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To my entrepreneur father Adrian, who encouraged me as a young girl to start my first business, always telling me “be your own boss.” To my mother Bonnie, a female CEO for over twenty-five years, who is my constant sounding board and loving guide, and to my amazing, supportive husband Marco, who first encouraged me to open Beaumont Etiquette and to never, ever, ever give up—thank you!

To my business partner Anne Chertoff, who contributed to this book with her great wit and wisdom. Thank you for always being by my side, making every day fun, and being brave enough to always say yes to seemingly impossible feats.


Introduction

What if I told you I knew some of the most successful businesspeople in the world and they all shared one major secret to success, no matter their industry—would you want to know what it was? Now, imagine that you too could learn this secret, and some of the same techniques that these successful businesspeople practice from day to day. I bet you’d really be interested in that, right? It differentiates them from everyone else, and has given these people the upper hand in both their professional and personal lives. Anyone can learn it, and once you have this knowledge, you can use it every single day to get ahead.

The big secret? Believe it or not, these people understand, value, and practice good etiquette. You see, etiquette is not commonly taught in most schools anymore. Not even in many of the Ivy League institutions. So, in addition to your textbook education, those who have an education in etiquette stand out in major ways because they have gone above and beyond traditional schooling to achieve a higher level of skill and learning. I like to call it the “next level” of education, especially in business. These people are therefore the best in exercising it because they sought after this skill set in addition to the traditional means of learning. They took it upon themselves to absorb and practice it, and because they choose to do so, they can recognize and appreciate others in business who have done the same. Sometimes you may be forced to go to school, but nobody is forced to practice good etiquette. It’s a choice.

So, how do I know this secret is the common denominator for so many successful professionals? It’s because I’ve had the great privilege to work with and advise human resources team members, training and development offices, recruiting departments, and internal leadership teams of some of the largest and most profitable companies in the world. My team and I have gotten an inside look at what sets a candidate apart, what makes a company invest in a person, and what makes an employee excel. We have sat with leading CEOs and heard what is important to them and their companies, and have traveled the country training and consulting businesses in all industries and levels, from start-ups to Fortune 100 companies. All would likely agree that while there are some major recurring themes to a successful professional, one umbrella theme that spans across almost all of them is that of business etiquette.

Now, it could be that you are just starting your career, are currently interviewing for your dream job, transitioning to another industry, already on your way up the ladder, or just want to revamp your professional image. Regardless of what level you are at, the good news is that you’re already one step ahead of everyone else, because you recognize the importance of including etiquette in your everyday professional life. The even better news is that you’re in the right place! Throughout this book, you’ll learn techniques and tips that will catapult you to the next level of your career time and time again. Through easy-to-follow chapters, I’ll teach you tried-and-tested methods that you can start using today to instantly set you apart. Ready to get started?


Did You Know?

Where does the word “etiquette” come from anyway? According to Merriam-Webster, one definition of the French word étiquette is “ticket” or “label attached to something for identification.” In sixteenth-century Spain, the French word was borrowed (and altered to “etiqueta”) to refer to the written protocols describing orders of precedence and behavior demanded of those who appeared in court. Eventually, “etiqueta” came to be applied to the court ceremonies themselves as well as the documents that outlined the requirements for them. Interestingly, this then led to French speakers of the time attributing the second sense of “proper behavior” to their “étiquette,” and, in the middle of the eighteenth century, English speakers finally adopted both the word and the second meaning from the French.




Chapter 1
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Etiquette and Why It Matters

Whether you’re convinced or not yet that an education in etiquette is one of the skills that sets successful professionals apart from all the rest, this next bit may put you over the edge of being a believer. This statistic is so powerful that I even keep it on both my general website (beaumontetiquette.com) and my corporate training website (beaumonttraininggroup.com).

A Harvard-Stanford study concluded that one’s success, particularly in the workplace, is based 85 percent on social skills, and less than 15 percent on technical skill set.

Now, let’s think about that. This essentially means you could be the smartest person in the room, with the highest IQ on the team, but if your emotional intelligence or EQ (emotional quotient) is not high, then you still have a lot of area for improvement. In fact, I would rather have a higher EQ than IQ any day. Emotional intelligence is crucial in connecting with people, responding to people, and generally being likable. Your emotional intelligence determines your understanding and awareness of and compassion toward others when communicating both verbally and nonverbally. From the moment people with high emotional intelligence walk into a room, they know how to act, carry themselves, and respond in order to make others feel comfortable. Ultimately, everyone wants to work with these people. They are social chameleons in the way that they can adjust and readjust as needed.

This sounds like a pretty great quality to have in business, right? Whether it be speaking to your boss, presenting to potential new clients, entering an interview, networking at a big event, or hosting a dinner, people who can walk into a room and feel at ease no matter what, are incredibly valuable and a great asset to have on any team. So, can EQ be learned? Absolutely! You don’t have to be born with it, and you can learn techniques to help you increase your emotional intelligence, especially when it comes to business.

