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Chapter One: Getting Started
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Welcome to the world of Business Etiquette! In any job or industry, building good relationships is key. This means getting along well with co-workers, clients, suppliers, and investors. When you show good manners and respect towards others, you help build strong and productive business connections. So, it’s not just about knowing how your job works but also about how to act around people.

That’s where business etiquette comes into play. This chapter will introduce you to the basics of business etiquette and offer practical guidelines for handling different situations with grace.

Chapter Goals

To help you get started, here’s what you’ll learn:


	
Define Etiquette: Understand what etiquette is and how it can benefit a company. For instance, saying "please" and "thank you" helps make interactions smoother and more pleasant.


	
Make Effective Introductions: Learn how to introduce people properly, making meetings more comfortable and professional.


	
The 3 C’s of a Good Impression: Discover the three key elements that help you make a positive first impression.


	
Manage Nervousness: Find at least one way to calm your nerves when you’re in social situations.


	
Use Business Cards: Know how to use business cards effectively to make connections and leave a good impression.


	
Remember Names: Practice at least one method to remember people’s names, which helps in building stronger relationships.


	
Handshake Basics: Learn the three steps to a firm and confident handshake.


	
Conversation Levels: Understand the four levels of conversation and see examples of each.


	
Table Manners: Get familiar with place settings, napkin use, and basic table manners.


	
Dining Protocol: Know how to order food, handle alcohol, pay the bill, and tip appropriately during business meals.


	
Email Etiquette: Learn the correct way to address people, use grammar, and handle acronyms in emails.


	
Phone Etiquette: Understand how to use the phone, voicemail, and cell phones properly.


	
Formal vs. Informal Letters: Know the difference between formal and informal letters.


	
Write a Thank You Note: Learn how to create an effective 'Thank You' note to show appreciation.


	
Dress for Success: Understand what colours mean in professional dressing and how to dress for different levels of formality.
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