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Hiring

Dear Reader:
The following document was created from the MTAS website (mtas.tennessee.edu). This website is
maintained daily by MTAS staff and seeks to represent the most current information regarding issues
relative to Tennessee municipal government.
We hope this information will be useful to you; reference to it will assist you with many of the questions
that will arise in your tenure with municipal government. However, the Tennessee Code Annotated and
other relevant laws or regulations should always be consulted before any action is taken based upon
the contents of this document.
Please feel free to contact us if you have questions or comments regarding this information or any other
MTAS website material.
Sincerely,
The University of Tennessee
Municipal Technical Advisory Service
1610 University Avenue
Knoxville, TN 37921-6741
865-974-0411 phone
865-974-0423 fax
www.mtas.tennessee.edu
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Reference Number: MTAS-1414
All that remains is to hire the person whom your evaluation has determined to be the most qualified and
suitable candidate. This involves, among other things, reaching agreement on salary, benefits and
conditions of employment. That may sound a little scary, but it is usually a pleasant, business-like
experience.
In your job advertisement, you indicated a salary range for the position. The reason for doing that was
to save potential applicants unnecessary time and effort. You can properly assume that individuals who
applied are willing to go to work for a salary that falls within the advertised pay range. If it is your intent
to pay the starting rate, then do not advertise a range.
In the job advertisement you may also have indicated a maximum starting rate. That should make
things go even smoother, but it does not mean there will not be a little give and take, a bit of honest,
old-fashioned trying to get the best deal possible. Expect some of that because it is human nature. Just
remember that your job is to keep the magic number at a level that is fair and within the salary
parameters that have been established.
Benefits and conditions of employment for positions in city government are usually uniform and
consistent for employees of the same classification, for example, department heads. This is generally
understood, but to affirm that fact, many organizations provide this information to applicants prior to
interviewing. It is recommended that you do so.
There are a few items other than salary that may require negotiation. Starting date is one. Another is
moving expenses. Still another is use of an automobile. Go over the parameters of the job one final time
with the person you are hiring so that there is absolutely no misunderstanding. This also is the time to
communicate any expectations or preferences that were not thoroughly covered during the interview or
subsequent conversations.
When you have verbally covered all of the above items to the satisfaction of the candidate and yourself,
put it all in a written, formal job offer letter, and request a reply from the candidate in writing. Post-offer
drug testing/physical examination may be acceptable at this point.
Finally, make an effort to really welcome your new employee. Take the time to arrange introductions
with other staff members. Provide an appropriate orientation to the job, the organization and the
community. Doing so will enable the new employee to be productive for you sooner.

DISCLAIMER: The letters and publications written by the MTAS consultants were written based upon the law at the time and/or a specific
sets of facts. The laws referenced in the letters and publications may have changed and/or the technical advice provided may not be
applicable to your city or circumstances. Always consult with your city attorney or an MTAS consultant before taking any action based on
information contained in this website.
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