THE ETIQUETTE ADVANTAGE IN BUSINESS
Personal skills for professional success

PEGGY POST & PETER POST
INTRODUCTION

In 1922, Emily Post wrote that” to make a pleasant and friendly impression is not only good manners but equally good business.”
· (XIII) Among other things, The Etiquette advantage in Business will show you how to:
· (XIII) Negotiate the tricky ground of a job search; dress appropriately for any situation, no matter what your professional field; interact more confidently and effectively with co workers and business associates; steer away from situations that might be ethically awkward; handle business conflicts with ease and grace; get along better with your boss; gain the respect of your boss; gain the respect of your boss, subordinates, co workers, and customers.
· (XIV) Run a disciplined, productive business meeting; communicate effectively in both speech and writing; conduct yourself with aplomb when dining out or hosting or attending a business party; respect and enjoy cultural differences when travelling overseas; increase your chance of success if you’re striking out on your own.

CHAPTER 1

Why Etiquette Matters

· (3)Etiquette is one of the most misunderstood words in the English language. Most people, when asked etiquette means to them reply, “Manners,””Politeness,””thank-you notes,””Rules.” Emily Post. Whenever two people come together and their behaviour affects one another, you have etiquette. Etiquette is not some rigid code of manners; it’s simply how person’s lives one another.

· (3) “I want you to do a better job building relationships”. Actions; appearance; words. Etiquette=manners + principles.
· (6) Manners; manners aren’t rules- they are guidelines. Manners tell us two types of things. What to do in all kinds of situations: what fork to use, whether to hold a door for someone else, how to introduce yourself to another person. What we can expect other people to do: If you extend your hand to shake hands, you fully expect the other person to reciprocate. When he does, everything is fine. If he doesn’t extend his hand, however; you immediately start to wonder if you have body odor or bad breath, or if you did something to insult him

The Three principles that govern all etiquette
· (6) Principles are the guiding concepts on which all manners are based. Among other things tell us.
1. Why a certain manner is called.

2. What to do there is no prescribed manner or a manner doesn’t work. 

3. How to resolve relationship situations.

· (7) In order to understand these principles and how they are used in etiquette, it is necessary to define each of theme: consideration; respect; honesty.

CHAPTER 2

The Ethical You

· (9) An ethical company is a more positive and more effective company; good ethics is good for business; business in inherently competitive; in a business setting; unethical behaviours can affect the lives-and livelihoods-of many other people; your own behaviour on the job influences the way others act in the workplace; ethical behaviour is simply the right thing to do.

Six ethical values to live by
· The better Business Bureau lists the following six core values in its code ethics.

1. Equality.

2. Truth. 

3. Honesty. 

4. Integrity.

5. Cooperation’s.

6. Self regulation. 
True ethics mean holding yourself to the highest level of behaviour because you want to-not because you’re afraid of getting caught and punished for flouting a specific rule. Commit these six values to memory. They’ll help guide you through even the thorniest ethical dilemmas.

Common ethical pitfalls

1. Abusive or intimidating behaviour toward other employees

2. Misreporting of hours worked. 

3. Lying to other employees, customers, vendors, or the public. 

4. Withholding needed information from other employees. 

5. Discriminating on the basis of race, colour, gender, age, or similar categories. 

6. Stealing, theft, or related fraud. 

7. Sexual harassment. 

8. Falsifying financial records or reports. 

9. Giving or accepting bribes, kickbacks, or inappropriate gifts.
The ethical manager

1. (20) As a company manager.

1. You have three additional sets of ethical responsibilities, beyond your obligations as an employee. 
2. You have a responsibility not to abuse your position when interacting with your subordinates.

3. You have a responsibility to serve as an ethical role model for others in the company.

4. You have a responsibility to actively promote an ethical environment within your firm, including putting systems into place to help accomplish this goal and encouraging employees to come to you with their concerns.
The ethical vendor
2. (22) Works diligently to finish every assignment professionally within the agreed upon time frame, while charging a fair price for it; gives honest reasons for any problems and / or delays, and offers legitimate, honourable solutions; provides an accurate estimate of the costs for any services or goods ahead of time, when appropriate, and makes good on that estimate; never promises anything that can’t be delivered.
3. (22) Will never offer cash or other unethical inducements in an attempt to secure business; will never collude with a customer to get around regulation, manipulate fees or prices, or secure business in an unethical fashion; avoids even the appearance of any unethical behaviour in its business relationships.

