
Be prepared with the parameters for the verbal offer below:
 
1. Job Title: 
1. Reports to: 
1. FLSA Class: Exempt (Salary) or Non-Exempt (Hourly)
1. Position Status: Full-Time or Part-Time
1. Position Hours:  37.5 hours per week (standard hours)
1. Benefits- Benefits Eligible or Not Benefits Eligible
1. Start Date: TBD
1. Salary: TBD
1. Payroll: paid monthly or paid bi-weekly
1. The offer is contingent on a successful background check.













The Step-by-Step Script
1. The Introduction
"Hi [Candidate Name], this is [Your Name] from Lake Forest College.  How are you doing today? Do you have a few minutes to chat?"
2. The Offer
"I really enjoyed getting to know you during the interview process, and I’m thrilled to tell you that we'd like to offer you the [Position Title] position! We interviewed a lot of great people, but your [mention specific skill/experience, e.g., leadership skills/portfolio] really made you stand out to the whole team."
3. The Details
"We want to offer you a base salary of [Salary Amount/Rate], alongside our comprehensive benefits package which includes [mention 1-2 key benefits, e.g., health insurance, 401(k) match, PTO]."
4. The Start Date & Next Steps
"We are hoping to have you start on [Proposed Start Date]. What are your initial thoughts on the offer?"
(Listen to their response)
"That’s wonderful news! We'll be sending over a formal written offer letter by the end of the day. You can review all the details there. Do you have any questions I can answer for you right now?"
Or
"Thank you for your consideration! I will need to review your request and will get back to you by [day/date]. Do you have any other questions I can answer for you right now?"

