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ABSTRACT
“It wasn’t raining when Noah built the ark”. The quote is anonymous, but the message is clear – planning ahead is the key to success. Waiting until the flood and not knowing how to swim is too late The purpose of this paper is to present a model for the first step in an effective organizational negotiation – planning and preparing. This paper will develop an approach to negotiating by showing the negotiator how to effectively prepare for a negotiation through planning. Preparing the negotiation before it happens is the key to making that negotiation work. Learning how to plan for and create an effective negotiation will apply to many work situations and enable the negotiator to attain the success they desire and deserve.

INTRODUCTION

While many may desire more from their present position – a higher salary, better working conditions, more resources, etc., few are truly prepared to negotiate successfully in order to achieve those outcomes. Lack of knowledge about a situation is a major stumbling block in negotiating and a quick path to failure. Going into a negotiating situation unprepared gives the other side the edge and diminishes one’s credibility. It can also lead to critical mistakes that doom a negotiation attempt to failure (Smith, 2007). Negotiation is not necessarily easy, but with thorough planning, it can be a less stressful experience that can truly benefit both sides in the process. The key is preparedness. Just like athletes practice for days and weeks before an event, so to must the negotiator prepare for ‘the big event’. This paper will develop a model of negotiation readiness which illustrates a process that can be used to prepare for a negotiation. Planning ahead is the first step to negotiation success. Proper preparation helps the negotiator discover where the potential problems may lie, and how to avoid those problems so that success is possible in the negotiation. 
A MODEL OF NEGOTIATION READINESS

Negotiation readiness involves three steps: 1) knowing the job; 2) knowing yourself; and 3) knowing what you want from the negotiation. Knowing the job involves two things: a) job analysis, and b) job evaluation. Knowing yourself involves: a) an analysis of your strengths and weaknesses in general and as they apply to the negotiation situation at hand; and, b) knowing what threats and opportunities you may face in the negotiation so that you will be prepared to deal with them. Knowing what you want from the negotiation involves: a) setting goals; and, b) devising a plan to achieve those goals in the negotiation situation. Each of these steps in the negotiation readiness model is illustrated in Figure 1 and will be explained in subsequent sections of the paper.
Figure 1: A Model of Negotiation Readiness
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Know the Job

Job analysis is the process of gathering information about jobs in the organization. The analysis is typically divided into two parts: a) the duties and responsibilities of the job; and, b) the requirements to perform the job (Dessler, 2006). When negotiating for a new position or a better outcome with a current position (such as a pay raise), one must thoroughly understand the job and the specifications of it. Having a current job description is the best way to understand what the employer expects from that job. If the description is not available, there are ways to find information about the job. Many websites provide free information about jobs and average salaries for those jobs as well. The U.S. Department of Labor has an excellent website (www.dol.gov) with more than 1000 job descriptions, as well as average rates of pay for jobs by job title, geographic region, and industry for jobs across the United States. 
The second part of knowing the job is understanding how the job fits into the organization. The process of knowing the value of the job to the organization is called job evaluation (Hills, et. al, 1992). Understanding the worth of the job to the organization will help the negotiator discover how critical that job is to the future of the organization and possibly give the negotiator power to gain an advantage in the negotiation. 
Know Yourself

Before entering into any negotiation, one must have a realistic perspective of oneself. Many organizations conduct SWOT analyses of their (s)trengths, (w)eaknesses, (o)pportunities, and (t)hreats in order to assess their position with their competitors (Griffin, 2006). The components of a SWOT analysis are illustrated in Figure 2 below. Conducting a personal SWOT analysis helps the negotiator prepare for the process and have a better idea of what to expect during the negotiation (Smith, 2007). The goal of a personal SWOT analysis should be to accurately determine one’s inner strengths and weaknesses along with the possible external opportunities and threats that might exist going into a situation. Strengths and weaknesses are internal to each person. Opportunities and threats are external to that person.
 The key with a SWOT analysis is to: 1) objectively recognize all of the strengths, weaknesses, opportunities, and threats; and, to 2) carefully match the internal and external conditions to take the best advantage of the situation. For example, understanding weaknesses shows where you may be vulnerable to threats around you. Understanding strengths will help you then see how to use those strengths to overcome the threats and take advantage of the opportunities that are available in a job and the organization overall. It is very useful when conducting a personal SWOT analysis to actually create two analyses – one as a general analysis of the person’s strengths and weaknesses in terms of the knowledge, skills, and abilities that person possesses, and then another SWOT analysis particular to a specific job and organization. While there will be similarities between the two, both are necessary to be thoroughly prepared in a negotiation to show what the negotiator can offer the company now and in the future.  
A person preparing to negotiate can conduct his/her own SWOT analysis to determine goals to be achieved and plans to accomplish those goals in the short and long run. The following list describes the steps to be followed to conduct a personal SWOT analysis: 