The Ethical customer
· (23) Pays vendors within the agreed-upon time period; lives up to all contractual obligations; doesn’t pressure the vendor to provide goods or services beyond the scope of their agreement; never allows choice of vendor to be influenced by favours, gifts, or kickbacks; avoids even the appearance of any conflict of interest or discrimination when selecting vendors; will work in good faith with creditors to resolve outstanding debts if financial difficulties make it impossible to meet contractual obligations.

The ethical Job-seeker
· (24) Never lies or exaggerates in a résumé or cover letter; focuses only on legitimate accomplishments during interviews.

Avoids bad-mouthing his or her former employer when leaving a job.

CHAPTER 3

Dress and Grooming

· (25) People simply no longer know what is “appropriate” anymore. Some things about clothing never change. 
· 1. People judge you by your clothes.
·  2. Dressing as your peers do but with a bit more style gives you an advantage no matter you works.

Eight key points
1. Keep it understated.

2. Dress for the job you want, not the job you have.

3. Represent you company.

4. Keep it neat.

5. Keep it clean.

6. Don’t reveal too much.

7. Dress for the time of day.

8. Don’t be a fashion victim.
Staying well-groomed

· (31) Hair; fingernails; five o’clock shadow; nose and ear hair; body odor; breath; well-heeled; ironed clothes; clean clothes.
	PROFESSIONAL AND CASUAL BUSINESS CLOTHES FOR MEN AND WOMEN

	MEN-PROFESSIONAL

	ACCEPTABLE
	NOT ACCEPTABLE

	Suits-three piece, two piece, two button or three button, wool or cotton

Blazers or sport jackets with ties

Slacks

Dress shirts or oxford button-downs with ties

Vests

Overcoats or raincoats
	Loud colours or bold patterns

Spread collars without

Athletic shoes

White socks

Fur coats

Showy belt buckles

	MEN-CASUAL



	ACCEPTABLE
	NOT ACCEPTABLE

	Blazers or sport jackets
Oxford-style shirts button down collars

Turtleneck shirts
Short-sleeved knit shirts

Khaki slacks

V-neck or crew-neck sweaters

Informal ties
	T-shirts with slogans, sayings, or cartoon characters
Torn or won-out jeans

Anything shiny or too tight

Sandals

Tank tops

Shorts


	WOMEN-PROFESSIONAL

	ACCEPTABLE
	NOT ACCEPTABLE

	Three-piece suits: jackets, trousers, and interchangeable skirts
White or cream-colored blouses

Matching-colored blouses

Sweater sets

Status silk scarves-standard size, 34 inches
Quality microfiber all-weather coats wool or twill

Good-quality handbags
Inch black leather pumps

Good quality loafer-style shoes or flats

Tights and / or stockings

Umbrellas
	Jewerly that dangles, jangles, sparkles, or is gaudy
Athletic shoes

Fur coats

Metallic, glittery, or sheer fabrics.

	WOMEN-CASUAL

	ACCEPTABLE
	NOT ACCEPTABLE

	Casual blazers over nice-quality plain knit blouses 
Tailored pants or Bermuda-length shorts

Jumper-style dresses

Khaki pants

Washable linen pants

Twin sweater sets

Tunic sweater sets

Tunic-style sweaters

Loafers or flats

Open-toed pumps
	T-shirts with slogans, sayings, or cartoon characters 
Tattered jeans

Spandex miniskirts

Strapless, stretchy bandeau tops

Exercise clothing, sweatpants, or sweat suits

Tank tops

Bare midriffs


Business clothes for women

· (35) Basic wardrobe for almost any working woman to start with: a three-piece suit or two suits; a white, cream-colored, or solid conservative-colored, non sleeveless blouse; a sweater set suitable for the workplace; a fine silk scarf, conservative and in good enough condition for the workplace; a microfiber all-weather coat.

