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Making Positive Impressions

How you present yourself to others in the business world speaks volumes. People
often form first impressions about others within seconds of first meeting them
therefore it is crucial to ensure you are properly prepared to present yourself as a
professional.

Here are some important tips towards making a good impression.
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e First impressions are important! You are the
ambassador/s of the business

» Stand straight, make eye contact, turn towards
people when they are speaking, and genuinely
smile at people.

» Follow your office dress code, perhaps dressing a
step above the norm for your office.

* Your briefcase or bag and the things you carry in
them say something about you. Messy items may
detract from the image you would like to present.
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 When meeting someone for the first time, be sure
to shake hands palm to palm with a gentle firmness.

» Be alert. Sleepiness looks bad in the workplace.

e Kindness and courtesy count!

e Arrive early to work each day.

* Always act with honesty and dignity

» Wear appropriate office attire, for example correct
footwear for the job.

* No exposed midriff to display tattoos and body piercing.

* Be neat, clean and as conservative as the business
requires you to be.

People

How you treat people says a lot about you.

» Learn names and learn them quickly. A good tip for remembering names is to use
a person’'s name three times within your first conversation with them. Also, write
names down and keep business cards. People know when you don't know their
names and may interpret this as a sign that you don't value them.
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FREE online _
activities Self-assess: Think about how you treat your

for all ages at supervisor(s), peers, and subordinates. Would the
learning.rzss. differences in the relationships, if seen by others,

org.uk/ cast you in an unfavorable light? If so, find where
the imbalance exists, and start the process of
reworking the relationship dynamic.




o Don't make value judgments on people's importance in the workplace.
e Talk to the maintenance staff members and to the people who perform many of
the administrative support functions.

These people deserve your respect! PERSONAL
SPACE

ik

Intimate Distance

* What you share with others about your personal
life is your choice but be careful. Things can INTERACTION
come back to haunt you. Don't ask others to
share their personal lives with you. This makes
many people uncomfortable in the workspace.

» Respect people's personal space. This may be
very different than your own.
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+ Don't gossip about any co-worker’s private life.

* Don't hover around while waiting for a co-
worker to get off the phone. Leave a note for
them to call you or return later

* It's not a good idea to take your iPod to your
office. It hinders communication

* Avoid sexist comments about a co-worker'’s
dress or appearance

Communicating

It's sometimes not what you say, but how you say it that counts!

e Return phone calls and emails within 24 hours - even if only to say that you will
provide requested information at a later date.

» Ask before putting someone on speakerphone.

» Personalize your voice mail - there's nothing worse than just hearing a phone
number on someone’s voice mail and not knowing if you are leaving a message
with the correct person. People may not even leave messages.

¢ Emails at work should be grammatically correct
and free of spelling errors. They should not be
treated like personal email.

* When emailing, use the subject box, and make
sure it directly relates to what you are writing.
This ensures ease in finding it later and a
potentially faster response.
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org.uk/ e Never say in an email anything you wouldn't say to someone'’s face.
» Underlining, italicizing, bolding, coloring, and changing font size can make a mild
email message seem overly strong or aggressive.




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

» 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
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Meetings

This can easily be the most intimidating part of starting a new job. The environment

of a meeting requires some careful navigation to maintain your professional image,

whether the meetings are one-on-one, with several colleagues or with external
clients.

o For a meeting in someone’'s office, don't arrive more than five minutes early, as
they may be prepping for your meeting, another meeting later that day, or trying
to get other work done. You may make them uncomfortable, and that is not a
good way to begin your meeting.

 Don't arrive late...ever. If you are going to be late, try to let someone know so
that people are not sitting around waiting for you. Don't forget that being on
time for a meeting means arriving 5 minutes early - for an interview, arrive 10
minutes early.
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* When a meeting runs late and you need
to be somewhere else, always be
prepared to explain where you need to
be (understanding that the value of
where you need to be will likely be
judged).
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+ Do notinterrupt people. This is a bad habit
to start and a tough one to end.

* There is a time and place for confrontation,
and a meeting is almost never that place.
You will embarrass and anger other people,
and you will look bad for doing it. Give
people time and space outside of meetings
to reflect on issues that need to be dealt
with.

WORKPLACE BEHAVIOUR

AND ETIQUETTE

Workspace
You may spend more waking hours in workspaces than in your home space so:

+ Keep the space professional and neat with

appropriate personal touches! People will see
FREE online @& : 5 : the space and consider it a reflection of you.

activities : = .'; + Whether itis a cubicle or office, respect
forallages at |} “‘:‘f“':‘ others' space. Don't just walk in; knock or
learning.rzss. j= . gute> make your presence gently known. Don't

org.uk/ ¥ : “ assume acknowledgement of your presence
is an invitation to sit down; wait until you are
invited to do so.



e Don't interrupt people on the phone, and don't try to
communicate with them verbally or with sign
language. You could damage an important phone call.

e Limit personal calls, especially if you work in a space

that lacks a door.

Learn when and where it is appropriate to use your cell

phone in your office.

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

¢ Food consumption should generally be regulated.
Smells and noise from food can be distracting to
others trying to work.
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General Workplace Manners

+ We are put off by smelly people. So, be sure to shower regularly and
use a suitable deodorant

* Show appreciation for the slightest courtesies extended to you

* Be helpful and co-operative with each other

* Speak clearly without shouting. Loud people are a vexation

+ Say, “Please; Thank you; You're welcome”, as part of your everyday

* If your boss criticises your work, enquire about what precisely is wrong with it.
Consider the comments, discuss them amiably if you disagree with the
comments but defer to the boss's opinion if he/she is adamant

+ Office etiquette means being thoughtful when interacting with your peers

* Show consideration for other people’s feelings

+ If there is conflict, do not get personal in your remarks

* Never be petty or small minded in your behaviour

* Your elders are generally more mature in judgement and life's experiences, and
this deserves your respect even in the workplace.

o courtesy
>
— Do not cough or sneeze in anyone's
> direction. Use a tissue, if possible, to
< contain the germs, then say "Excuse me’
L Be discreet and compassionate in your
w Ll criticism of a co-worker
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activities This is not a full list of behaviours at work, just use common sense and ask
for all ages at yourself if | do this action or behaviour will | get into trouble
learning.rzss. » For further information please have a look at these websites:
org.uk/ http://www.worketiquette.co.uk/
* http://www.bustle.com/articles/45274-15-workplace-etiquette-rules-
everyone-should-follow-according-to-reddit



http://www.worketiquette.co.uk/
http://www.bustle.com/articles/45274-15-workplace-etiquette-rules-everyone-should-follow-according-to-reddit
http://www.bustle.com/articles/45274-15-workplace-etiquette-rules-everyone-should-follow-according-to-reddit
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