
Workplace 

Professionalism 



Training Objective

 Task:  Develop a framework to negotiate ethical matters in the 

job search process including: how to decline an offer, how to 

negotiate salary, appropriate use of social media, and when to 

explore other options.

 Condition:  Given a block of instruction from Career Services 

 Standard:  Using the “Resource” section on The Career Center 

homepage, review the salary guide in either Glassdoor or OOH 

(for students attending graduate school, review the salary of your 
path after your graduate program).   



Introduction

 What does workplace professionalism mean?

 Ethical matters in the job search.

 Declining an offer.

 Salary negotiation.

 Professional Communications via email & phone.

 Social Media.

 Getting started.

 When is it time to quit?

 What can I do moving forward to help me better 
prepare?

 Where are the resources to help?



What does workplace 

professionalism mean? 
In your final year of college, you will be viewed as one who should know how to 

conduct yourself appropriately in a variety of working scenarios. It is important to 

practice these skills, polish your approach, and know when and how to ask for help if 

you need it. 

Ethical matters in the job search.

 Declining an offer.

 Salary negotiation.

 Professional Communications 

via email & phone.

 Social Media.

 Getting started & quitting time. 



Ethical matters in the job search 

 Once you have accepted and/or signed a formal contract with an employer, it is not 
considered professional to continue the job search. 

 If you plan to continue looking, it is best to communicate this to employers.

 What if you have multiple offers?

 What if you have an offer from a company that wasn’t your top choice?

 Once a decision is made, write the other organizations that have made offers, and 
inform them of your decision.

 Do not burn any bridges. You may have to work with the organizations professionally, or you 
may want to contact them again about employment.

 Be positive when declining an offer. You do not have to address why you have accepted 
another position or what the starting salary is.

 Always express your appreciation for any offers extended and for the interest and 
confidence the employer has shown.



Scenario – Declining an offer 
Dear Ms. Tisdale,

Thank you so much for offering me the position of Management Trainee with ABC Group. 
It has been a pleasure speaking with you and learning more about your company. 

After giving a great deal of thought to this opportunity, I have decided that it is in my 
best interest, as well as ABC Group’s, to turn down your gracious offer. After much 
deliberation, I have decided to accept another position that I believe is currently a 
better fit for my abilities, skills, and interests.  

I am sorry for any inconvenience my decision may cause. I continue to be impressed 
with ABC Group’s training program, and particularly with the great work you have done 
as manager of the company’s campus recruiting program.

I wish you all the best in your future endeavors. Please feel free to contact me with 
questions you may have. 

Sincerely,

Citadel Student 



Salary 

Negotiation 
 Know your worth. Use guides like: Occupational Outlook Handbook, Glassdoor.com, 

Salary.com, Payscale.com to research typical pay.

 Employers usually address pay 1st. If they don’t, after a 2nd interview it is okay to ask, 
“When will be an appropriate time to discuss specific job duties and pay range?”

 Entry level salaries are often non negotiable. Some factors which may give you 
negotiating power are: a more in-demand career field (like engineering or computer 
science), a high GPA, and internships and experience in the career field. 

 After receiving an offer you don't need to accept (or reject) it right away. A simple "I need 
to think it over" is ALWAYS acceptable. If you are pressured to give an answer immediately 
– evaluate WHY they are putting pressure on you. 



Communicate like a professional 

Voicemail 

Your personal voicemail is a 

reflection of your business skills – be 

sure your voicemail is set up!  When 

leaving a voicemail for other 

professionals: 

1. State your name,

2. Why you are calling,

3. What you will do next, and 

4. Repeat your number two times, 

slowly and clearly. 

Email 
When sending an email, avoid textspeak 
(abbreviations and acronyms): you may be 
ROFLOL (rolling on the floor laughing out loud), 
but your reader may be left wondering WUWT 
(what's up with that). Include: 

1. A concise subject, 

2. Address it to a specific person,

3. Write in complete, brief sentences and put 
your main point in the opening sentence 
(most readers won't stick around for a 
surprise ending)

4. Conclude with a signature line.

5. Edit and proofread before hitting "send." 

Start using the tools you have available to act like you are in the professional world.



Scenario – The Use of Social Media

New hires are reportedly using 

technology inappropriately on the job: 

 Texting co-workers instead of sending 

email or talking face-to-face 

 Spending far too much time on social 

networks like Twitter and Facebook 

during work hours.

 Posting inappropriate things.

“The obsession with technology is 
hindering recent hires and their ability to 

maintain a strong, qualified presence on 

the job.” 

Studies report 83% of new hires excessively use social media at work



When is it time to quit? 

 Quitting is permanently and voluntarily leaving a job. Unless you have 
another job lined up (written job offer in hand that you have officially 
accepted), it is not a move recommended by professionals. Finding 
your next job is typically easier while you still have a job.

 A verbal offer is not official (get an offer in writing).

 Exceptions may exist. If continuing to do your current job involves you in 
potentially illegal or unethical activity, or if you believe your life, health, 
or safety are at risk, then quitting may be your only option. 

 Learning to meet challenges in a  new job is important. Quitting 
prematurely in anger or frustration is typically a mistake. Learning to 
adapt, staying with an organization, typically increases your value for 
your next move.  

Quitting is not usually a good career move or financial move unless there is a 

significant reason. 



Scenario

 Turning down a job offer after you have already 
accepted it is considered, by most, a very 
unprofessional move - it can have long lasting 
and unintended consequences. 

 If you have a valid reason to decline an offer 
after you have already accepted, the 
professional thing to do is let the employer know 
why you changed your mind.

 It is NEVER okay to just disappear. 

An ethical dilemma – I have accepted a job but have 

another offer. Now what? 



What can I do moving forward to 

help me better prepare?
 Visit C3 Website, create a hireLINK account (USE CITADEL EMAIL for username)

 Click on “Resources” >  “Glassdoor”  and/or “Occupational Outlook Handbook”

 Research reviews on both interviews & salary for the prospective employer

 If attending graduate school, review application process of potential graduate program

 For military, review expectations with a commanding officer, or find an alumnus in a similar 
career field to ask for advice and direction

 Use C3 drop-in 1-3pm/Mon-.Thurs. & Resume Blitz 12:30-2:30 Mark Clark Hall for help



Conclusion

 Professionalism in the workplace is expected. 

 Your game plan for next steps after college is a way to apply your leadership skills and 

conduct yourself appropriately. 

 It is important to practice these skills, polish your approach, and know when and how to 

ask for help if you need it. 

 Review the salary guides to know your worth.  

 Learn company policy on use of Social Media. 

 Practice professional communications via email & phone.

 Learn to meet challenges in your first job. Staying with an organization increases your value for 

your next move.

Recommendations/feedback to help improve this class? 


