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If you haven’t already realized it, there’s 4 huge difference bety,
traveling for business and traveling for Pleasure; with the “en

difference being that business comes ﬁrst
husiness trip. With goals to be met, clients g Impress, an Missions
achieve, the world of business trayel requires g complete]y differep,
of social rules. Here are 10 essentia] business

- travel etiquette tips to help
ade.
you make the gra

. Most m
during aj] aspects of theponam\

Follow the boss’ lead

When traveling with your boss, jt’s €ssential to follow his or her lead.
Don’t assume that what works in the office, is necessarily the process

while traveling. Business trave] i completely different environment, and
each trip can vary as well, Be alert and pay attention to any clyes YOu are
given by the boss. If you’ '

flight, just in case he or she decides to. Ke

Be over-prepared

Travel gets stress-fiy]] when people are not prepared for the changes and
un-familiarity that comes with it. Weather flying with the boss or not, do
N0t assume that things will pe taken care of for you. Make sure yo
know when your flight leaves, where you're staying, and what time the

inerary of Important times and places, and do
ames of everyone you’re meeting, and how to get
Y could being Over-prepared save you time and money,

ly show that you can handle business whjle away.

around. Not op]
but it’|] definite

Dresg

Apprepriately
For by

siness meetings, luncheons, etc., formal attire should be g given.



For other times during the business Wip, you shouid consider that even
while in the air, you never know who you might bump in to. As a
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raveler, lcave SWeaipants, shorts, and fiip-tiops at home, wlb'l
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when flying. Dressing down should g0 as far as business casual as whi

on this trip, you are representing the business at all times.

Know who will be paying the bill

There’s nothing worse than ending a business lunch with either too
tany or too few offers to pick up the tab. For the most part, business
lunch and dinner etiquette calls for the host to puy (i bill; if you
initiated the lunch, you pick up the check. That said, even if you don’t
EXpect to be paying, be sure to always be prepared to do so, just in case.
Basic etiquette also calls for the host — or whoever is paying — to order
the wine or specialty drinks for the table. If the host doesn’t order wine

for the table, then you’d simply take their lead in the ordering or drinks;
il they and y

our boss order a drink, then you'll be just fine doing the
same.

Be a genergug tipper
Knowing local ti
outside of the ¢g
correctly, but is g sign of respect
difference. Here in the United St
for servers and bartenders, 10%
concierge and housekeeping sta

estinations have very different

pping habits is especially important w

hen traveling
untry. You’ll not only

avoid embarrassment by tipping
and sincere interest toward the cultural
ates, that generally means tipping 20%
for taxi drivers, and at least $5 for
ff at your hotel. Many international

tipping protocols, so be sure to do your
research before leaving the country. As a business traveler, you’ll likely

be returning to same restaurants and hotels, time and time again —

whether alone, with business associates or prospective business partners,
you’ll want to be sure that staff remember you in a positive light.

Keep packing to a minimum
As a business traveler, there’s rare]
will fit in a carry-on bag. If you're
clothing should easily fitina ¢

y any need to take more than what
traveling for just a few days, your
arry-on, and if your tip is expected to be
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Be appropriately social

o : entative of
Business travel is all about making connections. As arepres

| ible to
your company, you’ll be expected to get out there as much as possib

establish relationships, in and out of the office setting. As a business

traveler, you are an investment in the relationships you are creating, .SC;
avin

no matter how well you are connecting or how much fun you're h
always keep in mind the business aspect. Being social — but not too
social, is a delicate balance. Know when to call it a night, and follow the
lead o y ol Lost ui buss whenever possible; and if ever in doubt, call 1t
a night.

Carry cash _

Sure, the company credit card is useful and easy, but let’s face it — cash
1s king. You never know when you’ll be put in a situation that requires
cash. Keep some on hand at all times, at least for emergencies, and to
save face if that company card is ever declined. Make sure to pick up a
receipt anytime you are forced to use cash, and you’ll likely not have
any problems getting your company to reimburse you.

Continue to separate business and personal business

Qoviously if you’re traveling with your boss or your coworkers, you’re
going to have a harder time separating yourself from the group to take
care of personal matters. While you’ll be getting to know your travel
associates a little better, you should still continue to keep your personal
life separate from your business life. With personal calls, for instance,
make those calls only when you’re alone — no matter how close,
business partners and associates don’t need to hear you making up with
your wife or yelling at your kids to finish their homework.

It
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A note of thanks goes a long way, especially in today’s technologicul
0 thank you host and uil of your urip
connections as soon ag you get back to the office. Showing gratitude iy
person, while on the tp s of course necessary, but that after-trip note
really adds a special touch.
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With all the stress that can come

with business travel, putting your best
foot forward eye

Iness trip, can be
ke a great first impression,

w're an indispensaple asset to your

Office Party Etiquette \//

Office Party Etiquette is about

how to conduct yourse
social gatherings such as parti

If at office or workplace
es, luncheons, dinners, ¢

ocktail parties and the like

View your office party as an opportunity to improve relationships with co-
workers and management,

You will create a 2ood impression by showing fespect and courtesy to everyone
Always attenq. Itis disrespectful and shows indifference if you do not -
Dress Suitably for the occasion. No sloppy dress please

Be on time for the office party

Tury your cell phone off,

Be aware thyt despite the socja] occasion, you

employer (employees if you are the employer)

are being observeq by your
with dignity and respect

and co-workers, so conduct yourself
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now them
. ar to not k
Introdyce them to others in the group if they appe

Tactfull

' - -intoxicating
: hing non-11

Y assist an intoxicated co-worker to switch to something
1f they are cle .

ore the bOSS or
) es before tl
arly showing signs ol embarrassing themselv
Otherg

Althe Tap)e

Office party

etiquette does ot mean getting hung-up on table etiquette
The importan

U points tg remember
€Xcesg

rink to
at the table are (o not wolf down your food, eat or d
chomp or burp at the table )

» Shurp,

A8 1S the ope On your right

Your side plate 1s the one oy your left

If the table is ot 100 congesteq Wwhat’s

yours will be obvious otherwise observe the

above
Do not reach pagt anybody.

Ask for What you want 1o be passed to you
Look for OPportunities tq attend to those oy either side of yoy

Try not to be the first to leave the taple

Do not leave the table without excusing

g yourself to the host or hostess
Better stil] wait fory

our host to rise from the table first

Read The Invitation For Clues:
A lot of the time, the easiest wa

Y to know the type of party you're
attending is what's written on the nvitation, Blais Comeay says.

X
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fyou can bring a guest.
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should also note |

Dress To Impress: . Cteece code, Blas
The location and time of the party should indicatc lh'u dress u;flb,’ ')I e
Comeéau says. ' You don't want to show 100 much skin or be blinged HH>
- Christmas tree -- find some{thing] in petween.” [F you want 10 £<H T

the holiday mode, she suggests red suspenders or ICS for men and

sparkly red belts or pumps for women.

Prepare Ahead: o
Think of conversation topics before the party starts. 3lais Comeau

suggests taking note of your colleggues' loved oncs or congratulating
employees who won awards that year. "The safest question to ask 15
about their holiday plans,” she says.

Respect The Privacy Of Your Colleagues:

In our tech-savvy world, almost every phone is equipped with at least a
camera, if not a video camera. Blais Comeau says in her experience,
some companies have banned employees from bringing their phones to
the holiday party. She says you should always respect the privacy of
your fellow employces and ask before you even take pictures of them

Drink, Dance And Sing In Moderation:

WZ still neefl to remember we are at an office party, Blais Comeau says,
and everything should be done in moderation, especially if you are a ,
manager or a new employee.

Remember Your ""Thank You's:"

’ y I .) (/r.

