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A. In today's competitive business 
environment, good sense and everyday 
manners can make the difference 
between getting ahead and being left 
behind.  
 
B. In this presentation, I will show you 
how to meet the challenges of the 
business world with the kind of self-
confidence and poise that will help you 
successfully navigate your way to success. 

How would you define 
etiquette? 
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Topics
1. Appearance

Business/Business Casual

2. Social Graces

Introductions/Greetings/Handshake

3. Communication Skills

Conversation/Office Culture

4. Table Etiquette

Basic Manners/Eating Out  
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This presentation will center on the 
following topics (“mouse click” to advance 
lines). State each as they appear with 
brief comments as to what will be 
covered. 

 

Why do you think these 
topics are important for 
one to be successful on 
the job? 
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Appearance

Your business image 
starts with the way you 
are dressed and is 
reinforced with your 
personal mannerisms.  
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A. Basic etiquette is an important part 
of presenting a positive image to your 
office administrator or to your clients or 
customers. 

B. The skills required to project a 
relaxed and competent image are now 
receiving attention from all types of 
organizations, which expect employees at 
a variety of levels to be able to 
successfully present themselves and the 
company’s interests. 
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Read the company’s dress-code polices
to put together a working wardrobe.  
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A. With the acceptance of casual dress 
in today's workplace, there is alarm at 
how a growing number of employees 
interpret the term "casual." The best 
rule of thumb is to determine if your 
employer has established a dress code 
for you to follow. The code should clarify 
any vagueness you may have about what 
to wear.  

B. Final words to the wise in selecting 
your casual business attire,  casual does 
not mean sloppy, and if you are unsure 
about what to wear, always lean to the 
safe, conservative side. In the business 
environment, you should always be neat 
and well groomed, regardless of the 
attire. The guiding word in 'business 
casual' is business.  What you wear has an 
impact on how you are perceived at work 
and continues to play a role in career 
advancement. 

What is a workable 
definition of the 
difference between 
Casual and Business 
Casual? 
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Introductions and Handshakes

An exception is, that a client should be 
introduced first, even if you are with someone 
of higher rank within your company. 

In the business world, 
whoever is the 
highest-ranking 
person is introduced to 
everyone else in order 
of their position.
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A. While introductions may appear 
simple; these are the few moments in 
which critical first impressions are made 
on all sides. Always stand up when being 
introduced to someone. The name of the 
person of highest rank, or the person of 
honor, should be spoken first; all others 
are being presented to that person. For 
example, “President Johnson, I’d like you 
to meet John Scott.”  

B. The only exception is when you 
introduce a client.  In this case, the 
client should be introduced first, even if 
you are with someone of higher rank 
within your organization. 

What are some basic 
rules and etiquette for 
business meetings? 
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5. continued 

C. When you are introduced to someone 
you should stand and shake hands and 
make eye contact.  A handshake is the 
physical greeting that accompanies the 
verbal introduction. You should shake 
hands when meeting a person for the 
first time and when saying good-bye. 
Whether you’re a man or a woman,  a firm 
handshake sends a positive message.  

D. Offer your hand turned at a 90 
degree angle to the floor and don’t hold 
just the fingers or try to crush the other 
person’s hand with an iron grip. 
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Social Graces
The quality of your life

is the quality of your 
communication.
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The most important thing to remember is 
to be courteous and thoughtful to the 
people around you, regardless of the 
situation. In discussions, consider the 
other person’s feelings and stick to your 
convictions as diplomatically as possible. 
Address conflict as situation-related, 
rather than person-related. Apologize 
when you hurt someone’s feelings 

What are some 
examples of “taboo 
topics” (topics to avoid) 
for office small talk? 
 
What are some 
examples of acceptable 
topics that build 
rapport? 
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Communication Skills

Your attitude is 
important because it 
contributes to how well 
you will fit into the 
work environment.

 
7 

A. Good communication skills require a 
high level of self-awareness. 
Understanding your personal style of 
communicating will go a long way toward 
helping you to create good and lasting 
impressions on others. By becoming more 
aware of how others perceive you, you 
can adapt more readily to their styles of 
communicating.  
 
B. This does not mean that you would 
constantly change with every type of 
personality you are subjected to.  
 

What are some 
communications styles 
that can cause conflict 
in the work 
environment? 
 
Possible answers:  
Poor listening skills, 
aggressive behavior, 
put-downs 
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7. continued 

Instead, you can make another person  
more comfortable with you by selecting 
and emphasizing certain behaviors that 
fit within your personality. 
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Table Etiquette
•Guests order first
•Enter your chair from the 
left and exit to the right
•Business is discussed 
after the food order is 
taken
•The person who extends 
the invitation, pays the bill  
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If you think there might be cause for 
confusion about who will pay the bill, or if 
you simply want it handled in a quick and 
hassle-free manner, arrive at the 
restaurant a few minutes early, and tell 
them you are entertaining a client. Then, 
the bill will come straight to you and all 
you have to do at the end of the meal is 
figure the tip and issue payment. 
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Basic Guidelines for Business Etiquette

The references that follow offer different 
insights on business etiquette. So, it is 

worth your time to review several 
references to get a broader perspective.

Emily Post’s Etiquette (16th Edition)
The New Manners

Business Etiquette for Dummies
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A. The fork goes on the left. The spoon 
and knife go on the right. Food items go 
on the left, so your bread plate is on your 
left. Your beverages, including your 
coffee cup should be on your right.  

B. Place your napkin on your lap before 
beginning to eat (this includes drinking 
water or other beverages). 

 

                     10 Refer to the slide. 
 
The following references offer different 
insights on business etiquette. 
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Emily Post’s Etiquette
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Give title and author. 
 
Emily Post’s Etiquette, by Peggy Post. 
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New Manners for the 90’s
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Give title and author. 
 
Letitia Baldrige’s, Complete Guide to The 
New Manners 
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Business Etiquette for Dummies
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Give title and author. 
 
Business Etiquette for Dummies, by Sue 
Fox and Perrin Cunningham 
 
 
 

A. What other 
references have you 
found to be helpful? 
 
B. Are there any 
questions or comments 
concerning the 
presentation? 

       

Business Etiquette

14

A SMILEA SMILE costs nothing, but costs nothing, but 
gives much. It enriches those gives much. It enriches those 
who receive, without making who receive, without making 

poorer those who give. It takes poorer those who give. It takes 
but a moment, but the memory but a moment, but the memory 

of it sometimes last forever.of it sometimes last forever.
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Advance the slide and wait until the 
participants view the slide before giving 
the summary. 
 

Summary: 
 
Negative first impressions are difficult 
to overcome. "Doing what comes 
naturally" may not be in your best 
interest. Remember, you are always under 
examination. What do others decide when 
they meet you . . . or see you across a 
room? Polish your personal image by using 
professional business etiquette 
recognized and valued by those looking 
for outstanding employees. 
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Help us to improve this presentation by 
sending us your comments and 
suggestions. 
 
 
 

 

 


