SKILLS FOR BUSINESS DEVELOPMENT
TRAINING SOLUTIONS 

081 437 8977

BUSINESS ETIQUETTE
COURSE OVERVIEW

What's wrong with chewing while you're on the phone to a client? Ok, so this is pretty obvious to most of us but there is, nonetheless, a minefield of subtle business etiquette that is not so obvious. There are also so many things that we know we should do, but how can you make them come naturally to you. To guide you through this minefield of manners and war-zone of work-wear, Skills for Business Development offers you the guidance and skills you need to manage your image and business etiquette to get the results you want. The course covers the key topics
DURATION

1-week self-study course but can be customized to meet your requirements
OBJECTIVES
· Explain the four basic behavioral styles and how to adapt to each.

· Describe appropriate office dress.

· Demonstrate an effective self introduction, introduction of others, and small talk.

· Develop an action plan to improve personal professionalism.

· Become more skilled at networking, from making introductions to shaking hands and using business cards appropriately.

· Be better prepared for both formal and informal meetings, even if you aren’t presenting.

· Dress appropriately for every business occasion.

· Feel comfortable when dining in business or formal situations.

· Feel more confident of your business communication in every situation.

· Give you that extra edge that establishes trust and credibility.

· Have clear understanding of business etiquette subtleties
· Practice courtesy, tolerance and respect in any given situation

· Project a predetermined image for maximum impact

· Interact with confidence at all levels,

· Enhance your career prospects by becoming the best example for others to follow

LEARNING CONTENT

· Knowing what's appropriate and what's not in the office

· Behaviour at meetings and in the boardroom

· Improve workplace professionalism Sending silent signals that project confidence

· When should you use people's name and how formal should you be?

· Correct greetings, introductions and handshakes

· Using & interpreting body language in the business world

· Avoid uncomfortable silences - the fine art of small talk Business gift giving & receiving,

· What's right and what's not

· Do's and don'ts in a multi-cultural workplace

· Interact confidently at multiple levels - from executives to cleaning staff

· Dealing professionally with aggression, rudeness and conflict situations

· Dressing appropriately while still maintaining your own style

· What should you wear when in doubt?

· It's not what you say - communicating correctly

· Mastering telephone etiquette - (answering, making, returning & screening calls)

· Establishing business rapport

· Projecting professionalism through your appearance

· Business entertaining - what's appropriate and when

· Email and written etiquette

· How to recognize key decision makers in the group

· Ending conversations gracefully

PRICE/COST OPTIONS

R690.00 per delegate - Includes comprehensive training material, supplementary readers, certificate of completion
ENROLMENT FOR THIS PROGRAMME

To enrol for this course, kindly e-mail Julie at info@sbdstudies.org  
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