Don't Contemplate Attending:

A
ttindance should be man.datory, says Blais Comeau. "Your employer is
putting together a celebration for recognizing employees,” she Saysy[f :
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aoues or your HR depar
Youare anew employee, talk to other colleagues or )
2 ) . ’ “ A ,-\Fﬁ{\f) })artles

to see what you can expect from holiday office
No Whispex-ing Allowed: - "Don't partake in
Blais Comeay only has only one rule for gossip:

£0ss1p, it will come back and haunt you."

Be Safe: 1ld be aware
When it comes to alcohol, all employef's and emPloye?CS;h@Lith HR or
of their safety. Blais Comeau says setting up taxi servi <afely

the venue are good ways to ensure everyone gets home '

Spread Gifts Around: - au
If'you want to give a gift to your boss or employees, Bt Czri.eboss 5
recommends having an office-wide Secret Santa or buying y

1 3 " ays.
gift as a group. "Don't get too personal with presents," she say
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Ways to make any ottice guest 1eel welconie

e siarde and winrkenace
Ond, Wilivo Suiw v v H

loct like

Visilors can base their perceptions of you and your COMpany oi your atu
guests in your home, office guests should be treated cordially and with respect.

: : . s salaral impressi ith office guests.
The following 13 tips will help you make a“favorable and professional impression with office ¢
I. Be ready for the meeting on time. Don’t act surprised when they walk in. That can give the

impression that the meeting is not important to you. .
2. Clear your desk. Put away confidential information. Do so in advance, it can be awkward watching

you frantically hiding stuff.
Have the necessary information, material, etc. ready; plan and prepare.

3

4. Minimize your computer sereen. Avoid flashy screensavers or “shuffle” mode. You don’t want
your guest to be distracted by the photo of your belly flop as it dashes past.

5. Turn off your cell phone. Allow voicemail to pick up calls on the office phone.

6. Stand up to greet your guest. :

7. Ask your guest to sit down.

8. Have extra pens and note paper handy.

9. Put away food and empty garbage can if your half-eaten breakfast is in there. A pungent aroma i»

i one way to speed up and end a meeting early.
- Have a glass or bottle of water available. Or offer your office guest something to drink; get up and

get it.
I'l. If the topic of conversation is confidential, close the door. If you happen to be in a cubicle, take the

" n‘leeting into a conference room.
- End the meeting on time. This demonstrates respect for the guest’s schedule.

Choos Impr i ' '

o fZ)Cr t’o impress, not disappoint, your office guest. A few simple and thoughtful gestures can set the
X a comfortable and positive interaction. Your guest will walk away feeling great, all because of

You and your courteous attitude. |




Cubiélc Etiquette

~ e ,wlcy, tO noisy
a lack of prive
or. From a la
' bicle can be a tough endeavor. I
Working in a cubicle cz

confines can
in such cramped

ished in such

; N omplishe

ncighbors, getting your work accomp

' f good business
1 jquette 1s part O
imes be a difficult chore. But, cubicle eique
sometimes be a di | y

etiquette and office etiquette.

; , invented by Robert
i Ived from the Action Office fun.mure-sysffn ]giving employees
g?(fpcsltlzlfc Sei\rlr?azelvliller in the 1960s, with th/i gl(;?r(l)_tls(:zdy & the nternatilil
i ing companies money. : icle size for office
g:i‘l‘ﬁis iizzg:riesr?:li:?sociagon found that the typlcals(t:ligli'ears — from an
employees has shrunk by almost 20 percent over tahrz ?:et B
average of 90 square feet in 1994 to about 75 squ

, s with havin
'some»say tdd’ay’é younger, tech-savvy employe_es aren’t a'sf ccr):;?\l;ril‘;dand, g
their own office and instead prefer an open i Onmel}t oS ture and lihter
collaboration — ag long as they have reliable w1re1'ess infrastruc orkersjna
+4PLOps (or 1Pads). This may be true for some, but in othgr places, w y
need more Privacy or quiet time for thinking and reflection.

I'conducted an informaNurvey asking people what moYy{

annoys them regiyding
their orkspace. What I found may sound familiar. With\an eye toward you
Organizayon’s COrporate culthre, here are some rules of th a

b for coexisting

k (on their cubicle wall) and ask first if your neighbor has
talking. I know they may not “look busy,” but sometimes

nking. Your interruption could set them back in their work.
; or “borrow”
1S open (unless they have already to]

y told you it is OK). Staff who have desks i, 5
CoOmmon area oftep run into t

dispensers, SCISSOrS or nfling through their

_ hone or sending an e-maj|. By
> USINg sign language, or talking louder, you are interrupting
them.

*If someone is out, don’t hang out at their cubicle reading what’s on their desk
(e.g., memos, faxes, letters).

*Don’t yell across the room. Walk over to someone to haye 3 conversation
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what the next person is doing. Respect their privacy.

€3

s
- )

2 A unid eneake . - 1al
Avoid speakerphone and don’t discuss personal or conhdentlal 1
desk. even on the phone. Remember, your conversations travel.

#Make sure your cell phone is set on «gjlent,” or at least set to a loy
tone that won't disturb others.

P < I ‘n
#Watch out for strong smells. Don’t leave «old food” n your space Of bm;l%clh
food with really strong odors. Avoid wearing strong perfume of cologne, w
impacts the breathing of those near them, especially those with allergies-

3 . . 1 CmS
*Speaking of food, eat in the lunchroom. Eating at the desk is one area that s€

to highly upset co-workers — all the sounds people make when chewing ice Of
gum or eating seeds, carrots, nuis and other loud and crunchy foods.

*Your cubicle is a place of work. Don’t use itas a dressing room ora place to put
on makeup, floss your teeth, cut your nails, etc. The restroom can’t be that far
away.

“Avoid loud music. Use headphones and make sure you are not singing or
humming out loud.

Keep your cubicle clean. neat and organized — it sends a message about your professxonal

brand. You can personalize it, but be careful not to decorate with s much stuff that no one can
find any of your work.

#*Watch out for offensive pictures, posters, slogans, etc. Check out your company’s code and
use common sense so that your workspace is not a place that others might find offensive.

* When in doubt about what to have in your cubicle, think about whether you would be
comfortable having the president of the company see in your cubicle.

Keep in mind that your primary objective in the office is work. Sure, you should have fun while
you are working, but your cubicle is part of the office, and others around you still need to get
their work done. Respect for your co-workers and enhancing the harmony of the workplace will

go a long way 10 making sure you succeed in your career.
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Business Cavd Itiquette

N anstantly amized by hoy
‘ b e \\l“‘ f‘h\\\\\‘ Ul‘ \l\\&i\\\'h“. HUCLCN N(‘\‘\‘ll\\l“\,".ﬁ. ‘ i H\\H‘l\\
few prote

o oe (1@ VETY Sl
SSONAIN pay attention o the etiguette ol vw\n\\m\m,!nn.\ln llu..utlln‘( ?\‘\\H“ Hl,',',..nu
beaple who seek tntormation about the tles of networking, making positiv H:‘\ | lhvake and
and dressing for suceess, You ean work the crowd with cute, ofTer nn fmprestive i hike nn
dress Wilh fipess

%) ‘ ) welving business cards,
e ¢ but i you don't know the fine points of giving i receiving
¢ rest ean be a waste of time and etfort,

Business

1‘\‘ 'Care te " ‘ 2 n Wi
e are ten basie rules to follow for the profitable and productive

L

exchinge of business cordy

Never leave your home ot office without your cands and plenty of them, There b

hothing more unprofessional than the business petion Who \m.‘%}nrmy.””‘l.‘ msony. |
) JUst gave out my fast card.” or™ P'm sorry. |didn't bring any with me ,
+ Keep your cards in a business card case or in something that protects then from wea ind

\lglu\ A crumpled business card makes o poor lirst impression,

NOW where your business cards are at all times, The person who his {0 (0 through
every Jacket and pants pocket or every nook and cranny of a bricfeaie 1o find those
; business cards loses credibility immediately

H:‘md them out with diseretion. ‘Those people who believe in doting, them out i multiples
. of 12 send a message that their cards aren’t worth much.

