
Career
Coaching
how to artfully decline a job offer



hi there!

Don't lollygag. As soon as you know that you will be declining the offer begin

drafting your response so that you have enough time to edit and get another set of

eyes on it. 

Be brief. You don't need to go into detail about why you're declining the job offer. 1

or 2 sentences that provide a general reason (going with another offer, not the right

fit, decided to stay in your current role, etc) is sufficient. 

Don't burn any bridges. Even if the salary and benefits are insulting at best, resist

the temptation to be petty or judgemental. Consider this an opportunity to expand

your network for future opportunities. 

Job hunting is rough. You put in endless hours doing research, networking, and

tailoring your application materials with the hopes of getting your foot in the door for

that dream job. When that offer comes through, it can feel like a burden has been lifted

off your shoulders. But what if the offer isn't ideal and you need to bow out gracefully?

Regardless of what you've heard, you don't have to accept every offer that comes your

way. If an offer is not the right fit because of salary negotiations gone stale, benefits

that aren't ideal, or simply a better offer that's come your way, you can decline any

offer that no longer suits you. Whether you use the enclosed template or write your

own, remember these 3 things to keep it professional. 

1.

2.

3.

I hope these tips and my template help! If you need to hop on a call to strategize

around this, don't forget that I offer 90-minute strategic intensives. You can learn more

about what those look like here. 

xoxo,

Taina

https://www.tainambrown.com/90-min-intensive


template

Dear [NAME],

Thank you again for the offer of [JOB TITLE] at [COMPANY/ORGANIZATION NAME].

After much consideration and care, I regretfully decline your offer. 

I thoroughly enjoyed getting insight into [COMPANY/ORGANIZATION NAME] mission

and the opportunity to connect with [NAME OF INTERVIEWER #1], [INTERVIEWER

#2], and [INTERVIEWER #3]. However, at this time, it is not optimal for me to

transition into a new position. 

I am very appreciative of the time and kindness extended to me from you and your

[OFFICE/TEAM/STAFF] during the hiring process and look forward to remaining

connected through our professional networks. I was impressed by the mission and

values of [COMPANY/ORGANIZATION NAME] and wish you the best of luck in finding

a candidate that is a suitable culture add.

Again, thank you for your time and support. 

Sincerely,

[YOUR NAME]
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