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FOREWORD

BY DIANA MATHER

A couple of years ago I was asked by friends if there were courses to help give their daughters confidence and a bit of polish, and I realized that most of the established finishing schools had closed down. I started to research why these schools were no longer popular. Girls today still want to know how to behave appropriately in any situation, but they don’t want to spend a year doing it. Older women from their twenties to their fifties sometimes feel that there is a gap in their knowledge as far as etiquette, protocol, and manners are concerned, and from this The Public Image School of Etiquette was born. Our five-day courses give people a broad look at life skills as well as learning how to walk with poise or how to hold a knife and fork properly.

I was very pleased to be asked to write the foreword for this book as I believe it is very important to put emphasis on modern manners and ladylike behavior—part of my mission is to do just that.

Being a lady means different things to different people. To me, it means treating other people with kindness and consideration, and if possible keeping your cool and acting with decorum at all times—in short, having good manners. Being a lady also means celebrating your femininity.

Confidence and self belief are two of the greatest gifts you can give anybody and part of that confidence comes from knowing the rules; if you know the rules you can decide whether or not to keep them. Etiquette evolves over time, and so a book such as this is extremely valuable as it gives advice and tips on twenty first-century etiquette and conduct, in an un-stuffy, fun, and lively way. It is essential to keep up with the trends in acceptable behavior and this book will help you do just that—it is also great fun!




	The Public Image School of Etiquette Top Ten Tips



	 1.

	Always smile when you meet someone.



	 2.

	Say “How do you do” or “Hello”. not “Pleased to meet you” when greeting.



	 3.

	Don’t kiss on the first meeting.



	 4.

	Stand up when others enter the room.



	 5.

	Don’t use cell phones during mealtimes or text in company.



	 6.

	Don’t leave the table during a meal—if you’re desperate to visit the bathroom, wait until after the pudding.



	 7.

	Drink a glass of water to match every glass of wine.
Don’t get drunk!



	 8.

	Mind your Ps and Qs. Always write to say thank you after dinner, a weekend stay, a present etc.



	 9.

	Dress appropriately—don’t show too much cleavage or leg at formal events.



	10.
	If in doubt about anything—wines, food, dress, or etiquette—ask!



	 
	 









INTRODUCTION

It’s not easy to remain ladylike when those around you are getting lazier by the minute. Many women have given up altogether. Their defection means that flashing too much flesh and sharing their bodily functions with the world has become so commonplace that exercising good manners now seems positively old-fashioned.

But it doesn’t have to be this way! Social graces not only make the world a much more pleasant place, but they make you a much more pleasant person. Behaving like a lady can ensure you a place on every party guest list, make you the most popular girl in the office, and yes, even help you procure the man of your dreams.
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However, many of the old rules no longer apply. It’s not necessary to let a man order for you in a restaurant and it’s become de rigueur to air-kiss your friends when greeting them. Sending a text message is now a perfectly acceptable way to invite a friend for dinner and you no longer have to home-cook every course you serve up. With our fast-paced lives and the never-ending advancement of modern communication, only the most conscientious of ladies can be bothered to switch off her cell phone, turn down her iPod, avoid hitting “reply all” on her e-mail, and get out her pen and paper to send a thank-you note.


So how do you navigate your way through this modern minefield and avoid social faux pas?

That’s where this chic little manual comes in handy. The following six chapters contain everything you need to know about behaving like a lady in today’s society. You’ll develop the art of elegant speech, learn how to introduce yourself and make small talk, how to avoid conversational blunders, and how to hold an engaging conversation with anyone.
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You’ll learn how to use your body language to your advantage, how to stand with poise, how to sit like a lady, and the secret to walking gracefully, even in towering heels. You may think that getting out of a car is easy, but doing it with style is a little more complicated. You only have to look at the unfortunate pictures in the papers of celebrities exposing their underwear to see that this must be a subtle art!

There’s an entire section on style and good grooming, because there’s no bigger calamity than wearing an inappropriate outfit to a soirée or revealing a visible panty line to disapproving companions. Image is, of course, essential to every lady, and although natural style cannot be taught, dressing to suit your figure and wearing the right outfit for every occasion can.