Give and receive cards with your right hand-the hand of diseretion. ‘This can make a big
) difference when doing business internationally.

[ %

Give the card so the person who is receiving it can read it without having to turm i
around,

Always make a comment about a card when you receive it Note the logo, the business

hame or some other picee of information. This places value on the card,

8. Keep your business cards up to-date. When any of your contact information changes;

run, don’t walk, to your nearest printer for new cards. 1t is substandard business
cu(_lucttc to hand out cards on which you have crossed off an old phone number and
written in the new one.

9. Don’t write notes to yourself on someone clse’s business card during the exchange unless

they appear relevant. For example, if someone asks me o send a copy of my book,

Manners That Sell, it makes perfect sense o write “Send book™ on the back of that card.

However, that would not be the time to write “good lead to ABC organization” on the

card. I do that later and out of sight.

10. Avoid appearing aggressive with business cards. Wait 1o be asked for yours. 1f that isn't

happening, ask the other person for a card. Reciprocity gencrally follows,

Knowing the rules of business card etiquette is just one more way to add the polish that builds
profits.
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Dining puqueute
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R Tt a iU
I, . Cd tu nnpiess a wlte o
Whether you re grabbing a quick funch with coiicagues i 1.K;:r s in a business selling Nr:
dinner. Maintaining a professional image is important. l’lmfc »-~‘dininqvetiqueﬁc tips (o help you
sometimes be tricky. Never fear' Here's a refresher ofbusmc;s S'mes; -
mind your manners and make a good impression at your next bu
i cessary.
‘ - cady sitting at the table. If ne
D Before the meal, shake hands with anyone already sitting at
Intro TR

oo our
) : sit down, place y
Uce yourself. Be sure to remain standing until your host sits. Once yo\id his or her napkin.
"apKin on your lap only after everyone else is seated and your host has mo

Someone arrives to the table after you do,

it’s polite to stand up to greet them.
2) When the waiter g

One or twy it
luten intoler.
Peers may be

; : u
pproaches the table, don’t ask him to explain everything on the men
€ms are okay, especially if yo

u have a food allergy or a dietary restriction such as a
L : ® ducidicn 1o
ance and need clarification on a dish). If you appear too picky or indecisive, y
come annoyed,’
3) Follow yoy; host’s lead - if they’re first in line to order, choose something similar to w7hat
t;’ey Prds - "Orexample, if they opt for a salad, try not to go for the prime rib. If the host isn’t
IStin line to order, then ask for his/her recommendation. And of course, don’t order the most
hing on the meny. N |
Order foods that are easy to eat, such as chicken, fish or salads, Avoid dishes with a
ePutation such a Spaghetti or a greasy burger (as hard as that may be to resist!).
4) :

AS mentioneq above, it’s best to follow your ho

Alcoholic beverage. Ify

ro Tip:
messy

st’s lead when it comes to ordering an

ou choose to drink. limit yourself to one beer or glass of wine.

rieht side, above your knife and Soup spoon, and your bread plate ways be placed on the
eft Side, aboye your fork(s).
6) -

Iy alittle of cverything on your plate unless you have 3 food allergy. You could come
aCros.s as unsophisticateq (and Juvenile) if you eat only your steak and potatoes and ignore your
veggies. [f the food served is not to your liking, it is polite to at least attempt to eat a smal]
amount of . Additiona]ly, don’t over indulge or ask 10 finish anyone else’s food.
7, Cut only enoug
lime).

h food for the next mouthful (cut no more than 3 few bites of food at a
Eat in smal) bites and slowly. Do not “play
point silverware, and d

with” your food or utensils. Never wave or
0 not hold food on your fork or spoon while talking,
3) gion, politics and other controversial topics. If someone else brings
Up an issue you’re uncomfortable with during the meal, politely try t
subtly as possible.

0 change the subject as
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Uoing When you get there.

apkin
¢ your napkl
dce ) hCrC )}OU

N , d
» your lelt hand,
ielded by YO 'ms: if
er. shie king of ger
Dpeativs =

tissue. S Zer the table to fetch
ive un

inue’
contint
O‘-]p IO

Id
1 into your left shou
A COugh or 4 sneeze should be (“re_ded .]r]]];oy'our napkin as a
118 Your "ight hand gerp free. Ol - It's not necessary
YOu drq ur fork on the floor, leave it there!
'L Simp)y ask y

our gr
est of YO

e 1eSI

rage th

v for a new utensil and encourag

Our server for ; '

cep your elbows 0

\ 1d WOIrKS erﬂo.

% (Yo'u‘r\mgthe]is ‘%W
4 le"%mm

WS-to-mever talk with Tood 1n $08

12) Once You haye finishe

your fork tines Up) and kpj
Pomting to te

N o’clock on
pr9fessional to ta

ing by resting
: server to clear you;]{)/e o’clock and the tip

d your meal, Slgnal' {1(1‘}]; handles resting at al. it’s considered

fe blalde inlvaarod\;’\:gtunable to finish your meal,

your plate. If y

ke home leftovers.

13) Dont argue over the ¢

of both, Be

sure to kindly ¢
Maintajy, 800d eye ¢

il Politely decline

t take care

' = = d ou mus

ay the tip; the host who mzc:;: Y?;u leave and the
heck or offer tofpr t)}ge meal; shake hands be d a guest offers to pay
h}aInll( ?Olulr‘]rll(t)'sif())lou’re hosting the dinner an

Ontact. He pIul hint:

A businegg lunch o dinner is 3
You're going to 5 local steakhg
vary Country tq country, the general
COmmon sepge

hine — whether
unity to our professionalism shine — w

I tunity to let y r professionalis

great oppor

] mni 1 llett
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2.4 Weall want to be treated with idelines to greeting or
4 eeting. The following are the e - a man
- greeting. Th The First Time: —
? way. Meeting Someone For 1 (whethel ¥
) > roon
% one new comes into the ro d
s «  Stand when some hands. .
hake
woman). el ) left to s
. t and smile! : facing
. Do make - contacd it-stretched with palm fz on to say
* Offer your right hand ou 1ot a bone crusher.
* Your grip should be firm, but 1

ers
he other p
: ou and t
" Ahandshake should last as o ias: it takes ¥ ing your first and
your Namesg. . . contact and saying y '
Introduce yourself by makmg direct eye _— repeat 1t.
last X em politely . o
if yori?EZn’t catch their name the first tlme,’ ik (tihsay Eow nice it was t
* Atthe eng of the meeting, shake hands again an othing
meet them. Use their first name. 1ething, call them, or anyt .
* Follow up if you promised to send them som
else. Follow Up is a key to success!

lntroducing Someone Else:

.. ive to the
= 10T executiv
Generally, You introduce the younger to.the older; the jun
Senior €Xecutive; ang a colleague to a client.
ou

: e forgotten
* fyouhave forgotten Someone’s name, politely tell them you hav g
their name and they wi]] repeat it for you.

: - i >tion.
Always try to include a fact aboyt each person in your introducti

are SOme e

asy ways to respond to g greeting;:

at, but I have an appointment ip
fifteen Minutes " :

"It's great seeing you. | hope you're doing wel| "
* T doing wel]! Thanks for asking. And how about you?"

* "Wow! It'g been ageg since we saw each other. Let's get

togethey SOONn when
we both have more time tq talk "

What Not to Say
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WAl |y
VIt : ';|||"|u|,ll 1)
aed Keep your it precting, briel to preven ||' I' m’l,’”' e other ey,
exXplin something, Don't sk any vude questions that mipht mak

uncomtorable.

Here are some things not 1o sy meacbriel preeting,

* Have you logy weight?" "

* "Didyou and (ha BUY You were engaged (o ever get married
1]

.

v ' on
hatever happened o (£l in (he blank)?