I start every training by explaining what everyday etiquette actually means. So, what does etiquette really mean in practical terms? There is a common misconception that etiquette is only used when we are in nice or “fancy” places. This couldn’t be further from the truth. Etiquette should be used every day and everywhere you go, and especially in business. The core of what good etiquette in business means is to be kind, respectful, and considerate to all around you. From how you interact in an office environment and the way you treat your colleagues, to the way you present yourself, etiquette is the protocol we follow to show respect to others.

No matter if you’re in a meeting or interview or at a business lunch, there are countless examples of how having bad etiquette can break a business deal. A partner of a very successful com­pany once told me his secret hiring process: when it came down to the top two or three candidates, he would take them all out to lunch individually. While the candidate was so focused on answering his technical questions over the meal, he was actually observing and paying special attention to their social and dining manners throughout the meal. From the way they spoke to the server to the way they ate their lunch and everything in between, he told me he wanted to see what his clients would see when they were being entertained or brought to lunch to talk business. His favorite part was seeing if they were respectful to the service personnel working at the restaurant, from the hostess and server to the coat-check person, because his belief was that if they were disrespectful or dismissive to those helping, then surely that’s how they would treat their future team members.

How to Make a Great First Impression

There is a lot of pressure around making the best first impression. When thinking about this, we immediately tend to think about what we wear and how we comb our hair, but did you know that in many cases, your first impression is not in person? A first impression can be your voice through a phone call, an email, or even your social media content. According to a 2018 Career Builder Survey, 70 percent of employers use social media to screen candidates during the hiring process, and about 43 percent of employers use social media to check on current employees. The even more startling part is that what comes up when they search online for you matters. Of the companies that do social media research, 57 percent have found content that caused them not to hire candidates. When a company searches for you online, it’s important to note that what usually pops up first are the sites we are on that have the highest search engine optimization (SEO), so think about all your social media channels.


Tip Time!

When’s the last time you Googled yourself? If it’s more than three months ago, make it your homework to do a general as well as Google Image search for your name so you know what other people see when they look you up online! Master tip: Set a Google alert for your name so you always know when you are mentioned online.



What Makes a Great In-Person First Impression?

Let’s think about why it’s important for us to make a positive first impression, specifically in business. We want people to like us, work with us, hire us, respect us, and invest in us. The root of business is professionalism and respect, and people have to buy into that as soon as they meet us. Plain and simple, trust is built on first impressions. As an example, let’s use the below photos to show an extreme case: how a first impression can make or break perceived professionalism.
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Look at the images above. If you were walking into your doctor’s office and the woman on the left greeted you, you’d likely be pretty happy trusting her with your health care. Now let’s look at the woman on the right. If this woman walked in to examine you, you’d probably jump off the exam table and ask to see her ID proving credentials, right? In fact, the person in the right-hand image is the same person shown on the left, only she is presented differently. From her posture to her clothing and grooming routine, you made a judgment. Case in point, this shows how no matter the industry, a first impression is what makes (or breaks) the trust of others in business.

Now, let’s talk about how long you have to make your first impression, and how you can always ensure you’re making a great one. First impressions are made up of a few different components, where one without the next renders the whole first impression. Have you ever heard that you have seven seconds to make a first impression? There are different variations of this theory, with some people saying within milliseconds the other person you interact with already has made an opinion about you.


What’s the Meier Method?

In my first book, Modern Etiquette Made Easy, I introduced the Meier Method, a five-step process to becoming instantly more polished and confident through etiquette!



I created the “7-in-7 Theory,” because of the seven successful elements I consistently see after years of observing incredible first impressions. The number seven recurs in this section, because many people believe you have seven seconds to make a first impression. The seven aspects to a great in-person first impression are:

1. Physical Placement

The way you physically enter a room can show confidence and authority, or a lack thereof. It can also show that you are friendly and approachable, or quite the contrary. It’s up to you how you want to be perceived. On page 15 I’ll teach you the one thing you should always do when entering a room.

2. Facial Control

According to psychologists Janine Willis and Alexander Todorov in their Psychological Science article “First Impressions,” it takes only a tenth of a second to make a judgment on the face alone. For this reason, you must be hyperaware that even the slightest positive change in your expression can say you are approachable, friendly, and ready to do business.

3. Personal Presentation

Always dress the way you want to be addressed. The way you want to be perceived is up to you! Do you want to come across as a corporate professional or a creative director? Either one is absolutely fantastic depending on your personal and professional goals. Your clothing and grooming are representative of your professional self. More on style and grooming to come (page 26).

4. Posture

When is the last time you saw a powerful professional hunched over a boardroom table while speaking to their team or slouching while giving a presentation to a huge audience? Posture is the one point of body language that can instantly change the way people perceive you. You can go from confident and self-assured to insecure and lacking authority within a single second by showing poor posture. More on posture to come (page 37).