1. First, consider your ‘mission’. What is your purpose in the organization? What are you there for? What are your most important job responsibilities? What do you do as part of your job that others do not?
2. Next, think of all of the strengths you possess personally and professionally. Examine the strengths of your personality type, strengths gained from your life experiences, and strengths because of the knowledge, skills and abilities you possess. Examine the aspects of your job you perform well and consider what strengths allow you to perform in that way. Look at strengths you have that others may not possess. Start by listing things you are good at doing, on the job and off.
3. Next, look at your weaknesses by thinking areas of your life and work performance you would like to improve. Is there any knowledge or are there any skills that prevent you from achieving your goals? What else is holding you back? Are you good at planning and organizing your time? Can you set priorities and avoid distractions when you need to? Can you say ‘no’ when you need to?
4. Next, look externally at your environment, at those around you – subordinates, peers, superiors, and look for potential threats they may pose to you and your ability to do your job effectively. How can the threats be neutralized?

5. Think creatively to look for opportunities that may exist now and in the near future that you could act upon.
6. Your goal with the SWOT analysis is to use your strengths to make up for weaknesses, to overcome threats, and to take advantage of opportunities. You must also assess how your weaknesses may leave you vulnerable to threats and prevent you from acting on opportunities.
Figure 2: Personal SWOT Analysis

Know What You Want

Once the SWOT analysis is complete, the next step is to determine what the negotiator wants out of the negotiation. Thinking strategically in business involves setting long-term and short-term objectives and developing plans to achieve those objectives. Thinking strategically for negotiation means doing the same thing; and that is deciding on goals that the negotiator wants to achieve in the short and long run, then developing a plan to make those goals a reality. In order to set those goals however, one must know how to set good goals. In order to be achievable, goals must be realistic, timely, and objective, and specific. It is useful to quantify goals so that targets can be set for the goals. Once the goals are specified, a plan can be created to achieve those goals. The plan would include specific actions necessary and a timeline for those actions so that the negotiator can systematically work toward achieving those goals through the plan. A negotiation plan is created with the same process. The negotiator creates goals that he or she wants to achieve in the negotiation, and plans for how to achieve those goals. The plan becomes the outline or script for the actual negotiation. 
CONCLUSION
Today’s business environment is difficult and full of challenges for employees and employers alike. Resources are limited and competition is stiff for those resources. Negotiation is more critical than ever in order to achieve success in the workplace. As the old saying goes, ‘everything is negotiable’, but only if one knows how to negotiate. Learning to effectively negotiate involves careful preparation before the negotiation in order to be ready when the negotiation happens. Knowing the job, knowing yourself, and knowing what you want from the negotiation are the first steps in making that negotiation is success. 
REFERENCES
Dessler, G. (2006). A Framework for Human Resource Management, 4th ed., New York: Pearson Prentice Hall.

Griffin, R. W., (2006). Fundamentals of Management, 4th ed., Boston: Houghton Mifflin Company.

Hills, F., Scarpella, V. and Bergmann, T. (1992). Compensation Decision Making, 2nd ed., New York: Dryden Press.
Smith, T. L. (2007). Let’s make a deal: A guide to successful workplace negotiations. Business and Economic Review, 54(1), 11-14.
U.S. Department of Labor, Bureau of Labor Statistics, www.dol.gov.

























THREATS








WEAKNESSES





OPPORTUNITIES





STRENGTHS











Interview Question�Choice   Choice   Choice








Good:�why this is the best answer





Caution: �why this is not the best answer





Stop:�why this answer will end your negotiation chances





Caution: �why this is not the best answer





Stop:�why this answer will end your negotiation chances





Good:�why this is the best answer





Set Goals





Plan to Achieve Goals





Opportunities, Threats





Strengths, Weaknesses





 


We


Wea �why this is not the best answer





 Improve Your Chances of Success


Success





Job Evaluation





Know what you want





Know Yourself





Know the Job





A Model of Negotiation Readiness�





Job Analysis �








1
June 28-29, 2010

St. Hugh’s College, Oxford University, Oxford, UK

