BUSINESS ETIQUETTE
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Email etiquette

* Email etiquette 18 so new — the rules are evolving
because of our increased use of email

* Some general rules of etiquette should be observed

Need of Email Etiquette
- Professionalism
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- Protection from liability
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BODY LANGUAGE
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Types of hody language
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Eye contact
VERBAL 35%
Face
Posture NONVERBAL 65%
Facial Expressions
Hand Gestures Tone of Voice .
Appearance
Personal space P /
Sture
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Telephone Skills
& Etiquettes

Building the right Image for the Organization
Power of non-verbal communication
Importance of Tone, Speed and Volume over the Telephone
A mportance of Active Listening
; “0 Handling difficult customers 8




P Meeting Etiquette

List key tips under each part

- Beforle — on arrival at
premises

— At reception/entering the
shop

— During the meeting

— After the meeting



Dress Etiquette

* The Professional

looks .
* Dress for the part NS
« Simple but Classy )

« Grooming
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