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Edge with
Business
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How Etiquette Benefits You

A As your career progresses, you develop
skills which are respected and expected
professional etiguette makes you stand
out from the crowd!

A Professional etiguette refines skills and
builds leaders and careers.

A Without etiguette you limit your potential,
risk your image, and jeopardize
relationships that are fundamental to
your success.



Etiquette Pays Off!

A Signifies commitment to quality and
excellence.

A Enables you to be confident in a variety
of settings with a variety of people from
all walks of life.

A Modifies distracting behaviors and
develops admired conduct.



Etiguette 0 A Ticket

Original meaning:

AA ticket proving that the bearer
knew the rules required for
admittance behind closed doors.
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Etiguette 0 A Ticket

AEt il quette st
door s 6.

A Life Is more pleasurable
and easier when we
know what to expect
from other people,
what they expect of us,
and how to respond In
an appropriate way.




You Have Every Right to Ignore
the Rules of Etiquette. Just
Realize That You Are Making
Aeeée. .

Career
Limiting
Decision




Business Etiquette: The Basics

A First Impressions
A Introductions

A Networking

A Dining Etiquette
A Cocktall Parties

A Correspondence
Etiquette

A Office Etiquette




First Impressions

You only have ONE
opportunity to
make a good first
Impression

You should POP
A be Prepared

A be On time

A be Presentable




Facts About First Impressions

(they arendot always fair, but t

Within 30 seconds people judge your
A Economic level
A Educational level
A Soclal position
A Level of sophistication
A Level of success



More Facts About First
Impressions

Within 4 minutes people make preliminary
decisions about your:

A Trustworthiness
A Compassion

A Reliability

A Intelligence

A Capability

A Humility

A Friendliness

A Confidence



Are First Impressions Lasting?

A YES!

A Made with emotional not rational brain.

A Rational brain seeks validation.

ADonodot want to change opil I
A Labels help us make sense of world.

A EXperience teaches us validity of first
Impressions.



Making Positive First
Impressions

A Determine audience.
A ldentify their expectations.
A Establish objectives.

A Dress, behave, and communicate in a
way that reflects audience
expectations.



A Appearance
AWardrobe, grooming.
A Behavior
AEtiquette, civility, attitude.

A Communication

AVerbal, nonverbal, written.

ma g e



Professional Appearance

A Grooming Is fundamental

AHair clean and styled appropriately.

A Clean neatly trimmed nails (not longer than
Y4 Inch), clean skin and teeth.

AMany professionals wear make -up
(make sure it is not over done).
A Check fragrance and clothing care.



Professional Work Wardrobe

For women:

Skirted/pant suit, blouse or dress shirt, clean well
maintained dress shoes (generally closed -toe

shoe).

For men:
Suit, dress shirt, tie (well maintained dress shoes).

Outerwear:

Appropriate for women/men: dress coat, trench
coat, umbrella.



Professional Work Attire

w for women compigeents of 12/50ts




Business Casual Wardrobe

For women:

A Dress pants, shirt, blouse, well maintained dress or
casual shoe (no tennis shoes, flip flops, etc.).

For men:

A Slacks/khaki pants, polo shirt, or other collared
dress shirt, well maintained dress or casual
shoes (no tennis shoes, flip flops, etc.).

**NOTHING SLOPPY**



Casual Work Attire




Tips to Look Your BEST

Your appearance impacts your mood and
confidence

A Dress to fit your audience & yourself.
A Clothing should fit & be well ~ -maintained.

A Dark colors compliment your shape and
create the appearance of authority.

A Polish your shoes 0 people notice!

A Quality accessories are important; briefcase,
pur s e, umbrell a, etce



Hand Shake

Always wear your name tag on your right shoulder for a clear
eye | i ne &

A Stand to meet someone .

A Extend your hand immediately.
A Web to web.
A Shake from your elbow.

A Hold 3 -4 seconds.

A Maintain eye contact.

A A confident hand shake compliments the introduction.
A Say your name and something about yourself oHel | o, | O

Sl | work I n Case Managemen:
Association. o



Business networking
INn social situations

A Never introduce yourself
by your title

A Name tags on your right &
shoulder. \{

: \‘\ g‘ %
A Keep your right hand free \ {-’ ﬂ
A Stay informed of current ek 2y
events.