· (36) A good quality handbag; a pair of good quality flat shoes, loafer-style or similar; stockings and knee-highs; an umbrella.

THE “DON’T LEAVE HOME WITHOUT IT”

EMERGENCY KIT
The smart businessperson keeps a stash of emergency items in the office. It’s wise to have a change of professional clothes on hand for use as needed: a jacket, as well as an extra ironed shirt and tie or blouse, and skirt or pair of slacks. Here’s checklist of other emergency items:

Wash-and try towelettes

Marker for touching up shoe scuffs

Lint roller

Tape to hold up hems

Safety pins

Small sewing kit

Brushes for chair, clothes, shoes

Spot remover

Eyeglasses
dental floss, toothbrush

Extra pair of hose

Static guard

Nail polish

Lipstick and compact.
PART TWO

AT THE WORKPLACE

CHAPTER 2

You and Your Co-workers

Face-to-face

· (47) instead of crowding the people you talk to, step back; if someone is very soft-spoken, you may have to lean in to catch their words, but back away when it’s your turn to speak; make solid eye contact; be conscious of height differences; be considerate of person’s with disabilities; if you’re dealing with international co workers, be sure that you know and observe their conversational customs and taboos.

Handling professional differences of opinion

· (52) Don’t make it personal; stick to the subject; be open to compromise; don’t gloat

When conflict gets personal

· (54) Get control of yourself; discuss the situation one-on one in private.

Small-talk tips

· (56) When initiating small talk, be attuned to the other person’s receptiveness; even when the person’s is willing to chat overstay your welcome; ask for the other person’s opinions and show genuine interest in his or her ideas. Don’t try to dominate the conversation; if other people come along, make an effort to include them in the conversation. You may need to switch topics to something that everyone can discuss

· (56) Avoid subjects that are too personal; its fine to disagree with someone, but phrase your comments politely; keep abreast of the world outside. Read the daily newspaper and a weekly news magazine; after making an effort to be informed, think up some questions to ask others when you join a conversation. 

· (57) To end small talk, excuse yourself after you, not the other person, has made a concluding statement, if a co worker who just wants to chat interrupts you while you’re working suggest another time.

Those embarrassing moments
Bad Odors

· (58) A co worker’s body odor; smelly feet, or bad breath is an extremely sensitive issue.

Too much scent

· (59) Perfumes, aftershaves, colognes, and other cosmetics are meant to be pleasant but can quickly become oppressive in a crowded office.

Chewing gum

There’s nothing inherently wrong with chewing gum; the problem with doing it at work is that you run a constant risk of annoying people who think your gum-chewing is socially graceless or simply a disgusting habit.
· (62)Courtesies for the disabled; sensitivity in language; to offer help

CHAPTER 5 

You and Your Workspace

“QUIET, PLEASE!”
If you have an exceptionally loud voice, get in the habit of speaking more softly Many people tend to unconsciously talk louder they’re on the phone

Never shout a request or response to someone in a nearby cubicle

If you must listen to music at your desk, keep it low or use headphones if your company allows them 

When you ask the people in the next cubicle to quit down, do it as politely as possible
THE BLACK HOLE
A messy work space is still the enemy of the efficient worker

Keep a pad by the phone for jotting

Clear the decks daily

Use folders

Ask yourself whether you really need it
More workspace manners

· (72) When to stand; eating at your desk; using speakerphone; office appointments; your meeting; seeing visitors out; saying “good morning”; hallway schmoozing

Fax etiquette

1. Use a cover sheet.

2. Don’t count on privacy.

3. Number the pages in your document.

4. Be considerate of the recipient.

5. Deliver it.

6. Personal faxes

In the restrooms

· (78) Your toilette; the toilet

Doors, doors, doors

· (79) Another bit of door etiquette; stand away from entryways and elevator doors when ever you’re biding time in the lobby. If you’re waiting for someone, stand against a wall so as not impede traffic.

