
Salary Negotiation Checklist 

Feel confident negotiating your salary 
Talking about money at work can feel uncomfortable, especially when you really want the 
job. But asking for fair compensation is a normal part of the hiring process and career 
development. 

With some preparation and research, you can approach a salary negotiation with more 
confidence and have a professional conversation about what your skills and experience are 
worth. 

Use this checklist to prepare before negotiating your salary. 

Research your market value  
Before discussing your salary expectations, find out what similar roles typically pay. 

☐ Research salaries for your job title and industry​
☐ Compare salaries for your experience level​
☐ Consider salary differences based on your location​
☐ Look at current vacancies for similar positions​
☐ Consider your qualifications, specialist skills, and experience​
☐ Take the responsibilities of the role into account 

Know your numbers  
Go into the conversation with a clear idea of what you want. 

☐ Decide on your ideal salary​
☐ Decide on the lowest salary you would realistically accept​
☐ Set a salary range you would be comfortable discussing​
☐ Decide which figure you would mention first if asked for your expectations​
☐ Consider whether your experience or specialist skills justify a higher salary 

Tip: Your minimum acceptable salary is for your own planning. You do not need to reveal it 
during the negotiation. 

 

 

 



Prepare your reasons  
A strong salary negotiation is about more than simply asking for more money. Be prepared 
to explain why your expectations are reasonable. 

☐ Identify your strongest professional skills​
☐ Prepare examples of achievements and results​
☐ Think about responsibilities you have successfully handled​
☐ Highlight experience that is particularly relevant to the role​
☐ Be ready to explain the value you could bring to the company 

Choose the right moment  
Timing can make a salary conversation much easier. 

☐ If possible, wait until the employer has made a job offer​
☐ Make sure you understand the responsibilities of the role​
☐ Give yourself time to consider the salary before responding​
☐ Avoid negotiating before you have enough information about the position 

Know what you can negotiate  
Salary negotiation can involve more than the initial base salary. 

☐ Base salary​
☐ Annual bonus​
☐ Performance bonus​
☐ Commission, if applicable​
☐ Signing bonus​
☐ Salary review date​
☐ Potential salary increase 

Knowing which parts of the compensation package may be negotiable gives you more 
options during the conversation. 

Phrases you can use  
When discussing your salary expectations: 

"Based on my experience, skills, and the responsibilities of this role, I was 
hoping we could discuss a salary in the range of [salary range]." 

When you receive an offer: 

"Thank you for the offer. I am very interested in the opportunity. I would like to 
discuss the salary before moving forward." 



When you would like to negotiate: 

"I appreciate the offer. Based on my experience and the responsibilities of the 
position, would there be any flexibility in the salary?" 

When the employer cannot increase the base salary: 

"I understand. Would there be any flexibility around the bonus or other 
salary-related compensation?" 

When you need time to consider the offer: 

"Thank you for sharing the offer. I appreciate the opportunity and would like 
some time to review the salary and discuss it with you before making my 
decision." 

Keep the conversation professional  
Salary negotiation does not have to be awkward or confrontational. 

☐ Stay confident and respectful​
☐ Keep the conversation focused on your skills, experience, and value​
☐ Ask questions rather than making demands​
☐ Listen to the employer's response​
☐ Avoid making unrealistic salary demands​
☐ Be prepared for the possibility that the employer cannot meet your preferred salary 

8. Before accepting the salary offer  
Before you agree to the final salary, make sure you are clear on what has been offered. 

☐ Review the final base salary​
☐ Confirm any agreed bonus or commission​
☐ Check when your next salary review will take place​
☐ Make sure any agreed salary changes are included in writing​
☐ Make sure you are comfortable with the final compensation package 

A final reminder 
Salary negotiation is not about demanding more money. It is about having a professional 
conversation about your skills, experience, and the value you can bring to a company. 

Doing your research and preparing your talking points beforehand can help you approach 
the conversation with greater confidence. 

 



Want extra support with your career? 

Preparing to negotiate a salary can feel much easier when you have someone to help you 
build confidence and prepare for important career conversations. MentorCruise connects 
professionals with experienced mentors who can support you with career development, 
interview preparation, and other professional goals. 

Find a Mentor on MentorCruise 

Looking for your next opportunity? 

Find current banking, insurance, and finance vacancies on our job board. 
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