Resist (he Urge

You might be tempted to say something that wil| require
answer, but yoy're better off g

Your eyes are re
information dur

along explanation or
[ if cel terrible o
wing that for later, Even if you feel terrible, unl
d and YOur nose iy running, there ig no need to share that
ing a brief greeting,

Here are some risky things o say in during the initial greeting:
* "Things haven't been so good for me lately,"
* "Did you hegy about (il in (he blank)?"

* "lisq lousy day."

Things to Remembey

When YOu see someone on (e street or at the mall, you don't have 1o ‘crl,(,)bl,w’“;'(,:(‘l
Lo stop and cha for a long time. Chanees are, yo.u'rc on the w:\y'r;(?n.u:w nj’x ¢, ‘-l':)](l 0
18 the other person. If you'd like to spend more tnm;_wﬂh her, lsknl |yo’tvn L;l_r: :‘; -

later to set up a coffee or lunch get-together later, 1f you have o card, give .

i 2 for her to call later,
Otherwise, you can jot down your name and number for her to call late
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Does anyone else out there freeze like a deer in the headlights when.th?ie o of
how to say “thank you” atAvork comes up? [ fave, probably every single y

my entire career, googled each of these phrises:

Showing gratitude at work is weirdly complicated. There are so many social
dynamics at work that aren’t really around in any other areas of our hv?s. And S0,
for most people, it is only by an uncomfortable series of trial and"e'rror interactions
that we figure out exactly how to say thank you at work and make it count.

And some of us never get there.

It tends to be really easy to see when

wrong (because the other
how to re

you’ve done “saying thank you at work”

person is uncomfortable, offended, or just doesn’t know
act), but hard to know when you're doing it right.

In this post, I want to create a'guide for how to say
best widely accepted ruies and smart strategj
relationships with your peers and coworkers.

thank you at work based on the
es for forming trust and stronger

X %5~ 2 § ST (. TR -y paes
Wi ?x} SAVIGE thank YU ugtners

At work, it’s often easier to say nothing than to risk saying “thanks”

way. And as such, a lot of us go about our days feeling unde

in the wrong
r-appreciated or not
realizing the impact our work has on other people.

People thrive at work when the
people know the ways in whic
their team — helps you to kee
their work. Especially if you

y know their contributions have meaning. Letting
h their work matters — to you, to the company, to
p the people around you engaged and excited about
are a manager, this is an important part of your job.

Saying thank you helps to build trust and stron

ger relationships with the people
you work with too. When people know you value them, they are more likely to
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"re thanking

of the peonle vou're tl

Plu, SESING pratitde 50 Ljust good for the people y

al “I;l”_‘/ o

1 ol qe 1‘,

y (lt ,I,;’k‘./) /(./“vl v

are happier

0d for Youtoo! People whi say thank you ar apy.
iy | el

¢ well-liked, 1t7s
vl ore W‘,” hy
' her people feel good) and arc m
b 5 00d 14 help other peoy 4
K gel

Cmore 15 out there
ity you spread, the more
Perpetiatiyy, cyele; the more POsIvity you spread,

¢ back you,

Ny hany YOu to youp s,

Where 4 1, Ofus peg (e Most flustered when it comes 1o saying thank )]",‘}J
W wory ith g0 rI:zmon U8 your manager’s joh to help you accomplish
» do aMazing things, ang Erow as an indiyidyg| s if they are a good
% they g doing things that ur, Worthy of a “thank you” a lot,

be 4 suck up, p
ingin. % YOU gre SUCh & prey bos
NSIncer and thej, FAISC i Jog

cople whe lay
5 Ljust loye
S Meaning fy).

it on too thick with, “Th

ank you
working for you”

usually come off

Jobit js 1

doing jt because
to do we|.

S0 how Can yoy Say thank to your boss i
and helpg bring You clogep
I'he best Way tq Praise o 54y thapk You to yoyr boss:

only do it when i really Mmatters, NoL just becayge you're hoping te score 4
CW points with thep,

be direct, truthful, an congise

keep it simple and sincere; You should pe able 1 Cxpresg yourselfin 1.9
sentences tops (i's not your job tq PUMP up your hogg or shower them with,
your praise)
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helping, you lear or opportinity they facilitated
* ke atspecitic and show the conne

clion between what they did and what
You pot from i\

) . aee any the ) QA lm;]l'd
ForeXample, you ean thank your boss for letting you accompany ”“l“‘ l¢ et
AL ) . N L alt , ar o g,
meeting, by saying: “Thank you so much for letting me sit in on that Doard meeting
Ileamed so muel from the wayyou
1Ushows that you underst
thing, by you actu
them a ¢lye ¢
know youy
you're inte

and the value of what they gave you (it WaSH\I_]}lS.[ anice
ally learned something) and it hag the added l?e‘neﬁt of giving
W10 new opportunities that are valuable to you, S if you let them
alued what they taught you about Presenting to a board, they now know
rested in that and that you'd:like more Opportunities in that greq

And gy o final note on bosses: in gener
Y088 or (reqt them to a meg] of cotfee as a thank you. It is wj
hior person iy g relationship always pays, and so bre
norms ¢ comfortable; it is better

al, you should never buy something for your

dely accepted that the
aking with thoge
to focus on words than gifts.

More go
M make people yy

than .
. LA A ]

Our Peers are (he People we work
“:Ork are some Of the leggt defined.

most closely with, and yet our re|
dicey territory,

ationships at
As aresult. saying thank you ¢

an feel like

ETS as competitors (and some copy
2 N
t_ncomagc that) anq St

Pany cultures actually
aying thank you to the com
limeg, it can feo :

petition can fee| wrong. Other
: able to say thank Youto a peer simply because, wel].
you '€ on the same leam so arep’t YOu *supposed* to just help each other withoyt
L‘Xpectmg gratitude?

Much like witp,
You really pe
Since peer-to-
trust and ¢

your boss, sy
an it and yoy |,
Peer appreciat;
onnectiopg.

ying thank you to
ave a solid, concre
on is lesg common

a peer should be
te thing to th
» 1t too can b

reserved for when
ank them for. And

¢ agreat way to byjlg
However, unlike the

anager thank yoy. the
Personal. Wit peers, t

here are no |:
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ateh son
. N v 11 e best o eate h A1
CASY to give feedback, so it s best they did

: ectated something _

letting them know you appreciale d s Ui e ling, about
X : LT PR TR

T Q lllll“ |

And when you say thanks. tie it to your own [ed |l|\3_\.\ (

how they helped the company, the team, ete).

The best Way to thank a peer:

*  be casual. sincere, and concise

' or
w helped you get done
thank them for something concrete that they helped'y
accomplish

PRI eally appreciale
2 v people (e, “we all really '
don’t speak for the whole team or other people (‘|L ke, “1 really apprecinled
— "} instead make it about you and say something like,
—TorY thought was so awesome”)

don’t be self-deprec
People uncomfort
footing

‘ : “thi aKes
ating or go over-the-top in your thanks; 3|NH m‘l'lfw ectul
able and can also make you seem like you're on less equi

offer to return the favor

bonus points: return the

favor proactively, rather than waiting for them to
ask you 1o help;

seek out ways to add value back to them
Saying thanks helps to show
shows that you value investi
helps them to see you

that person that you value them

ng in this relationship. It positio
as someone who is “on their t

y returning the favor
ns you as an ally and
xam” in the office,

You want to be Someone your peers ¢

an always get value from, and who shows
that the value they give back to you i

S appreciated.

After all, these are the people who are going to rise on the career ladder along with

You. so when you are all executives, entrepreneurs, and leaders, you’ll have a
supportive, valuable network of people who you can count on for trust

and support.

How to say thank you to employees

This is the most prescribed “thank you™ that happens

at work, but it is stil]
incredibly valuable when done right. Every employee

needs to hear that they are



. T , L BCY it :
dpp\\,\,ml\,u‘u] WS manage, and the mare effectively vou can do that, the better
results you'll achieve from the people on your team.

thewr accomplishments, and hel }%}n to use, thdse atcomplishments to grow n
their career.