Elevator etiquette

· Getting on

Riding escalators

· (80) Escalator manners are more obvious: Keep to one side so that other people are able to continue walking up or down.

CHAPTER 6

You and Your Supervisors

Three steps to compatibility 

· (81) Understand that your boss is a human being; accept the reality that your supervisor is in charge; do your job, and do it on time.

Getting along with your boss
· (82) Speak up and offer ideas; be prepared; don’t waste your boss time; look for problems you can solve; ask for help when you need it; be a team player; show acceptance.

Four keys to supporting your boss
· (83) Be observant; offer a compliment; support your boss’s decisions in public; cover, but don’t lie

Dealing with criticism

· (87) Learn not to react until you have fully digested the criticism; it’s not easy to learn to value criticism, but doing so is a triumph of intellect over raw emotion.

Dealing with difficult bosses

· (88)Tough bosses are different from difficult bosses. There are tough, demanding bosses who drive you to perform above and beyond anything you thought yourself capable of. A difficult boss, on the other hand, is one whose demands hurt your performance more than they help.
· (88) Discussing the problem; it can help to talk with a difficult boss in a no confrontational meeting; going over your boss’s head: if you have to go over or around a difficult boss, keep the boss informed of your actions if possible; abusive bosses: abusive bosses are neither tough nor merely difficult; they are mean and unpredictable.

Your Career path

· (89) Asking for a raise or promotion; more money means more responsibility; never, ever, bring up personal issues; know what the market is for your skills. Refusing offers.

Leaving your job

· (90) If you’re leaving your job by choice, don’t signal your intention to early or to the wrong people; you’ve been let go: if you’ve been fired or asked to resign, not only should you not leave mad, but you also shouldn’t leave the impression that you’re mad.

CHAPTER 7

Women and Men Together and Other Personal Matters

· (91) The concept of “the weaker sex” has been rightly consigned to the dustbin in a business world where women have proved themselves every bit as capable as men.

Romance in the workplace

· (91) It is naïve to think that romance, whether your own or someone else’s be a factor in the workplace, not to mention the field.

How to say no
· (92) The flirtee: responding to interest is perfectly acceptable as long as it doesn’t interfere with work or break company rules. Romances between manager and employee; no matter how professional a front you maintain during the workday, a relationship between two people of unequal standing in the office will raise suspicions of unfair treatment or questionable motives, especially if one person supervises or reviews the other’s performance. Inherent here are issues of power, preferential treatment, and manipulation, which don’t necessarily play a part in a romance between equals.
What is sexual harassment?
1. Quid pro quo. This translates as “this for that” harassment, in which a supervisor offers a job, promotion, or raise in return for a date or sexual favours, or a supervisor threats tens negative consequences if his or her advances are not accepted. 
2. Hostile environment claims: more of a catch-all, this section of the law refers to cases that include but are not limited to unwanted flirting, touching unwanted e-mail, offensive pinups, inappropriate comments, lewd gestures, foul language, sexual innuendos, repeated requests for sexual favours, demanding sexual inquires, and inappropriate comments on a person’s dress or appearance.

Responding to harassment
· (94) Both victim and harasser may be either a woman or man; the victim may be opposite or the same sex as the harassed; the victim of harassment doesn’t necessarily have to be the person being directly harassed, but could be anyone affected by the harasser’s offensive behaviour.

Your personal life

· (95) When it comes to talking about personal matters, employees can be their own worst enemies. Proceed at your own risk.

· (96) Your love life; your marriage and children; your divorce; divorce in the same company; your sexual orientation.
GENDER-FREE CHIVALRY
Holding a door: Whoever arrives at the door first holds it for others
Getting off an elevator: The person closest to the door exits first

Helping put on a coat: Anyone having difficulty putting on a coat or sweater should be helped, regardless of gender.

Paying for a meal. Today, whoever does the inviting does the paying

Standing: Male or female, standing to greet someone is always polite- and is especially important when the person is of higher rank, a client, or elderly.

Walking on the outside. The custom of a man taking the outer position on a sidewalk dates from the days when carriages splashed mud and ladies needed shielding.

Shaking hands. In today’s world a man doesn’t need to wait for a women to offer her hand before he extends his.