And though there’s no denying Audrey Hepburn is the epitome of elegance, it took Eliza Dolittle more than a new outfit to become a Fair Lady, so once we have learnt how to be chic, we move on to learning how to be a fabulous guest, as well as what to wear, how to behave, and what to bring to various parties to which you may receive an invite. The dinner table is a potential etiquette nightmare, so there is a helpful section on cracking the code with tips on how to tackle particularly tricky food—before you bought this book, your bungled attempts to dismantle these foods could well have left your dinner companions open mouthed! And what about when you are the hostess? Look no further and no longer fear the ring of the door bell—we look at perfect party preparation to ensure that an invite to your place will be the hottest ticket in town.
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You’ll then learn the importance of maintaining your ladylike ways when out in society; it is crucial that you present the best version of you when traveling from A to B, when on the search for Mr. Right, and when dealing with modern communication.

Finally you’ll learn the secrets of the successful job interview, ladylike office etiquette, how to treat colleagues cordially, and to get ahead in business, as well as the secret to never making a cultural slip-up abroad.

Being a lady is a full-time job—you’ll always need stamps in your purse, a stock of thank-you cards at hand, and your favorite florist on speed-dial. You’ll always have to be generous of spirit and humble of character. You may never take the last slice of cake or be the most drunk person at a party; you simply cannot boast about your pay rise or reveal the saucy details of your sex life. Snobbery is all around us, and while as a lady you must learn to tolerate the slip-ups of others, there’s no certainty that the same good grace will be afforded you.

Grace, poise, generosity, elegance, vivacity, wisdom, and wit—wouldn’t it be just lovely to possess all of these ladylike qualities? And now you can with this thoroughly modern and stylishly savvy guide to etiquette. Read on for everything you need to know about being a modern lady.
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CHAPTER
1

TALK THE TALK

In this chapter, you’ll learn:

[image: art] How to make a good first impression [image: art] How to introduce others

[image: art] The rules of the greeting kiss [image: art] How to make scintillating small talk

[image: art] How to listen well [image: art] The art of good conversation

 

 

 

 




WHAT YOU SAY MATTERS


As children we were always prompted to “say thank you for having me to stay,” to “say please,” and “ask nicely.” Even now as adults, remembering to speak properly and politely is essential for every lady but it doesn’t always come naturally. While appearances are certainly vital, it’s your speech that reveals your inner beauty. What you say, how you say it, and the effect of your words on those around you are the truest measure of your sophistication. And sometimes it takes practice.

Have you ever listened to a recording of yourself and wanted to deny vehemently that the voice even belongs to you? Accents sound broader, words more mumbled, and sentences not nearly as eloquent as you had intended at the time. While gabbing on the phone to a girlfriend offers the opportunity for a good old gossip and stream-of-consciousness chatter, your aim in other social situations is for well-thought-out, concise, and charming conversation. Others will delight to talk with you and inevitably you will enjoy the conversations more.
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Throughout this chapter you’ll learn how to make an instant good impression, the art of great conversation and how to cope with any verbal faux pas (because no one’s immune to a slip of the tongue from time to time!). No matter how broad your dialect or how spicy your conversation, the most essential lesson you’ll learn is that you should make whomever you are talking with feel at ease—from the big-business boss to your elderly neighbor whose backyard flora you’ve just been admiring. Put others at ease, and happy and interesting conversations will flow freely.


SMOOTH INTRODUCTIONS


Pain-free introductions begin with a smile, an appropriate word of formality, and move quickly to a relaxed conversation topic that interests both parties. It’s not a science; it’s an art. Practise these pointers and you’ll master it in no time.

SMILES ARE FREE!


Before you even utter a greeting, the first thing to remember is that a good mood is infectious. Earn a reputation for always having a smile on your face and a sunny disposition. Forget your aches and pains, the answer to “How are you?” is always “Fine, thank you.” Unless you’re talking with your nearest and dearest, nobody wants to hear about the latest argument with your boyfriend or that you’ve spent over your credit limit again. Get yourself onto every guest list in town by being such a bright, breezy person that you exude cheerfulness. Who doesn’t want a friend like that? When you see someone you know on the street, greet them with a genuine smile, look them in the eye to create an instant bond, and offer an enthusiastic, “Hello! How lovely to bump into you.”



	Easy Things to Say to Brighten Someone’s Day
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	Don’t you look fabulous!



	[image: art]
	I was thinking about you only yesterday.
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	What a lovely surprise!
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	Seeing you has made my day.



	[image: art]
	I can’t think of anyone I’d rather bump into.