Sayng thank you to the people jy/our team 15 all\a O\Qtailormg it to the person,
piig, !

With that n mind, here are the best \%g\/m\say thank you to an employee:
. asalways, keep it sincere and direct

« tie your thanks to a specific accomplishment — even if you want to thank.
the person for “always being on top of details”, you should follow 1t up with
a specific time they were really on top of things and why that was so helpful

+ let them know how much *you* appreciate it; most people are motivated by
the personal approval of their leaders '

. let them know the value of their work on the big picture things too —
especially with junior employees, this can be a great learning opportunity to
see how their great work moves big things forward

. tailor the thanks to the person-and the desired effect; for example, you can
take the person out for lunch if you want to show you really value and trust
them, or vou can thank them publicly in a team meeting to help them shine
among the group, depending on what you you hope to accomplish with the
thanks

Saying thank you to employees is one of the easiest and most effective ways to
improve employee engagement. We all want to feel like our work is valued by our

employer, and we all expect most of that praise and value to come down via our
managers.

The more you can make saying thank you a part of your routine, the more engaged
your team will be and the more effective you’ll be as a leader. You'll build trust

and appreciation into your team culture, which is a powerful foundation to be
working from.
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i Moy
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Clo | your team l()rhclpmy, you meet a big deadline, it
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. X 0l goodies. Instead, you are better off uging words
CXPregy thanky,
iy |
AEERUTIV

PECHally (1410 it
boas Almes '|>1““|( will) YOUr manager o should never give ifts to your
U ACard workee ¢ »
Prajge and pif o

"t holiday o birth

ay or other special event, but
d almogy

alwayy flow down, not up,

ated (g, » mployees, a sincere thank you is often more
3 H ‘(e J, y , i .
10W your gr,m“: ll] Object. Say thanks, do favors, and ook for meaningful ways to
¢ ( . ‘ ,1 B} tr ‘ 1 :
g 4 ust and gratity
AYINg mope 4 .

de over time is more valuable
2 IS 1o show thanks,

Hlow Lo maj, th

Ak yau'y , PV ot your sucegs, Wadepy
The best way 1o oo 1. : it cons; ' '
! llvcst way to Say thank Youat work is to do It consistently. Be direct, keep it
simple, and always he sneere. Saying thank you shouldn’t be a big production; it
should fee hatural and appropriate, When someone

and let them know you

adds value to you, thank them
:1ppr}ciutc their help. Say thanks.

And as always, continue Lo work hard and produce amazing results for other
people too — be the pers

ion who not only appreciates the value others
1Gds incredible vatue ¢y athaes

you’ll get more back.

add, but who
HViIty in vour environment and

]

foo Croate more nons



WORKPLACE AND BUSINESS ETIQUETTE

VHILe Laguene o ULiee Manners 1s about conducting vourselt respectfully and courtcoushy in
the othice or workplace

Firstimpressions are important! You are the ambassador/'s of the business
Always act with honesty and dignity

. . ' . : s sreserice of co-workers is neither cool nor
Chewing gum and popping bubble gum in the presence of co-workers is neitl
dignified

Never do it whilst attending customers

Wear appropriate office attire, for example correct footwear, not thongs (flip flops) - they are
strictly casual or beachwear

No exposed midriff to display tattoos and body piercing.
Be neat, clean and as conservative as the business requires you to be
We are put off by smelly people. So, be sure to shower regularly and use a suitable deodorant

i irecti ati ' 1 in the germs and
Do not cough or sneeze in anyone's direction. Use a tissue, if possible, to contain the g {
then say "Excuse me"

The essence of good manners and etiquette is to be respectful and courteous at all times and with
everybody

Therefore, treat your co-workers, cleaners, maintenance people and others with respect and
courtesy

Good office etiquette is easily achieved by using common courtesy as a matter of course

Keep your interruptions of others to a minimum and always apologise if your intrusion is an
interruption of a discussion, someone’s concentration or other activity

Show respect for each other’s workspace. Knock before entering
Show appreciation for the slightest courtesies extended to you

Be nelpfui and co-operative with each other
Brush up on your computer skills so that you can help others

Your employer would gladly invest $24.99 (Aust) to add this ma

gnificent 500 page manual of
Step-by-Step Computer Lessons to its reference libr

ary to improve staff efficiency

Alm to improve your other workplace skills and attributes too



PITS £ ( h"“l/v
[t the top 0F 1120 e ol this P2

Vict.e

w1l find help from some of the SpoRSOr =T
\". ,"T'Z"._'-:‘: W ‘.l’!’xé,‘ul Sh',‘u“n“:'- L”ud pup‘c are d "";'f",:!“‘-n

N | R ———
Sav. *Please: \"h:mkynu:\uu’rewelcnme'-‘JSP"" of your EVErE

Be discreet and compassionate 1n your eriticism of a co-workes
Don’t gossip about any co-worker's private life
De v 1y -

) nottry to sell things to vour colleagues

Don’ . A  eodee for them 1
g ;;1 thover around while waiting for a co-worker to get off the phone. |.cave note for them 16
all you or return Jater

h’S ne .
ta ‘ oats
2ood idea to take your irod to your office. [t ninacrs commumcalion

Avoid sexi
Sexist comm :
-comments about a co-worker’s dress or appearance

Surveys show

Don't be that the office know-it-all proved to be the biggest gripe amongst Cco-Workers,

a know-al|

Take
“C responsibility .
y for your mistakes, apologise and go about correcting the mistakes

A Pologise |
A(,'lfV()ul b alanslayis s
you are clearly in the wrong. If in doubt, apologise anyway. It’s no big deal

NC\' D
€r l)li (A seif 1 15 I mistake
1me someone clse ifitis you mistake

If your boss critici
0SS ¢ CEC v :
comments dl;,lll::ssi:; your VYOtr’llc, ctr)qunc about what precisely 1s wrong with it. Consider the
e ss them amiably if you di i » e T
Opinion if he/she is adamany y if you disagree with the comments but defer to the bosses
The boss 2
ss always gets the benefit of the doubt. Don't argue with the boss

Make new employees feel weleome and comfortable around you. Don't be a busy-body
(ifice etiquette means being thoughtful when interacting Wi‘lh your peers
Keep your work area tidy. Try not to be messy

Show consideration for other people’s feelings

16 « ranflict do not get personal in your remarks
it 1S extremely rude Lo armve late for a mcclting

It is ruder still to not attend at all. Having a good excuse does not exonerate you

Do not dominate the meeting. All communication must take place through the chairperson
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| e anyway. 108 o big deal
\bologise 1 vou e ol sady 1 the wrong, 1in doub, apolopise anywiy

Never blame someanc else if'it i your mistake

: _ . temlv {8 Wi ith it Consider the
W your boss eriticises your work, enguire about what precisely is Wrong, Wﬂl"‘ "t the bosses
v \ 3 x e ¥ b '
romments, diseuss them amiably it you disagree with the comments but defer to the
OPmonathe/she is adamant
The boss always gets the benefit of the doubt. Don't argue with the boss
Make new employees feel weleome and comfortable around you: Don't be acbusy-body
Cice etiquette means being thoughtful when interacting with your peers
Keep vour work area tdy. Try not to be messy
Show consideration for other people’s feelings

e eonflict do pot aet personal in your remarks

TS extremedy tude o wirive ate for a meeting

1tis ruder still to not attend at all. Having a good exeuse does not exonerate you

Do not dominate the meeting. All communication must take place through the chairperson




7 : arvther <oal
Sy ot IORETFUPY an Oy S ey
jra attenison W the proceedings quietly. Don 1 <hufflz sour papers

o not Jeas ¢ the meeting unts} it 55 closed by the chairperson

Never be petty or small minded in your behas iour

Always be particularly respectful 10 those older than yourself even if they are junior 1o 3oun
position
and this deserves

Your elders are generally more mature in judgement and jife’s expenences
vour respect even in the workplace

“Mute’ your cell phone in the office. No fancy ring tones



POWER DRESSING

T . arance In Order
Phe Importance of Getting Your Appeal ance

..........
S Uiy

. | prospects and

thies e T thoueht it ) - s wLavS 1O IMD r Nore e

e wan Peapl SO your appearance 1s one of the casiest Ways o npe tion. Its not that youl
TR soe . - -arhal conumnunicatiadii. =2 .

