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Business Etiquette



• Oral/Written Communication

• Professionalism/Work Ethic

• Teamwork/Collaboration

Career Readiness Competencies



Turn to someone next to you and share an 
example of a time when you (or someone 
else) has shown great business etiquette 

or not-so-great business etiquette. 

Think email, interviewing, workplace 
gossip, dining, etc..

Ice Breaker!



• Forms, manners, and ceremonies 
established as acceptable in a profession 
or group

• Some organizations have manuals to 
define acceptable behavior

• Includes work behavior, telephone or 
email etiquette, typical behavior for 
meetings, and dining

What is Etiquette?



• A confident and firm handshake promotes: 
• a positive first impression
• confidence and professionalism

• Smile and make eye 
contact to build trust

• Use the person’s name                                                
in your greeting

Tip #1: Firm Handshake



• Repeat a person’s name in conversation 
to show you remember their name and 
value them

• Respect everyone in an organization: 
make conversation with those around 
you; be polite to everyone you meet

• Keep personal space in mind: people’s 
personal “bubble” may be different than 
yours

Tip #2: Be Respectful



Don’t be distracted!

Tip #3: Know When to Put 
Your Phone Away



9 Steps to a Professional Email:
• Write a meaningful subject line
• Keep the message focused
• Include a salutation & closing
• Identify yourself clearly
• Be polite—never write irritated
• Do NOT use text message language
• Respond promptly
• Proofread
• Show respect & restraint

Email 101



• Do not interrupt, eavesdrop, gossip or criticize 
others

• Promote positivity, not negativity
• Adopt a can-do attitude and remain solutions 

focused
• Be the change you want to see rather than 

complain about what you wish would happen
• Give credit to everyone who made a contribution 

to a project or event
• Observe the workplace culture

• “On time” for a meeting = 5-10 minutes early
• “On time” for an interview = 15 minutes early

Workplace Etiquette



Make professional 
introductions such as 
this one below:
“Ms. Renegade, I would 

like you to meet Mia 
Peer, my co-worker on 
this account. Mia Peer, 
this is Ms. Renegade, 

our new client.”

Workplace Etiquette Cont.



• Pre-Dinner                                                       
Etiquette

• Table Settings
• Eating Styles
• Napkin Usage
• Ordering
• Table manners

Business Dining Etiquette



• Place napkin in your lap immediately after 
seated at a business dinner or after your host 
has taken theirs at a private function

• Do not shake it open
• Place napkin in your chair if you need to excuse 

yourself during the meal
• Finished eating - place napkin to the right of 

plate

Table Manners: Napkin



• Ask host for suggestions

• Avoid spaghetti, fried chicken, large salads

• Avoid high end or low end prices

• If others order an appetizer you may order one 
also

Table Manners: Ordering



• Begin eating only after everyone has been 
served

• Bread and rolls should be broken into small 
pieces

• Taste your food before you season it

Table Manners: Eating



• Write a thank you note or email within 48 hours.
• Be sure and express your interest and 

appreciation for the visit/event.

Follow Up
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Networking



What Is It?
Networking is about establishing 
and nurturing long-term, 
mutually beneficial relationships 
with the people you meet, no 
matter where you are.

Networking
Why Do It?

Experts agree that the most 
connected people are often the 
most successful. When you 
invest in your relationships —
professional and personal — it 
can pay you back in dividends 
throughout the course of your 
career. 

Networking will help you develop and improve your skill set, 
stay on top of the latest trends in your industry, keep a pulse 
on the job market, meet prospective mentors, partners, and 
clients, and gain access to the necessary resources that will 

foster your career development.

Reference: TopResume, retrieved from https://www.topresume.com/career-
advice/importance-of-networking-for-career-success 



1. Identify your networking “style”
• Everyone is different and that’s okay!

2. Use your business etiquette; follow the rules
• Don’t ask outright for a job or interview

3. Go online
• LinkedIn & Twitter

4. Network with people you already know
5. Volunteer

• Look into professional organizations or relevant non-
profits

6. Make it a part of your routine
7. Follow up

7 Tips for Successful Networking

Reference: TopResume, retrieved from https://www.topresume.com/career-advice/7-
networking-tips-for-job-seekers



• Being unprepared
• Mass resume distribution/business card 

collection
• Only talking to “well-known” companies
• Forgetting to ask for introductions
• Escaping into your cell phone
• Not following-up, or following up too often
• Forgetting to say “thanks”

Things to Avoid



Walk up to someone, introduce yourself and ask 
a question.

Let’s Practice





Have a Summer Internship?
Need Funding?
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How Did We Do?

bit.ly/fsu2018
FSU Career Center FSU Career Center

@FSUCareerCenter @FSUCareerCenter



• Career Fairs

• Interviews

• Internships

• The workplace

Professional Clothing Closet
Students can obtain FREE professional and 
business casual attire appropriate for:

View hours of operation at 
career.fsu.edu/ClothingCloset



Drop-In Career Advising
Monday – Friday, 9 a.m. – 4:30 p.m.
*Available Tuesdays until 8 p.m. (Fall & Spring semesters)

**Closed Fridays, 1:30 – 2:30 p.m. (Fall & Spring semesters)

View expert-guided videos at 
career.fsu.edu/CareerSpots
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The Career Center
Located in the Dunlap Success Center (DSC) across from Dorman 

and Deviney Halls, next to the Health and Wellness Center.

100 South Woodward Avenue, Tallahassee, FL 32306
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