	 
	 





IS FORMAL TOO FORMAL?

The simple answer is no. When you’re introducing yourself to someone for the first time, always take the formal route, and call them by their title and surname, for example “Mrs. Jones,” until they suggest otherwise. In this day and age, a casual approach is most common and you probably won’t be expected to address someone so formally for long, but the older generations do appreciate it, and would rather invite you to call them by their first name than have you assume from the start that it’s acceptable. This is especially true in America and in Europe, where anyone who is your senior in age or authority should be referred to as Mr., Mrs., or any other appropriate title, such as Professor or Doctor.

MAKING THE FIRST MOVE


Now we have that cleared up, on to the introduction itself. There’s nothing wrong with being a little bold and introducing yourself first. With that winning smile again, introduce yourself using your name, and when they give theirs, use it straight away in conversation: “Mrs. Jones, it’s such a pleasure to meet you.” Saying someone’s name out loud as soon as you’ve heard it is a great trick to help you remember it in the future. Try to ingrain that name into your memory to avoid hiccups down the line.
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OOPS! I FORGOT THEIR NAME!

First rule: Don’t panic. Getting more flustered never helps. If you can, casually and discretely ask a third person nearby to remind you of the name you’ve forgotten, or take the bold route and come clean by saying, “I am terribly sorry, but I’ve managed to forget your name.” You’re not the first person in the world to have drawn a blank and it’s far better to ask for a memory jog than to dwell on it for too long—or worse, allow the conversation go on for minutes while you are searching your memory banks for the person’s name. The situation can become excruciating if you then need to introduce another friend to this person whose name you’ve quite forgotten. The best idea is to ask for the reminder at the outset to avoid further embarrassment.

Likewise, don’t let anyone stew if they seem to have forgotten your name or called you by the wrong one. Correct them the first time they get your name wrong rather than letting them repeat it. Make light of it by saying, “Actually, it’s Katherine. Don’t worry, I’m terrible with names too!” Admitting you often make mistakes with names will quickly put the other person at ease. Remember, it’s all about making the person you are speaking with feel relaxed in your presence.

HOW TO INTRODUCE OTHERS


While being friends with a social butterfly takes the pressure off you, introducing yourself to new people can be easier than standing alongside, waiting for your big moment. Wait until there’s a natural break in conversation before interjecting with, “Hello, we haven’t met before. I’m Katherine and I know [the host] from work/yoga/college.”

If you have brought guests along it’s your responsibility to introduce them to others. Create an icebreaker by mentioning something they have in common, such as “This is Sally, who also works in advertising.” After highlighting their shared interest, you can slip off and do a little mingling of your own.


TO KISS OR NOT TO KISS?

Faced with the dilemma of whether or not a kiss on the cheek when greeting someone is appropriate, it’s important to read your audience. In many countries a kiss can be a social greeting that is certainly not reserved just for your nearest and dearest. On page 19 is a quick guide to how many kisses are expected in different countries.

To avoid leaving unsightly lipstick marks on another person’s cheek, press your cheek, instead of your lips, against theirs and kiss the air beside their face. If you happen to bump foreheads midway, just laugh it off as an icebreaker and make a mental note for next time.

Reserved Brits and Germans are often more comfortable shaking hands; in this case, offer your hand before the person you’re greeting has a chance to lean in for a kiss, to save embarrassment. Make your handshake firm, but not bone crunching, and look the person in the eye and smile at the same time. Friends’ parents, prospective employers, and older people should be greeted with a handshake, as a general rule. Hugs should only be proffered to true pals; though if you’re greeting a group of both friends and acquaintances, save time and some awkward space-invading by sticking to handshakes or pecks all round.

One last note on kissing: keep it sweet. Your breath, that is. Store a stash of mints in your handbag, so you can freshen up before an introduction, because no one wants to get too intimate with a clove of garlic.
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	How Many Kisses?



	United States

	One or two kisses.




	United
Kingdom

	One or two for family and close friends.
Stick to the handshake for the safe option.




	Canada

	One or two.




	Australia and New Zealand

	One or none.




	France

	Three or sometimes four kisses, always beginning on the left cheek.




	Netherlands

	Three kisses. If you are greeting an elderly or close member of the family, add a few more to show your affection, always ending with the cheek you started with.




	Germany

	One or two for close family or friends, but handshakes are the norm. Sometimes friends will shake hands and kiss at the same time.
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