n if needed.

Summarize the 
items  you agreed 
on in the 
discuss ion.

Add any asks  
that weren’t 
agreed upon.

Recognize and 
appreciate the 
efforts .

Celebrate!!!!Ask for enough 
to succeed. 
What are the 
expectations  
from you to get 
tenure or 
promotion?

Express  
enthus iasm.

Don’t accept 
anything yet.

Ask for the offer 
in writing.

Make a lis t of 
asks  and 
prioritize them.

Express  
enthus iasm

Ask if they 
would be 
available to 
answer some 
ques tions , and 
HOW they want 
to discuss  it (via 
email or phone)

Give overview of 
what you want 
to discuss .

Discuss  firs t 
item. Explain 
why you need it. 
Ask ques tions . 
Try to 
unders tand.

Thanks . Indicate 
need for pause.

Indicate a 
timeline for 
follow-up.

Summarize 
action items  by 
email.
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Chair emails  
to express  

interes t & ask 
for budget

Chair calls  to 
discuss  the 
verbal offer 

on the phone

Chair sends  
draft letter or 
an email with 

the 
information

You have the 
firs t call to 
discuss  the 

offer

You ask for 
the final items  
discussed in 

writing

You have 
other calls  to 
discuss  the 

offer

You s ign the 
offer

How to ask: the “Negotiable” Offer Timeline

Express  
enthus iasm.

Discuss  other 
items . 

Explain why you 
need them.

Repeat process  
pause/negotiatio
n if needed.

Summarize the 
items  you agreed 
on in the 
discuss ion.

Add any asks  
that weren’t 
agreed upon.

Recognize and 
appreciate the 
efforts .

Celebrate!!!!Ask for enough 
to succeed. 
What are the 
expectations  
from you to get 
tenure or 
promotion?

Express  
enthus iasm.

Don’t accept 
anything yet.

Ask for the offer 
in writing.

Make a lis t of 
asks  and 
prioritize them.

Express  
enthus iasm

Ask if they 
would be 
available to 
answer some 
ques tions , and 
HOW they want 
to discuss  it (via 
email or phone)

Give overview of 
what you want 
to discuss .

Discuss  firs t 
item. Explain 
why you need it. 
Ask ques tions . 
Try to 
unders tand.

Thanks . Indicate 
need for pause.

Indicate a 
timeline for 
follow-up.

Summarize 
action items  by 
email.

Wondering how 
this  actually 

sounds?   
There’s a script 
of a negotiation 
conversation on 

our webs ite!
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How to ask: Multiple Offers and Asynchronous Timelines 

Chair emails  
to express  

interes t & ask 
for budget

Chair calls  to 
discuss  the 
verbal offer 

on the phone

Chair sends  
draft letter or 
an email with 

the 
information

You have the 
firs t call to 
discuss  the 

offer

You ask for 
the final items  
discussed in 

writing

You have 
other calls  to 
discuss  the 

offer

You s ign the 
offer

Express  
enthus iasm.

Discuss  other 
items . 

Explain why you 
need them.

Repeat process  
pause/negotiatio
n if needed.

Summarize the 
items  you agreed 
on in the 
discuss ion.

Add any asks  
that weren’t 
agreed upon.

Recognize and 
appreciate the 
efforts .

Celebrate!!!!Ask for enough 
to succeed. 
What are the 
expectations  
from you to get 
tenure or 
promotion?

Express  
enthus iasm.

Don’t accept 
anything yet.

Ask for the offer 
in writing.

Make a lis t of 
asks  and 
prioritize them.

Express  
enthus iasm

Ask if they 
would be 
available to 
answer some 
ques tions , and 
HOW they want 
to discuss  it (via 
email or phone)

Give overview of 
what you want 
to discuss .

Discuss  firs t 
item. Explain 
why you need it. 
Ask ques tions . 
Try to 
unders tand.

Thanks . Indicate 
need for pause.

Indicate a 
timeline for 
follow-up.

Summarize 
action items  by 
email.

Tell.
Tell other 
institutions you 
have a new 
offer, even 
those where 
you are still 
interviewing. 
Ask them what 
their timeline 
will be. Tell this 
institution you 
have other 
offers.

Ask for more time.
Ask all institutions if you can have more 
time to make a decision because “you 
owe it to yourself to consider all offers.”

Ask for that extra time at anytime in the 
process, when it seems you may need it.

Express enthusiasm
All throughout the process, reiterate how happy you are to have this offer, and at the prospect of working with them.

Disclose wisely.
Give each institution the chance to make a 
competitive offer. Tell them if the startup 
or salary at the other institution is more 
appealing. 

You do NOT have to provide the 
name of the other institutions, 
the offer letter, or specific 
details. 
You do NOT have to prove you 
have another offer, but be honest: 
faculty talk to each other across 
institutions.

Turn down after you 
sign.
You can wait until after you have 
signed an offer to turn the other ones 
down officially via email. 

“Thank you for your patience in this 
process. I want to let you know that I have 
accepted the offer from XX. [Language 
about what you appreciated about the 
Chair, the department,...].”

It will be MUCH easier if the Chair 
knows the about other offers.



Turning down an offer

Keep it timely and brief (conversation or email)

● Helps  if they already knew that you had multiple options
● You don’t have to explain yourself
● J us t 3 parts :

○ State the job you are talking about
○ Decline offer or withdraw from candidate pool
○ Thanks /appreciations  and well wishes

“Thank you for considering me for [position] at [university]. I appreciate the opportunity to interview 
but am writing to withdraw my name from the recruitment process. I wish you a successful search.”

“Thank you very much for your offer of [position] at [university]. I regret that I must decline this offer 
as I have just accepted an offer at another university. I truly appreciate the time and effort that went 
into the recruitment.”



What is your next step 
in the negotiation 

process?
OR

What’s one thing you 
want to remember 

from this workshop?

Please answer 
(anonymously) using 

the Q&A function
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The negotiation 
process

What to 
negotiate

How to 
negotiate

Ques tions?



Congratulations!

The series is over but we are still here for you!
Shoot us an email or make a counseling appointment anytime!

In case you missed part of the series: tiny.ucsf.edu/WCN
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