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Read the following text: 

What is business etiquette? 

     Business etiquette is a set of manners that is accepted or required in 

a profession. Often upheld by custom, it is enforced by the members of an 

organization. Those who violate business etiquette are considered offensive. 

The penalty for such behavior frequently lies in the disapproval of other 

organization 

members.                                                                                                                

                Business etiquette is important because it creates a 

professional, mutually respectful atmosphere and improves communication, 

which helps an office serve as a productive place. People feel better about their 

jobs when they feel respected, and that translates into better customer 

relationships as well. 

      Examples of courteous behavior include: 

·        Using please and thank you as appropriate 

·        Addressing others using Mr., Mrs., Miss, or Ms. 

·        Speaking clearly and distinctly while using a pleasant tone of voice 

·        Maintaining eye contact 

·        Smiling and offering a firm handshake when meeting someone new 

·        Writing thank-you notes and letters of appreciation, congratulation, and 

condolence as appropriate 

       Actually, there etiquette rules for everything – how to treat clients, 

coworkers and supervisors; how to conduct yourself in your cubicle, office and 

even in the break room; how to behave during the meeting; how to follow 

dress-code according to the place and event. 

       As far as dress-code is concerned, usually staff should wear strict clothes. 

Men – costumes, trousers, not jeans or shorts, jackets, shirts, clean boots. 

Women – long skirts, blouses, shirts, trousers, jackets, long-sleeved dresses, 

stockings (however hot is the weather) and closed comfortable shoes, not too 
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high-heeled. Colours of clothes should be, neutral, a good combination of light 

and dark colours. Materials – natural and soft. Needless to say that clothes 

should be clean and fresh. Make-up and accessories should be moderate, not 

vulgar. 

        Moreover, there special rules of behavior and dress-code for business-

sponsored social events, training events, etc. 

        Besides there are several important recommendations about telephone calls 

at work, for electronic communication. 

        All in all, you should always improve your business etiquette so that to 

feel comfortable in society and to avoid unpleasant situations and their 

consequences at work and at various business events. 

 

     Unprofessional conduct 

     Of course, you should know what is prohibited to do at work and during 

official events. If you don’t follow proper business etiquette it can spoil your 

image, your career, it can result in losing a promotion or even your job. Never 

do the following: 

·        Coming to work under the influence of drugs or alcohol 

·        Doing unethical things , such as misusing company funds 

·        Engaging in sexual harassment 

·        Showing a lack of respect to boss, colleagues and clients 

·        Using foul language 

·        Complaining publicly about your organisation or supervisor 

·        Engaging in divisive gossip 

·        Violating confidentiality 

Контрольный 

тест 
Письменно переведите текст. 

 

How to improve business etiquette? 

       Improving your business etiquette can have a positive impact on your 

career. Remember to use common courtesy. Adopt the "you" attitude—consider 

others' needs and feelings first. This behaviour leads to good manners and 

common courtesy, thereby improving your business etiquette. 

You can improve your business etiquette skills by: 

·        Conducting some research. When at work, pay attention to the manners 

and habits of your colleagues, managers, and other key players. If you are not 

sure about proper etiquette at some working place, ask your supervisor for 

advice. 

·        Joining a professional organization. Professional organizations give you 

an opportunity to study the etiquette that's particular to your profession. Added 

benefits include practicing your business etiquette skills outside of your 

organization. 

·        Visiting your local bookstore or library. There have been numerous books 

written on improving business etiquette. Check out the self-improvement 

section of your local bookstore or library to find them. 

·        Going online. Whether it's someone selling books, tapes, seminars, or 

offering free advice, the Internet is filled with suggestions on how to improve 

your business etiquette. 
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