Helping to carry something. A workmate who is overloaded with books or packages will appreciate an offer of help from anyone nearby.

CHAPTER 8
The Smart manager 

· (99) One key measure of a manager’s success is how adeptly she earns and keeps respect in the workplace-from clients as well as from everyone top to bottom in her department and company. Why is respect so important? Because being respectful means understanding how your actions will affect other managers, employees, suppliers, clients, and prospects. Actions that tear others down will hurt productivity, profits, and retention; actions that build will do just the opposite.

· (99) Much of the secret of successful management is simply keeping your eye on the company’s targets while applying common courtesy, respecting other people, communicating clearly, and keeping calm under pressure

Recognize and compliment
· (103) If a job truly well done, give it all the praise it deserves; the power of compliments: the power of a compliment is greater than you might realize; what’s your style? Sometimes, the medium amplifies the message. Many managers like to deliver their highest praise face-to-face. Others prefer to put it in writing. It’s a matter of personal style and usually employees know which style their manager uses when he or she is most pleased.
Be available 

· (104) Remember that your first as a manager is to get results, and they way to get results is through managing people, not paper: you’ll learn much about employee attitudes and morale simply by being alert.

Buddy or Boss
· (106) Professional only; awkward versus rewarding; fun, but with limits.

CHAPTER 9

Hosting, Attending and Speaking at the Perfect Meeting
· (113) Four essential actions will ensure that your meeting runs smoothly:

1. Start on time.

2. Keep things on track.

3. Encourage full participation

4. End on time.

· (115) 
1. Present a basic plan, including deadlines for assigned tasks and a future meeting date or dates.

2. Address any final questions. 

3. Thank special guests and participants.

PART THREE

RISING TO THE OCCASION

CHAPTER 11

Pleasing the Customer

Before making a business call

· (133) Before you make the call, jot down a list the topics and questions you need to discuss; identify how long you think it might take to cover each discussion item; realistically asses what actions you or the person you are calling on will take as a result of the discussion; identify several potential meeting on your calendar; call or write your colleague beforehand, and spell out the topics you want to discuss and the length of time you would to meet.
        Six steps for keeping contractors happy
· (140) 
1. Treat the contractor courteously at all times. 

2. Be reasonable with deadlines. 
3. Don’t ask for the impossible; don’t ask for a rush job when you don’t need it.

4. Let the contractor know when the job isn’t time sensitive.

5. Pay promptly.

6. If you ask for a favour; be ready to return the favour in the future.

YOUR TRUSTY BUSINESS CARD 

· (141) Invites a new business acquaintance to get in touch with you; defines your position and responsibilities; provides a number of ways to reach you: mailing address, telephone, fax, e-mail address, and sometimes your assistant’s telephone number and alternate phone numbers for you.

CHAPTER 12

Business Gifts
The art of presentation

· (149) Modesty may be an attractive quality in other situations, but never belittle a gift you are giving; be as positive as possible, emphasizing that you thought especially of the recipient when choosing it; whether a gift is sent or given in person, attach a card.

CHAPTER 13

Business Events

The art of mingling
· (157) Don’t be embarrassed to introduce yourself to someone. Tips for mingling: put aside any shoptalk of the critical or confidential kind; avoid any political or religious issues that you feel passionate about; be an attentive listener; keep your voice volume to a reasonable level; keep a close rein or drinking.

HOW TO BE AN EXPERT AT SMALL TALK

· (158) Become familiar with various topics; ask people their opinions; stay away from controversial topics; know about your host; listen; practice.

Making toasts

· (160) The protocol points of toasting; the host is the first to toast, attracting the crowd’s attention by standing and raising his or her glass; at formal occasions, the toaster stands, as do the people toasting, the person being toasted remains seated; the guest respond by taking a sip of their drinks, but never draining the glass.
· (161) The person being toasted does not drink to himself; after the toast, the person who is being toasted rises, bows his acknowledgment, and says thank you; at private or small informal dinners, it is acceptable for everyone.

