
WRITING A LETTER TURNING DOWN A JOB OFFER

Below, you'll find guidelines on politely turning down a job offer and sample the company or the people you've interacted
with â€” it's a rejection letter after all.

It is worth exploring the option of turning down the job offer with the employer. As I told you over the phone
I regret that I must decline the job offer. Keep learning:. There's Not Enough Flexibility for Your Current
Needs Some people prefer the option of working from home, or require flexibility in terms of work hours. If
all efforts to negotiate a higher salary fail to yield the results you require, send a communication expressing
your thanks and reaffirming your excitement about the position, stating that you must decline due to the level
of the salary. Decline a Job Offer Email How to reject a job offer politely by email, after you have turned
down the job offer over the phone. Dear [insert name] I want to thank you very much for offering me the role
of [insert role] at [insert company]. After careful consideration, however, I have taken the decision to decline
your offer of employment. I sincerely enjoyed our dialog as well as discussions with your team, and I very
much appreciate your taking time to share information about the role and vision of [insert company name].
Most companies would rather not have you start than begin your employment and leave very shortly
thereafter. Candidates are generally better off not expressing specific dissatisfaction with the staff with whom
they interacted or sharing any criticisms of the organization. Unfortunately, I have decided to accept a position
with another company that is a better match for my current goals. Thank you for your time and effort. How
should you turn down a job if you don't want to take it? Don't sit on a decision for days, or hold off deciding
on one company over another because you're nervous about saying no to one of them. When the Job Doesn't
Pay Enough If a job and organization are attractive but the offered salary is insufficient, you might address this
issue in your communications. Or you could say how friendly everyone was, and it was nice to meet the team
in advance. Keep It Short and Professional Recruiters are used to rejection. Apologize that you could not take
the job offer and empathize that they will now have to take on further work to find the next best candidate.
Therefore, after giving it much careful thought, I must decline your offer. I wish you continued success and
hope to hear from you in the future. Best Regards, 4. I believe it is in the best interests of both myself and the
company to turn down the job offer. Any delays will impact negatively on the employer's hiring process.
Additional Resources for Jobseekers:. Leave it at that though. If you have declined the job offer by phone it is
professional to follow up with a letter or email. This demonstrates professionalism and shows that you care
how much effort they put in to select you. Subject Line: Job Offer â€” [your name] Dear [insert name of the
interviewer or hiring manager] I am grateful that you offered me the position of [insert job position] and
trusted my suitability and experience for the role. In certain cases, employers will consider this argument and
may make an improved offer. If a scenario exists wherein you might take the job such as a pay increase or
other changes in the benefits package , first try to negotiate a counter offer. If you know your paths are likely
to cross at a future event, mention that and say you'd welcome the chance to catch up for coffee there. You can
mention your excitement at the prospect of working for that company and also cite evidence for what you
believe to be the market rate for your position and your personal worth to the organisation. If you are facing
the prospect of a long commute, or the office is located in an area with bad traffic, you might have second
thoughts. You can mention this reason in your message when declining the job offer. The last thing that you
want to do is decline an offer and then regret it later, but if you consider your options and draft a well
structured response, there's no reason why you can't say no to an offer with confidence. The salary does not
meet the financial requirements of my current situation. Unfortunately, after a great deal of thought, I have
decided to turn down this gracious job opportunity. For example, if the target job involved only inside sales ,
point out that you were interested in a position handling major accounts providing a clear pathway to sales
management ; the possible upside being that the employer thinks of you for another role currently available or
one that might open up in the future. Be succinct and forthright in your response and, if appropriate, offer to
stay in touch. Yours sincerely [your name] A Sample Rejection Email If sending an email is preferable, here is
a sample to help you write one and politely reject the job offer. Though it was a difficult decision, I have
accepted a position with another company. I wish you continued success and hope we will have the
opportunity to work together in the future. On the other hand, there will be resentment if you leave them
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hanging and never pick up their call to say no.


