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Business Etiquette Workshop
“Etiquette is the science of living. It embraces everything. It is ethics. It is honor.” 
— Emily Post

                                   

	
	
Workshop Objectives

· Build professional presence through workplace etiquette and grooming standards 
· Strengthen communication impact using verbal and non-verbal techniques 
· Enhance professional relationships through social and meeting etiquette 
· Improve workplace credibility through personal branding and professionalism 
· Develop customer confidence through etiquette-driven communication practices 

What this module contains 
· Personal Branding Fundamentals 
· First Impression Management 
· Professional Grooming Standards 
· Workplace Hygiene Practices 
· Power Dressing Principles 
· Corporate Dressing Guidelines 
· Business Etiquette Fundamentals 
· Dining Etiquette Practices 
· Table Setting Awareness 
· Cutlery Usage Etiquette 
· Non-Verbal Communication Fundamentals 
· Body Language Awareness 
· Posture and Ergonomics 
· Eye Contact and Smile 
· Facial Expression Awareness 
· Vocal Communication Techniques 
· Tone Pitch and Modulation 
· Pace Pause and Intonation 
· Telephone Etiquette Practices 
· Meeting Etiquette Standards 
· Virtual Meeting Etiquette 
· Social Courtesy Practices 
· Professional Introductions 
· Handshake and Visiting Card Etiquette 
· Email Etiquette Fundamentals 
· Ownership and Accountability Mindset 
· Circle of Control Framework 
· Top of FormBottom of Form
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