PART FOUR

COMMUNICATION
THE GOOD LISTENER 

· (214) Concentrate; reconfirm; wait; question; respond; keep still.

THE ALL IMPORTANT HANDSHAKE
· (217) When to do it; the gender question; the proper grip; the two-hand    shake; gloved handshakes.

The four essentials

· (218) Whether introducing yourself or being introduced by others, smile and stay. Always do the following: Stand up; smile and make eye contact; state your greeting; shake hands.

Phone-call faux pas

· (225) Don’t do other things at your desk while talking on the phone; eating while on the phone is not only distracting but also subjects the other person to unnerving smacks and crunches; don’t leave a radio playing or office equipment running in the background; never chew gum while talking on the phone.
· (225) Don’t sneeze, blow your nose, or cough directly into the receiver; if you have to put the receiver down during the conversation, set in gently on the desk to avoid startling, your phone mate with a sudden bang; don’t address a business by his or her first name in sentence after sentence. It sounds insincere and patronizing; you wouldn’t abruptly end a face-to-face encounter just because another colleague walked into your office.
PART FIVE 

ON THE ROAD HERE AND ABROAD

CHAPTER 20

The Thoughtful Traveller
· (269) Pick out the clothes in your wardrobe that are best suited to business travel. They should be lightweight, wrinkle-resistant, and stylish but not flashy.
· (269) Choose washable shirts or blouses; wear comfortable shoes, but take along a better pair of business meetings and evenings; pack enough underwear and socks or panty hose for each day; make sure you have everything you need in your cosmetic or shaving kit; it exercise is part of your daily routine, pack your swimsuit or workout gear; pack a collapsible.

CHAPTER 21

Conventions, Trade Shows, and Other Off-Site Events

Making a presentation

· (281) Practise; proofread; arrive early; set up early; take five; thank the host; speed kills; listen; thank the audience.

Trade shows
· (283) With prospective customers: dress as if you were meting an important client back at the office; always stand when talking; shake hands; express interest in the person; give him or her you undivided attention
· (284) With other exhibitors: if you attend trade regularly, more than likel you’ll be acquainted with many of the booth-tenders from other companies. Following up: a handwritten note to each prospective customer you talked with will have more impact than a typewritten one, which could look suspiciously like a form letter.

Sex, politics, and religion

· (287) A hot topic; politics is a hot topic in much of the world-usually too hot to touch. Concerning religion; wherever you’re headed, make yourself aware of the country’s dominant religions.

Business cards

· (289) After your name, your title, should be shown. Don’t omit your title, even if it’s a junior one. If English isn’t commonly spoken in your destination, print one side of your card in English and the other in the native language.

· (289) Enchanting cards; in many countries, the exchange of cards follows a certain protocol.

· (290) The importance of names and titles; doing research ahead of time helps, but you still need to pay especially close attention to names during introductions. Deferring to age; show respect for businesspeople who are older than you are-even those in a lower position. Respecting work ethics; don’t be surprised when you don’t meet a lot of workaholics abroad.

A question of timing 

· (291) Workweeks and business hours vary around the globe.
              Speaking English abroad
· (291) Speak clearly and not too fast, enunciating carefully; don’t use slang, regionalisms, colloquialisms, or euphemisms.

1. Known what your body language is saying to others and.

2. Learn how to read other people’s body language.

Personal space and other basics

· (293) Spacing yourself, handshakes; bowing and similar greetings; touching.
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If you have to give a toast to an overseas host, or you want to make a toast to someone visit-

ing the United States who speaks a different language, make a point to learn his or her

country’s traditional toast—which is usually the equivalent of “To your health!” or “Cheers!”

Following is a sampling of international toasts, with their pronunciations shown in informal

phonetics; capital letters indicate the syllable(s) to stress.

