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THE POWER TO UNDERSTAND

BUSINESS ETIQUETTE
Sucess in any industry relies on relationships and networking
with colleagues, clients and other stakeholders. This course
is aimed at anyone who is required to take professionalism
to the next level.
Suitable for people at all levels of the organisation who
need to interact and create relationships across multiple
organisational levels.

BENEFITS OF THIS COURSE:
Improve your personal brand and
company brand
How to build a good rapport and
maintain a professional network
How to adjust your character to
the surroundings

BENEFITS FOR YOUR BUSINESS:
Better employee relationships
Improved teamwork across
the organisation
Build and create a uniform
business culture

The course covers the following:
Defining business etiquette and its
value-add
Business etiquette in meetings, social
media, clothing, dining, travel, email and
voicemail etiquette
Explain the 4 basic behavioural styles
identifying the importance of good
impressions
Demonstrate effective self-introduction,
introductions of others and small talk
Techniques to minimise nervousness in
social situations
Using all communication types
effectively and professionally
How to build networking skills
How to build and maintain your personal
brand

COURSE TIMETABLE
Start time: 10:00am
Morning Break: 11:15am - 11:30am
Lunch: 13:00pm - 14:00pm

At the end of the course you will be given
a training manual to take home that will
include the practice exercises

Afternoon Break: 15:15pm
Finish: 16:30pm

DURATION OF COURSE

29 City Mill Lane, 2nd Floor,
Gibraltar

1 DAY

+350 200 47277

training@grasp.gi

BUSINESS ETIQUETTE MODULES

MODULE 1
What is business etiquette?
Proper business introductions
and making an outstanding
Business Etiquette
Non-verbal
Handshake
Business cards
Eye contact
Personal brand
Verbal
Tone of your voice
Choice of words

MODULE 3
Behavioral styles
Aggressive
Passive
Assertive
Upset style
Communication types
Parent to parent
communication
Parent to child
communication
Child to parent
communication
How to stay in parent to parent
relationship through respect

MODULE 2
Business etiquette within
the organisation
Meeting
Purpose of a meeting
Arriving early, arriving late
Meeting duration
Preparing for a meeting
Email
Email etiquette
Before you hit send
Telephone etiquette
First impressions
Preparing for the call
Basic telephone etiquette
Voicemail
Dress code
Dress for success
- business attire
Dress for dinner or event
What exactly is business
casual
Social media
Social media image
and your business image

MODULE 6
How to build networking skills
Focus on ‘know, like
and trust’ factors
Provide value
- meet their needs
Make it about them
not about you
Active listening
Follow up regularly
How to build and maintain your
personal brand
Be visibile
Become a source
of relevant information
Give back to your
profession and your
community
Maintain your social
media presence
Don’t ever stop building