-
&

A Maintain eye contact.



Networking: BREAK OUT OF YOUR
COMFORT ZONE

A Mingle 6 Mingle 6 Mingle o Mingle o Mingle
ADondt travel with your friend

A Smile and speak directly to the person with whom
you are engaged in conversation.

A Contribute positively to the conversation with your
thoughts and open ended questions.

ADond6t monopolize someoneds ti
A If appropriate, collect business card(s).

A Politely excuse yourself and move on to another
iIndividual.



Body Language

Your body language often reveals more about you than verbal
communication. Be conscious of it, because it is always being
observed.

A Good posture displays confidence.

ADonot sdlstand anld sit upright.

ADondot Ditisdagneying and a sign of boredom .
A Keep hands away from your mouth when speaking.
A Honor others personal space .

A Break nervous habits, such as: gum chewing, drumming
fingers, hair twirling, nail biting, teeth grinding, etc.



Body Language Matters




Cocktall Parties

w 1 A Determine your strategy: network with
new people or certain known  targets.

A Work event i not social.

%

4

Dondt just hadriangls. out

Enter room, step to one side, survey
room.

Move toward friendly faces or already
formed group.

If someone enters your group, greet them
and make introductions.

wi t h



Cocktail Party Tips

A Go to food table first N easiest place to start
conversations.

A Stand in middle of room or near food table,
stay away from walls.

A Learn how to hold napkin, plate and glass in
one hand.

A Keep one hand free to shake hands.
Aol et il fEEe B E D ek LT ET]E

A Maneuveramong people ndonot get st



Small Talk

3 distinct parts
AOpener

AMiddle
ABreak away




Small Talk Openers

A Individuals

A Compliment, weather, food, current event.

Aol love your . HETI T E
A Group

A Something pertaining to everyone.

AdbHow do you all know each ot he

AOWi Il you be traveling this su
A Casual acquaintances

A General comments.

AdbHow has your year been?b6



Small Talk Middle

A Safe topics
A Sports, books, movies, theater, art, travel
A Questions

AAsk, listen, elaborate with matching
experience, Ask again

A Be more interested than interesting



Small Talk Break - Away

A Stay no more than 10 min in one place

A Break-away lines
Adl dondét want to monopol
Ad6l 6m going to circul ate.
Adl see someone | must me

A Tell them you enjoyed speaking with them.

A Discuss next steps

AGoing for food, to next person, etc.



A Good Conversationalist:

A Is polite.

A Is a good listener.

A Puts others at ease.

A Can discuss numerous Issues.
A Asks good questions.

A Never interrupts.

AAccepts a compli ment with
Youo.

A Extends a compliment with sincerity.



Business Cards

A Manage business card exchanges flawlessly.
A Always have a supply of cards.

AAsSs k f or someonedos card be
own.

A Present card face up.

A Take time to look at received  card.
ANEVER turn down an offered card.

A Be selective when distributing  cards.



Lunch/Dinner Meetings

You can survive!



http://www.gramo.com/irish/index1.mdb

Lunch/Dinner Guest

A Reply promptly to invitation.
A Only cancel on very urgent business.

A Be on time N call restaurant and send message
to host if late.

A If you arrive before host, you may sit at table
but eat nothing but water until host arrives.

A Never order the most expensive item.

A Take no notice of check. Do NOT offer to
leave tip.

A Thank your host |



Lunch/Dinner Meetings --
Beginnings

A Stand on the right side of your chair and
enter from your left.

A Napkins go in lap ASAP i fold toward walist.

A Toasts may be offered before eating and
after dessert. Both are initiated by host.
Toasted party does NOT drink to herself.

A Pass to the right and do not help yourself
first N pass salt and pepper as a set.



Lunch/Dinner Meetings --
Ordering Food

A Decide on your menu
selections quickly.

A Order medium -priced food.
A Think about the mess factor.
ADonot or der al cohol

A Do not share a dessert.