Qal life win v iou It falls under the broader catecory of non-verbal commtt =

ou’ ...A‘-\\J ost o o B - e '.

FuTe making Bt teause if yvou don't look perfect. but

8s harder than they have to be.

i
Ve }L‘llr SUid

P‘!‘\?
arnce e

if vou slack oft with your appesiat

COple

N \’.I‘C Ore 5 e S
Your act 1o LUy superfici

. - - ke vou havz
ether al and mentally lazy when thev size others up. 1f you look hike you
- they can't hey ok all

2ople Will be P but assume you really do. The opposite is true too. 1t you don't le i
Y You doy' - duicker to assume you have other negative traits. But clean up your look. \u'h
ad, and everyone's more willing (o give you a chance, even though you're the

Q
=

Getting
Outsj
g ide feedback On your style and grooming

It's POssi
1ble Your ¢ i
S0 Possible yo t}l'llirrnim style is
Sense. The 1, el
Ou could a5k
Where ¢ a

tsoleis absolutely fine, and any worries you have about it are just insecurities. It's

ik you \?h presentable, but you've got some blind spots in your grooming and fashion

) ‘here y i 1 i vyou) ) ‘

Strvortive pp dre y(;u stand is to get an outside opinion on how you present yourself.

AN post photos of v or family member for feedback. There are also fashion-related forums
S Ol yourself and get a critique.

A few basic 13
a
| SIC tips for guys on looking better:
Below is 3 Jict g
1 alistof some basic tips and things 1o avoid

Basic grooming

Groom Your facial hai i c ERaureyen
; ) e ; | W , long black mustache hairs, or chin. Tam your eyebrows if

Brush and floss your teeth regularly.

A ; .
Iways be conscious of your breath. Using a tongue scraper after brushing your teeth works well.

Wash your hair regularly enough that if it doesn't look super greasy.
* Take care of your skin.

Trim your.fingernails and toenails.on a regular basis, and clean the dirt out from under them.
* Always wear deodorant.

* Shower or bathe often enough that you aren't noticeably dirty or smelly.
» Pay attention to little details like keeping your ears clean, or your nose hair trimmed, or not having a mole
with a single distracting long hair growing out of it.

Basic dressing

Again, a list of stereotypical mistakes:

g i days or more in a row.
] Don t wear the same outfit two : . - .
Don't weara similar uninspired outfit every day (|.e., a dull black t-shirt with jeans.)
° e ;

Don't keep wearing your clothes after they've become ratty or faded.
[ ]

Don't wear clothes that are overly wridn-klzhed(i -
' i item if you've dirtie .
« Don't keep wearingan|
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,x/ Basic Appearance

< r et e~

. Hina tne Dest iookj
YURING Naircut for your
OF YOur i

Good . r
. If 'hOOklng halr can be the Eonm face Inar MIgNt inyolyve —
YOu have g| Cornerstone of IVolve growmng it out or cutting it much shorter
a Ofan attractive = .
‘UIVe appearance

sses H -
» Consider gett;

think.
Gla‘SSE?ts::(es':ery least, if you do wear glasses, make
* Ifyoudon'th ™€ people, but just as many would be :;l;rte e GIRRSERSS
shape. box doi fffirelat teeth, see what yo T Ofkmo e .
frame people Sub;:nzzgjsbsol-utehl hav‘_f to get huge, shredded muscles. If someaone i
size of your chest musc| ly p'df up on it and think they look better. Subtle differenc
es, the width of your shoulders, or the V-shape in your torso show through.

think your i
only o e s
ly options are lifting weights or running on a treadmill either. There are tons of activities you
e Frisbee. Picx

ng cont 1
3cts. They're not as expensive or high-maintenznce 25 you m2

can do that will
somethi mgke You fitter. Take up rock climbing, or kick boxing, or dancing, or Ultimat
Ing you €Njuy vuiiig and that isn'tan unnacessary hassle to toke oot in Foomer b- Ann't o doir”
Som = e | » i . s ‘-__v""’."l VRES DN SNt ~ - . :
ething, orit's just a pain in ass to do it, you'll quit before long.
er you want to

* Tanningi i : - :
ning is controversial because of the increased risk of skin cancer, so it's your call wheth

doit.

Some advice on getting better clothes

P r-ve |

better. It's also a bit more compiicaied
are too diverse for me to try 1o

Having decent clothes is one of the biggest factors in looking
t some more general pointers:

than vowing to take good care of your skin. This site’s readers
recommend any specific styles, or stores, or labels. Here are jus

st part about getting new clothes is getting

For many people who are only semi-motivated, the harde
tfits they're usually

themselves out the door and to the store. After they've picked up some nice new ou
orehand to take a few hours t0 g0 shopping.

happy about it, but it seemed like such a hassle befi
You may think you don’t know much about fashion, but you likely have an idea deep down about what
looks good. A rigid self-image can make it hard to admit to yourself that you can wear these attractive

clothes yourself.
ms on. You can use the staff’'s knowledge and style

Go to a store that sells good clothes and start trving ite
to your advantage by asking them to help pick out some good outfits for you (of course, trust your gut and
buying something you're not keen about).

don't let them push or falsely flatter you into

Don't judge anything until you try it on and see if it looks good on you. Many clothes look a lot better than

you'd think from just seeing them hanging on the rack or sitting folded up on a table.

o Your self-image or a sense of discomfort with change may pop up here and make you think things like,
"That's not me, I'm not the type of person who wears this stuff” in response to styles that truly would look
good on you. Try to ignore these thoughts and push out of your comfort zone. You may be surprised at how
within a few days you're totally comfortable in outfits you initially dismissed as "not me".

You may have some emotional baggage around certain styles, even though you think deep down that they

look good. If you don't like the people who wear certain styles (e.g., jocks, preps, hipsters) the idea of
dressing like one of 'them’ may seermn traitorous to you.

Like anything there’s a learning curve involved in picking out your own clothes. You get better atit with
practice.

Ifin d.oubt lean, towards (relatively) plain and conservative clothes over flashier ones. Flashy clothes can
backfire and make you look gaudy and like you're trying too hard if you don't pull them off properly.



n't torge : i . ; i -
}DO : obgtti’at.)ogt' dccessones.l.ke a fun pair of sunglasses, a stylish watch, or a necklace. None of ther
1ave to ‘e disgustingly expensive. As a general rule though, you want to lean towards wearing fewer -~
accessories rather than overdoing it.

Gev:some nice shoes. Ihe standard advice for dressier shoes is to have a good pair each of black and brown
ones. ,

Your external looks are influenced by your internal state

If you took two outwardly identical guys, but one was insecure and had a lot of other issues, and the other
was self-assured, happy and confident, they would come across as quite different from each other. They
would carry themselves differently and wear different expressions on their faces. One would literally be
better looking than the other. As you invest in the inner you, your outer appearance will benefit.



b Small talk 1s more important than you might think. We award it a low statu;, bu.t makq use of
SR every day. It is the foundation of many people’s everyday welfare, both in private life and
in their careers. We often fail to realize that we are using small talk when we create a good
atmosphere at the start of a meeting by asking a colleague if the morning traffic was slow, or
when we ask a colleague about his health, or smile at the checkout operator in the local

supermarket.

Small talk is a technique of talking, a way to make contact with people, aud the glue that
creates and maintains contact with friends, colleagues, and business partners. -

When you use and refine the things you say in the small-talk category, you realize that the
technique is a very usefir! and effective tool for the task of extending your networks.

