EMAIL TEMPLATE:
Reminder: You want this to sound like you, so adjust the
verbiage to reflect you authentically. This is a simple outline.
Hi [Leaders name],
I'd like to understand the process of asking for a raise. Can we
set up a time to talk about what this would look like? I have
been working on outlining the accomplishments and ongoing
tasks I have taken on since starting in my position and I'd love
to get your thoughts so I can be fairly compensated for my
contributions. I enjoy working here and it's been [x
years/months] since my pay has been evaluated and I've
grown so much in that time.
Thank you,
[Your name]
Note:
If your workplace has specific timelines for raises/bonuses, work with
your leader to understand what you are working on and have taken on so
you can be eligible for the largest raise when possible. You could
incorporate something like, "What else could I be doing to be eligible for
the highest raise when the time comes around?"

CONVERSATION STARTERS:
"Are there additional tasks or projects I could be taking on right now?"
Tip: be proactive, find ways you can support your team and your leader.
This starts with asking good questions to see how you can offer value.
"Do you feel I'm performing at or above expectations compared to other
team members?"
Tip: ask this question when you know that you are performing well.
Gaining buy in from your leader prior to having a full conversation
around pay can work in your favor.
"Since my last salary adjustment, I’ve worked on several
projects/initiatives that have added significant value to the company. In
the last few months, I [insert recent examples of your accomplishments].
These achievements have helped me feel more confident in my eligibility
for a raise. How can we move forward?"
Having a work journal* to track your accomplishments over time can
make this conversation even easier.
Other tips:
What are people in similar roles being paid? Research online to see how
you can advocate for yourself.
Even if you love your job and would stay there even if you don't get a
raise, it's important to still advocate for one.

*Check out more about my reference of a work journal on my website
here.

NOTES PART 1:
How long have I been at my current company?
What do I currently make?
Do I have conversations with other co workers about what they make?
-How long have they been with the company?
-What has their progression looked like?
What am I looking for?
What have I been doing above and beyond my role?
Where am I at in my performance?
What are the goals for my role? Am I meeting/exceeding these?
How is my relationship with my current leader?
Do I feel comfortable asking what it looks like to get a raise?
What could I do to prepare for the highest amount of a raise?
What could I be doing now?
What was my job description when I got hired?
What are my current job responsibilities?
What are things I do weekly?
What are things I do monthly?
What has been added as ongoing tasks- what additional systems or processes
have I learned along the way?
Is there anything that I'm doing that other people aren’t doing?
What projects have I worked on shorter term?
What did the project consist of?
How was I involved/what was I responsible for?
How did I make an impact?
Do I volunteer for the company at all?
Do I create reports?
Do I create or improve help center articles?
Do I create or improve SOPs?

NOTES PART 2:
Are you feeling more confident in what you’ve done where you feel good
about asking for a raise?
Did this exercise bring up things where you feel like you could continue to
make progress? If so, write it down.
How are you performing on your team compared to others on your team?
What have you really enjoyed in your role? If anything else, see how you can
do more of what you enjoy and less of what you don't.
It's helpful to talk to other people who have been around for a previous review
cycle to understand the process.
Learn more about a work journal here.
Here's an article referencing how long people are staying in their jobs
The median tenure for workers ages 25 to 34 is 2.8 years
Workers in service occupations had the lowest median tenure at 1.9 years