LANGUAGE

Cantonese
Czech
Dutch
Finnish
French
German
Greek
Hebrew
Hungarian
Ttalian
Japanese
Korean
Malaysian
Polish

Portuguese

Russian
Scandinavian*
Spanish

Thai

Turkish

TOAST

Yung sing
Nazdravi
Proost
Kippis

A votre santé
Prosit

Stin egia sas
LChayim
Egészségedre
Salute
Kampai

Gan bei
Slimat minim
Na zdrowie

Brindare

Na zdorovie
Skal

Salud
Choc-tee

Serefe

*Danish, Swedish, Norwegian

AR B R A 57

PRONUNCIATION

YOUNG-SING
nahz-DRAHV-ee
PROWST

KIP-pis
ah-votruh-san-TAY
PROHST, with guttural R
steen-ee-YAH-sahs
luh-CHI-um, with guttural CH
eh-geh-sheh-GEHD-ruh
sah-LOO-tay
KAHM-PYE

kahn-BAY

seh-lah-maht MEE-noom
nahz-DROH-vee-ah

brin-DAI-ray, first R slightly
trilled

nahz-doh-ROH-vee-ah
SKOAL

sah-L.LOOD
chock-DEE
sheh-REH-feh





PART SIX

THE JOB APPLICANT
CHAPTER 24 

The Job Search

The savvy net worker
· (313) How you behave when networking is as important as the effort itself. The smart net worker respects the opinions ( and time) of others, helps other people as much as she is helped, and establishes rapport long before asking a favour or even offering a business card.

Staying in touch

· (314) The first rule of networking is to do all the time, not just job-hunting. Keeping in touch, as well as helping out people on your networking list whenever possible, ensures that when you actually do need help finding a job, you can easily call in your chits.
· (314) Meet for a bite to eat; invite to a party; invite to a baseball game or a play when you have an extra ticket; mail an article that would be helpful or interesting; send holiday, birthday, congratulatory, and get-well cards when appropriate; share information about job openings
TELEPHONE TIPS FOR JOB-SEEKERS

· (317) Best times of day to call; voice mail as a tool; the right attitude; the call-screener.

CHAPTER 25

Résumés and Application Letters

· (323) The person who receives your résume is under no obligation to actually read it or respond- and is all less likely to if it’s not well presented or contains a misspelled.

· (324) Make certain your résume and cover letter are completely accurate and a true reflection of your experiences; illustrate your skills and abilities by relating your specific accomplishments instead of merely listing the jobs you held; if you’re mailing your résume and cover letter; use a readable typeface.

TO TELL THE TRUTH
· (324) Don’t even think of lying or exaggerating anything in a résumé or cover letter. Assume that the truth will come out and have severe, even lifelong, consequences.
· (324) Women who left the workforce to raise a family, even for several years, have nothing to be ashamed of. When bringing up such gaps in employment in your application letter, put them in the most positive light by noting any continuing education, volunteer work, or life experiences that would be viewed as beneficial by a potential employer.

WHAT TO LEAVE OUT

· (333) The word “résume”; reference; a photo; age; your GPA; salary needs.

CHAPTER 26

The Job Interview

INTERVIEW TOP FIVE

1. Don’t be late.

2. Be prepared.

3. Dress one notch up.

4. Smile, speak clearly.

5. Thank them twice.
READY? SET? BEFORE YOU GO…
Here’s checklist of things to remember before you set out for your interview

Your shoes are clean

Your clothes are pressed and stain-free

Your nails are clean

Your hair is neat

You’ve removed all extra jewerly

You have clean copies of your résume

You have the address and phone number of the meeting place

You know how to get there and how long it will take

You know the names of everyone you are meeting and how to pronounce them.

You have your notebook and pen

There is nothing extraneous or bulky in your bag

You are prepared for rain, sleet, or snow, and your cost is in good condition.

For women, you have a powder compact, lipstick, and extra pair of panty hose.
RESPONDING TO AN OFFER
· (346) All your preparation has paid off; you’ve landed a job offer. No matter how thrilled you may be about it, however; don’t succumb to pressure to give answer right away.

RESPONDING TO A REJECTION

· (346) So it didn’t out this time? Sending a brief note acknowledging that you’ve been rejected is better than just slinking off and acting as if you’d never had personal contact with a company. Thanking the company for considering you will show that you are a person of substance and good manners. And who knows? There’s always the chance that you missed being hired by a hair and could be considered for a job in the future.
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