Some safe and evergreen small talk topics could be:

*  What brings you here
* The weather

-+ Culture
*  Movies
*  Books

* Headlines in the media

When you use small ialk construgtively alongside consciously-managed body language, you
can make everyday life easier and more success-oriented. K

When we make a new acquaintance, we activate a ‘structure of interests and communication.

“Smiall talk also gives us space to see the potential in a conversation, and at the same time
gives us the opportunity either to accept or to decline a relationship.

The anatomy of conversation has three stages of communication, with small talk as the first

stage.

—At thcsumlﬁa{kfstagﬁym’@_f_cfeM‘gwmvsphere"foﬁhmrmmrwa—m_____ .
-~ to make contact with. It is all about being precise in your communication through
otential conversational partner

your body language and your voice, and leading the p

to want to progress to the next stage.

If you reach the sccond stage, you are probably talking in professx:onal terms or
talking about a common reference topic. Most people feel comfortable in this domain.
You have found something in common, and you are committed to 3 real conversation

with substance.

The highest stage is intense and personal conversatian. Here we talk to each other as
[

good colleagues, friends, and close family.

yYou should also keep in mind, that it is important for you to be able to take the initiative g
ou

) . . & L 13..° N
ialk and goi a wnversalivi gung. Bui unce lalkiy, 1 \ ay. 1 .
senerate Sniali talk any get =T S 19 st way, i iy =Ll
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! that vou arc able to keep silent and listen. The best way to get your
nore unportant tnpat You aic N S . I Ty =
-om ersational partner to relax is te listen 10 him. People will often be very happy and fee]

Jonored 10 have vou demonsirate real interest in them. ‘»
onored to have ) R

In summary. the essential elements to use small talk successfully are: listening, and asking

the speaker relevant questions.

i

Building rapport:

Social workers expect a great deal of service users and carers. We enter their lives often at
moments of great cnsis.  Their situation may be making them feel frightened, sad,
humiliated, angry. Even if they have requested to see a social worker, they almost certainly
wish they were not in a position to need to do so. Many will not have chosen to do so at all.
and may be resistant or hostile. They may not know what to expect, or expect only the worsi.

If they have requested help or support, they are likely to be anxious that the support will not
be forthcoming.

We come into this highly arousing situation, and usually, within a few minutes, are expecting
them to be prepared to tell us, complete strangers though we are, intimate and even painful
details of their lives. The judgements that we base on that information may change their lives
for ever. These judgements cannot be better than the quality of the infomlationl.:so 1t 1s part
_Of our professional responsibility to enable service users to give us the Best possible

information, despite the pressure on time and the procedures we may be requifé:d to completc\

This means that we must be able to establish rapport from the outset. This is, essentially. an -

— I 2 . = - ; s P :
unnaturat thing to do, and so we need to adopt speciiic techniques to enable it to happen

Nemse lraueds (oRLs
. . - Squasto S A LSRN N
Research, especially in NLP 1,has established a number of behaviours which cl\faracterisc

situations where people have established rapport. One of these is matching body language-
e are

eg both participants leaning forward, or both leaning back with hands behind head. If w
1is-eons }ﬁ@ggﬁ_@i@ptﬁ\wﬁm

- faced wit
someone who sits very still, when we are prone to gesture enthusiastically) we tend to fecl
- - - - \—_“_l\
less comfortable in their presence. This is true both when body language is habitual. and
when 1t is an expression of emotion. To take an extreme example —if you were sitting
to feel you had

hunched tightly, and sobbing into a handkerchief, you would be unlikely

established any rapport with someone s\itm_gms;}‘riivléa opposite you with a smile on their
face. Even a very calm demeanour and exmﬁmﬁfﬁéo‘gﬁiﬁsﬁ "
or connection with your distress, whereas someone who is sitting fonvgngyjtll

look, would seem to you like someone who fully appreciates how you feel.

a concerned

Conscious body matching is, therefore, a quick and powerful way of establishing rapport. It

takes some practice to consciously note how someone is sitting or standing, and nirror that in
your own behaviour, but it can quickly become automatic. However, people natural

SRR W = VI V6 VN =T< =X e o « AP
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S e positive atmosphere, so any favourab
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turn
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g rapport, particularly on first
- appropriate, but i1
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Finall@' i
ssmiling is an extremely effective way of establishin
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most other
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anger in a crowd,

er smiled at a complete str

powerful this is.
ve or

k 4
ou may feel concerned

anguage and self is either manipulati
e influencing the

that this deliberate use of |
nd use of self will be
ose to do SO-
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:tf]‘;:h;::;z’n?: b(:rh. Bear in mind that your language a

Fllﬂherm(;re yOPu szggin Qf yoxll, and of t'he sx'tuation, whether.or not you 'cho .

sivie & goad ’Ser\,ice W'-t(})] cstablish a relationship oftrustas rapidly as possible if you are to

- — Wo;]dl. S_Om<.30ne whom ypu do not know, and th) may not be someone

. cons;;iousl “instinctively have a good ]eve.l of rapport. It1S preferab]e, thlerefo're,
y to use your own words and body 1n way that supports that relatlonshxp,

rather than leaving it to chance.
In an N N : . . s 3 ke S
) y case, these techniques are only effective in establishing initial rapport. In the longer I
_run, f i sustained 1 ‘ oo n your
,_n,,,ap[{Qer,lll not_be sustained if the service user_does not feel -you arc- genuine in-your ;
respect and your readiness to listen and to seek solutions.
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management. Th
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nformation: Most employees perceive and believe that the grapevine contains
mformation than the mformation received from upper management.
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What
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formanon.
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Social Communication in

Workplace environment
When vou are 2t work of in o workplace, Low go you meet ine necds
n whi.ch improvement can be made, or determine how
of these answers can be achieved with successfyl comm

of others, identity ways
a specific job needs to be done? Al

unication skills in the workplace.

" icati I essential no matter w
Communication sk1|l§ are al no mat
communication within a workpl
individual 1s successful or not.

here or who you are.

However, successful
ace can determine whether

a business, company, or
If communication should break down, things such as
efficiency, requirements, and morale can easily fail. To stress its 1mpo

rtance, we are going to
go over some of the most basic communication skills that you s

workplace, how to communicate those skills ¢
employee communication.

hould be using in the
learly, and how you can help improve

Effective Communication Skills for the Workplace

Listening: Sure it helps to be a great talker, but being a good listener is essential for proper

able to listen to another person’s needs so
ds. Listening will help you become aware

Empathy: In the workplace, you are going to be working as a te
in‘lportva_n_l to be open to others’ thoughts and opinion no m
not agree with them. If you are having trouble understandi
consider putting yourself in their shoes and see why they m
Also, dsking questions is a good way {o improve workplace

am with other people, so it 1s

atter how much you may or may

g someone else’s point of view.
ight have acted the way they did
communication.

Patience: Patience can be tricky,

and when you are dealing with other

people, it can be easy
to feel frustrated or overwhelmed

point across. In the
€ patience with yourself and with others,

your boss, coworkers. or em

if you cannot seem to get your
workplace, it is important to practic

- Make sure that you are patrent wit ployees so that You can really

hear what other people are saying. Not everyone is going to be able to understand you either
night off the bat, so be methodical and take your time when explaining things that need to be
done a certain way.

