Negotiation Worksheet

Client Name: Sarah Johnsons Date: December 27, 2023

1. Identify Goals: What are your primary objectives or desired outcomes from this negotiation session?

My primary objective for this negotiation session is to secure a more flexible work schedule that
accommodates my family responsibilities. | aim to maintain productivity while having more time to spend
with my children in the evenings.

2. Understand Perspectives: Consider the viewpoints of all parties involved in the negotiation. List the
concerns and priorities of each.

From my perspective, balancing work and family is essential for my overall well-being and job
satisfaction. | understand that my employer values productivity and consistency in work hours.

3. Gather Information: What information do you need to support your negotiation position? List any
relevant data, facts, or research.

To support my negotiation position, I've collected data on the benefits of flexible work arrangements for
employee morale and productivity. I've also researched successful case studies of companies
implementing flexible scheduling policies.

4. Evaluate Options: Brainstorm potential solutions or compromises that could address the needs and
interests of all parties.

I'm open to exploring various options, such as telecommuting part-time, adjusting my start and end times,
or compressing my workweek into fewer days. | believe these options could meet both my needs and the
needs of the organization.

5. Develop Strategy: Based on the information gathered and options identified, outline a strategic
approach for the negotiation. Consider potential obstacles and how to overcome them.

My strategy is to present a well-reasoned argument for the benefits of flexible work arrangements, backed
by data and examples. | plan to emphasize how this change could enhance my productivity and job
satisfaction, ultimately benefiting the organization.

6. Communication Plan: How will you effectively communicate your position and listen to the
perspectives of others during the negotiation?

I intend to approach the negotiation with a collaborative and respectful demeanor. I'll actively listen to my
employer's concerns and be prepared to address any questions or objections they may have. Clear and
open communication will be key to reaching a mutually satisfactory agreement.

7. Anticipate Responses: Think about possible reactions or responses from the other party. Prepare
strategies for handling objections or counteroffers.

| anticipate that my employer may have concerns about maintaining team cohesion and ensuring
consistent coverage during business hours. I'll propose solutions such as designated core hours for team
meetings and communication, as well as clear expectations for deliverables.

8. Finalize Agreement: Outline the terms of the agreement reached during the negotiation, including
any concessions or compromises made by both parties.

If both parties are open to negotiation, | aim to reach an agreement that outlines the specific terms of my
adjusted work schedule, including any trial periods or performance metrics to evaluate the arrangement's
success.



9. Follow-Up Plan: Establish a plan for monitoring and evaluating the agreement's implementation.
Determine any necessary follow-up actions or next steps.

Following the negotiation, I'll maintain open communication with my employer to ensure that the
agreed-upon changes are implemented smoothly. I'll also regularly evaluate the effectiveness of the new
work arrangement and be open to adjustments as needed.

10. Reflection: Reflect on the negotiation process. What went well? What could have been improved?
What lessons did you learn for future negotiations?

This negotiation process has taught me the importance of preparation, communication, and flexibility in
reaching mutually beneficial agreements. I've gained valuable insights into effective negotiation strategies
that | can apply in future workplace interactions.

Notes:

Overall, I'm optimistic about the potential for a positive outcome from this negotiation and look forward to
finding a solution that works for both myself and my employer.
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