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Ovearview

The hallmark of an organization is the well mannered employees with the best of the business
efiguatte and soclal skills. The workshop would craft the beast of the efiquettes among the
amployaas suiting the work culture

Learning Objective

. To enhance the employess with the beast of the business efiquette
. To empower effective communication and social skills

. To develop personal skills

= To increase productivity through effective mannearism

. To have a work culture that is result driven

Day |

Infroduction/ objective

Infreducing self
Infroductions
Handshakes

Graatings

Business card afiquatte

Communication

The importance of first imprassions in the business world
Improving business communication skills

Importance of bullding business relationships

The importance of ATTITUDE

The Importance of word

Morverbal communication

Work place etiquette

How to mix and mingle like a pro aft business events
Corporate meeting protocol

Telephone efiquetta... vou represent your company
Emall etiquette

Call phone etiquette

Cubicle etiqusette

Meating etiquatte

© 2009 - 2010 Launchpad Global Consulting www. launchpad.in




LAUNCHPAD GLOBAL CONSULTING

7

v

Day |l

Grooming
- What is appropriate clothing for business
* What your grooming says aboutf you

- The Importance of salf-image

. Undarstand why appearance counts

. What s professional aftire

- How to create a winning image

L] Mean's classic businass affire and how fo creafe that look

- Women's classic business aftire and how to creafte that look

Dining Efiquette

Your responsibilifies as a host

. Your responsibllifies as a guest
- Whan and how to sit down af the fabla
. How to properly use your napkin

. When, how and what to order

* Holding your flatware propearly

. Manauvering your way at the table

. How to indicate you are pausing at your meal
. How to Indicate you have finlshed your meal
. Whare do you put your hands and briefcase
. How to eat difficult food

. When fo discuss businass at the meal

. When and how o make a foast

. Cellular phones af the table

= How to behave whan you are on a dist
. Rules for eating at a buffet
. How to behave aft a bangquet
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