For instance,

Clarity: When you are dealing with people in the workplace, it is not efficient or polite to
beat around the bush or prolong things. No matter if you are t
secretary, or your boss, it is important to be direct and to the point with them. If you spend
too long getting your point across, they are less likely to listen to You or take your credibility
for things down the road. A great way to practice communicating clearly is to
hand. For instance, consider making

alking to your coworkers, q

practice before
an outhne or joiting down some notes that detail the
points you hope to get across. Go as far as to create support evidence to

points if you need to. Being clear in the workplac
a timely manner and in the way that they shou}d.i

and reference the
e 15 going to ensure that things get done in
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have them (and 1t dovs not mean you hate your job). [he key : RO
positive Atitude no matter how tired, angry, bitter, or cxhausted you might fcel. You shoult

ere 1s to always keep a

pever mix your outside feclings with work, beeause this can create '1nisun(lcrslzlmlmgs or

conflicts. If you have any problems or issues at work, talk them out with the people who are
involved and find ways that you can overcome them. 1f you suppress and challenges you arc
facing, they will only grow larger and burden you.

Be Honest and Open: 1f you are feeling overly pressurcd at work or experiencing certain
challenges concerning your job, it is important 10 speak with a manager or someone in the
human resources department as so00n as possible to help you alleviate your problems.

Self-Improvement: 1t is true that you cannot necessarily communicate self improvement, but
the two still go hand in hand. Communication requires time and practice both verbally and in

Written form. As such, it is helpful to always work on the skills that you need for

communication, because they are going to help you improve as a person overall.

If you are
aware of the essential communication skills needed 1

n the workplace, you can make a
conscious effort to listen, practice patience, clarify, and remain positive during your daily
work routine. v

How to Improve Communication in the Workplace:

Communication skills in the workplace Communication skills are an essential part of any

productive workplace. Here are some things that you can do, whether you arc an employee

or a manager, to help improve communication.in. the workplace. .

Employee Training Programs: Not all employees at a workplace are going to be socm and .

interactive right off bat. A great way to get everyone feeling social and comfortable with

communicating amongst each other is to set up some employee training programs. These
- programs can teach employees how to practice effective communication skills that will help
them increase their ffectiveness in what they do. For _instance, consider:

encoding; communication fundamentals, and online communication in your training program.

Model: Sometimes the best type of Jearning is through example. Modeling good and
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Social Networking:
How Social Media Has Changed How We Communicntc?
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The internet and social media has drastically changed the way people all over th
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interact and communicatc. :
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How, you may ask?

Ope of the biggest changes in the way that we interact, due to social media networks, 1s the
sheer numbir_i)_w can interact with.
Because of social media networks, we ar¢ now able to interact with thousands of people all
this is why we see people who have thousands of Facebook friends or tens
of t}Tousands of Twitter followers. Without social media, that would be impossible Social
media networks allow us the opportunity to share opinions with a far wider audience ‘
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occurred is that there is now no filter on the way we speak

over the world —
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Social networks are becoming one of the dominant ways We communicate. Snapchat or
Tnstagram, anyone??- People are more obsessed with checking their smartphone every 2
minutes than engaging in meaningful conversation with their child or spouse. Social media
and technology are double-edged swords. It's awesome 10 have and can really help us, but it
also distracts us to the point of being blind and deaf to everything else going on.
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''''' ‘ciarery appear authortat
...... ‘ yeé
.Ll“”;"a n busmus I.uw and pove
authority, power, djsg e h‘-'l"
S metion, .scH confidence, (. stworthiness.
Omers, and makes good firs ; Impressions,
I5 of busineys ittire. One 15 the busine f ! |
the mogt Conservative corporate dre e s o
e porate dress, and the other 15 the business casual attirc which is a
‘ ,
e kmsu‘m’ of the business professional look. For women, the business
hallook ncludes a conservative . ‘
Al I § cf)nst.rvut:vc suit with a knee- “length (or longer) skirt or pants in
‘ » 5 y
I pmstriped pattern, | Jreferred colours are navy. dark brown, gray and black. White
and pastel-coloured long or short sleeve blouses are acceptable, Pumps with a closed heel and
toc accessorize the suit. The casual professional look incorporates pressed khakis slacks or

nnCe- length or longer dresses/skirts with long or short sleeve blouses or sweater sets, Women
should ot wear shoes with heels more.than 1 to 2 inches, _Jewellery should be simple but

trendy_or_classic jewcllery. The perfume or cologne should be mild. Makcup should be

’—"_’ e il
minumal dll(l must match llu natural skin_tone, There should be no. vmblc body piercing
[ )

(other lll han in cars).. N.nls must be short and well-manicured in one tone [LHL)hQUIL“_}}M&lCJH
fodiis i

SSOTICS Mcn's  business

((mspmmus h.m Aceessorics  are IllldLLkp(dblL

' 3
])rulub\l()lhll [00k consists of a conservative suil or blaze risport coat with pressed dress/khaki
ed, butlon down collarcd shm A LOHSLIWdlIVL silk [[C_IS__Q')UOH(J

and ncall\ shiaped.

slacks and whnc long elecv

matching luh .md socks u)mpltlcs the man Pocket s(un__rwl The h:mr:u:

castats-comprise- of pressed khakis with-a-polo- stvlc shirt or dress slacks with l(b;\l/:-w w“:l«d

button-down. collarcd shirt. The tie should not be 0o wide or_too narrow. Men Lt ‘
their clothing using ¢ cuftlinks, ticpins and an clcl.,.mt watch. H.m “must be nea and

accessorize 4 !
iny or tattou.
trimmed hair and face clean sh.wun There should be no visible body picreing or

1CS.
T Jling for husmus isn’t the same as going on vacation. While there are some sumlantce
rave
: “member that you’re not only representing yourscll while travelling for
ant signals about your company — its culture, brand and

it’s important to reme
work; youre also sending out import

roducts. ———— . ; X
r\:\h ther you're tr avelling to meet with cuncnt or pmspccll\ (llt us, .ltthd a seminar, or
ethe g

{ a new ineeting location, presenting yourself in a professional and friendly manner can
scout a

send positive messages about the company you represent.

Here are some critical aspects of business travel to consider:

ATTIRE-Your attire is the first key to successful business travel. If your schedule allows,

omfortable clothes and change when you get to your destination. This will keep

your stress level down and help keep you focused on your mission.
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our message than if we were face to fac

. id te iquette tips everyone
Whether at work, at home, or on your mobile phone, here are 8 solid telephone etique p
should be displaying at all times.

1. Always identify yourself at the beginning of all calls.

A) When in the office, always answer a telephone by saying: “Hello/Good Morning, Accounting
Department, Syndi Seid speaking.”

B) From a cell phone, either simply say Hello, or state your name, Hello, Syndi Seid here. Do not answer
by using words such as “yeah” or “yes.”

C) When placing a call, always state your name along w

Example: “Hello, my name is John Doe from XYZ Cor
Smith?” .

ith the name of the person you are callj

ng.
poration. May I please speak with Ms.

Jane

2. Be sensitive to the tone of your voice. Do not sound overl

important your tone conveys authority and confi
the telephone.

Y anxious, agg

_ ressive or pushy. It is
dence. Do not lean back in

your chair when speaking on

Tip: Sit up in your chair or stand durin

g the conversation. When at home, use
privately record your own conversatio

i a personal tape recorder to
ns. You will then hear how your sound

to others.

3. Think through exactly what you plan to say and discuss BEFORE you place a call.

Tip: Jot down the items you want to discuss and questions you w
anticipate and expect you will be placed into a voicem
specific as possible, asking the person to respond to s

it’s Syndi, call me back.” At least state the subject
about.

ant answered. In other words,

ail system; plan your message to be as direct and
pecific alternatives or questions. Do hot say, “Hello,
about which you want the person to call you back l

4. Do not allow interruptions to occur during conversations. Do not ¢
other people around you. The person on the telephone takes precedence
walk in your office or passes by while you are on the phone.

arry on side conversations with
over someone who happens to

Tip: If you must interrupt the conversation, say to the person, “Please excuse me for a moment I’11l be
right back.” And when you return, say, “Thank you for holding.”

5. Especially when leaving-messages, speak clearly and slowly. Do not use broken phrases, slang or
idioms. Always, always leave your return telephone number as part of your message, including the area
code ... and S-L-O-W-L-Y, including REPEATING your telephone number at the end of vour message.
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