10/20/2020 How to Turn Down Applicants Tactfully — and Truthfully — TLNT

G M

e B L 8 # i ) .

ey 5 & F ¥ e a L s Foab " " s A L. =, PRy M if ok - ~ " J & o 1 ",
L3I0 T IWHISKEK TINEG 1ATEACT ArtTicio oy i i SU SCri 4
b NS | | v IV B0 LICGALC OL O LI D T80 1 a1\ ,}K

How to Turn Down Applicants Tactfully —
and Truthfully

By DIANNA BOOHER OCTOBER 20, 2020

https://www.tint.com/how-to-turn-down-applicants-tactfully-and-truthfully/?utm_campaign=TLNT Daily Newsletter&utm medium=email& hsmi=978196... 1/8



10/20/2020 How to Turn Down Applicants Tactfully — and Truthfully — TLNT

Don't Miss the latest articles from TLNT Subscribe now | X

o
Oy

el
- R i &y
g R B P _ ; i e e s e e
FROC TR s TOF Trct v el LS B v Coni S VR ot L L R e g S e L B e MR g
F e -

ek
e “F_:- .

|'
L

Eggs and rejections should be done over-easy. Turning down applicants with class pays off in your
long-term recruiting efforts and reputation as a great place to work. Your boilerplate “thanks, but
no thanks” emails and letters to job applicants may have worked well in seasons of high
employment. But in the age of COVID-19 layoffs and furloughs, not so. Empathetic responses to

those who've interviewed with your company dictate a different approach.

How to Tactfully Turn Down a Job Applicant

Don’t Leave Them Hanging

f you think about it, you’ve probably dealt with situations where you felt your communication
was going into a black hole in the center of the earth. Like a request to a Help Desk that goes
unanswered. Like a callback from your doctor about results on your series of tests. Like entering a

contest and never hearing the winners announced.

If an applicant has spent time interviewing for an open position, they deserve to know your

decision. You don’t have to defend your decision. You don’t even have to reveal it. But at least
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Respond Promptly on Definite “No’s”

You can rule out some applicants immediately after the first interview. So why not let them know
so they can go on their merry way to find other opportunities? Of course, you may want to note a
specific applicant as a “back-up” in case the first choice turns you down. Waiting to notify in those

situations may be advisable. But those whom you rule out definitely should get your “thanks, but

no thanks” email or letter promptly.

Offer a Valid Reason

“We’ve chosen another candidate who has the prerequisite five years’ experience in the field.” Or:
“We're hoping to find someone with a Ph.D. in chemistry for this role.” Or: “For this sales position,

we're hoping to find someone who can bring a book of business with them.”

Of course, if the reason you’re rejecting a candidate might be insulting or offensive to them, then

simply state or restate your wishes — what qualifications, skills, or experience you hope to find in

a future candidate.

Job applicants don’t typically get so upset with a turndown; after all, that’s the nature of the job-
hunting game. What turns them off is a turndown with no explanation or a false one like this:
“‘Although you’re a highly qualified candidate with an impressive track record, we’ve decided not
to make an offer at this time.” (Applicants shrug at the flattery: “If I’'m so highly qualified and
impressive, why didn’t | get the job?”)

Consider how your kids act when they ask, “Can | go for a sleepover at Johnny’s house?” You say

‘yes” and they’re out the door. You say “no” and their next question is “Why not?”
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“Because | said so” doesn’t work with kids. And it fares no better with jobseekers. Giving a valid

reason demonstrates respect.

Suggest an Alternative

If you’re in a position to do so, offer helpful suggestions for their job search. Examples: “You may
want to consider taking the XYZ assessment and presenting those results to a future employer.
They are highly regarded for applicants hoping to secure a similar position.” Or: “After you’ve
gained a couple more years of experience in X, we’d welcome the opportunity to interview you
again.” Or: “Have you thought of applying at X or Y?” Or: “With your experience, I'd suggest that
you consider the field of X. Although this path would be slightly different from your previous

positions, it might be worth more investigation.”

Any such comments demonstrate interest in the individual — the key thing that’s missing in so

many typical rejection letters. That personal touch removes some of the “sting” found in many

rejection messages.

Focus on the Future

End with a statement of goodwill — often best wishes for their continued job search or an

acknowledgement of impressive past accomplishments or skills.
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that deliver the typical bad news. But for those quality candidates who’ve interviewed with you
and likely will be significant players in the industry, you’ll be doing your organization a favor by

sending a courteous, personal response.

Dianna Booher

Dianna Booher is the bestselling author of 48 books, published in 62 foreign-language editions. She helps
organizations to communicate clearly and leaders to expand their influence by a strong executive presence
— and often by their own published book. Her latest books include Faster, Fewer, Better Emails:;
Communicate Like a Leader; What MORE Can | Say?, Creating Personal Presence: and Communicate With

Confidence. National Media such as Good Morning America, USA Today, The Wall Street Journal, Bloom berg,
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