5. Voice

Your voice is a tool to tell people how confident, assertive, and powerful of a presence you have. You would never see a major CEO of a huge firm speaking softly when addressing his or her team, and you certainly wouldn’t see a successful salesperson pitching a potential client with a high squeaky voice or a low one that trails off at the end of each sentence. You could be the best and most powerfully dressed person in the room, but if you open your mouth and it doesn’t match your appearance, you are doing yourself a major disservice. More about your voice in chapter 2 (page 43).

6. Body Language (Including Eye Contact)

The way you carry yourself is crucial. Are you ready to take on the day or are you tired and bored and not wanting to be there? Your body can tell everyone in the room how you are feeling without you saying a single word. Try out some of our body language secrets in chapter 5 (page 79) to win in every situation.

7. Charisma

Charisma is a characteristic held by people of great persuasion and influence. Charisma is charm, or evoking positive emotion in someone else, and it can be learned. It’s what draws others toward you, and it stems from your attitude and emotional state. People who make others feel good, empowered, and happy through a winning combination of body language, words, and actions are often seen as charismatic in business.

The overarching theme to the 7-in-7 theory, particularly in business, is professionalism. Being professional shows that you are serious about your career and is also one of the most important attributes of a great leader. Both companies and clients value professionalism, which is key to a successful working relationship. Look at the list below of attributes and qualities, and ask yourself on how many your HR team or boss would score you a ten out of ten? On how many would you score yourself a ten out of ten? Ideal candidates at most companies will rate a seven or higher in every category. The great news is that all of these attributes are skills you can improve upon.

Professionalism

Image and Appearance: Do you look the part both in the way you dress and groom yourself?

Organization and Preparation: From your appearance and presentation materials to your to-do list, are you clear, focused, and efficient?

Competence: Are you capable of your skill and ability, needing little hand-holding?

Knowledge and Expertise: Do you know your industry, craft, and service inside and out at the level you are at?

Accountability: Are you responsible?

Honesty and Integrity: Are you honest, truthful, and trustworthy?

Practicing Good Etiquette: Are you respectful, kind, and considerate?

Reliability: Can your coworkers count on you no matter what? The most valuable player in many instances is the first one in and the last one to leave.

Maintaining Poise at All Times: In high-pressure situations, can you keep your cool?

Work Ethic: Do you work incredibly hard and are proactive in your actions, always taking initiative and doing the best you can?

Demeanor: Are you personable, likable, and friendly?

Greetings

To help when you are meeting and greeting people, I created the Meier Method’s HACH (Handshake, Air kiss, Cheek kiss, Hug) System of Greeting. These are the four most formal ways to greet people in the Western world.

The Handshake

The handshake in business is always appropriate. It’s the most professional greeting and a good one shows confidence and trust. The only time I would give any other greeting is if my client or superior who is greeting me initiated something different. When in doubt for social or business greetings, always go for the handshake.


Bonus: Personal Presentation

Personal presentation does not just mean what you wear and how you are groomed. It also includes what you are carrying! Whether it be a lunch meeting with a client, a catch-up with your boss, or an interview, you should pay just as close attention to what is in your hands as you do everything else. For instance, you might look super sharp in a tailored suit or nice outfit, but the moment you pull out your old spiral notebook with paper flying out of the sides or your chewed pen, you don’t look nearly as polished as you could. Often things like cell phone covers, briefcases, and items we carry with us every day tend to look shabby instead of business-chic, but we tend not to notice because we see them every day. Someone seeing them for the first time, though, may certainly notice. Check the quality ahead of time for items such as your notebook, pen, briefcase or whatever bag you carry into a meeting, presentation folder, cell phone case, business card holder, wallet, and cases of any electronics you carry with you like an iPad or computer.



Your handshake is your physical signature. Always remember that. What does it say about you and the way you do business? Years ago, I was working with a team tasked with hiring positions at all levels for a new department. We were holding group interviews due to the massive number of applicants, and in this case, their first impressions were crucial. Each group only had ten minutes to interview in a roundtable-style format before the hiring team reconvened to choose who would move forward to one-on-one interviews.

Each candidate in the room was technically qualified and had the education and experience we were looking for; however, it was a client-facing job in financial sales that needed team members with a strong presence. Instead of taking the time to weed candidates out on the phone, they were invited into this rather challenging group interview environment to see who stood out.

As each roundtable ensued, it became clear who would move on almost immediately due in part to that initial first impression, which comes largely from a handshake. So many people had weak handshakes that we instantly didn’t feel they were confident or self-­assured enough to be on the team. It came down to eight candidates we really thought were strong enough to move to the next level, with one other wavering. Half of the hiring team thought the wavering man may be a great fit, while the other half thought he may be too shy for an outward sales role. In the end, the HR director had the tie-breaking vote. She voted yes for him to come through as the ninth interviewee, and can you guess why? She said while although he didn’t verbalize as loudly as some of the other candidates, she instantly felt “safe” in the way he greeted her. His handshake was firm, his smile gentle and trusting, and his eye contact unwavering. The end of the story is even better, as he was one of the three candidates hired in the end and turned out to be a star team member, constantly ranking in the top of his level, no doubt because he had the ability to make everyone he greeted know they were in good hands (pun intended).
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