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Professional Protocol

 Professional Etiquette
 Dress Etiquette

« Office Etiquette

* Netiquette
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When speaking about Professional Protocol, recommendations will be
shared for: 1) Professional Etiquette, 2) Dress Etiquette, 3) Office
Etiquette and 4) Netiquette (internet/email).




Professional Etiquette

Is the set of written and unwritten
rules of conduct for interacting
with external contacts such as
customers, stakeholders, and
other professionals.
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Professional etiquette is also very important within the work setting.

Stanley Crouch stated, A the high point
hate me and | can hate you but we develop an etiquette that allows us
to deal with each other because if we acted solely upon our impulse
webd probably go to war. o

This quote is very important. We have co-workers, clientele and
volunteers that we may not like. It is important to remember that within
the work setting, they are treated witHh




Professional or business etiquette was once perceived as
soft skills, but busy, results-oriented people have
discovered that professional etiquette influences their
success because they have the following qualities:

»Stand out in a competitive market.
» Honor commitments to quality & excellence.

= Are more confident in different settings with a variety of
people from all walks of life.

*Their distracting behaviors are modified and hence, develop
conduct admired by others.

In reference to distracting behaviors, result-oriented people recognize
what behaviors need to be improved and therefore, gain respect from
others.




Nametags

Right or left shoulder?

Right shoulder if not worn on a
neck cord.

Nametags are an important way to let people know who you are. The

guestion is: which shoulder the name tag should be worn on the right

shoulder. When you are approaching someone, your eyes
automatically focus on that personos
wear your name tag on the right shoulder if not worn on a neck cord.




Introductions
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Use slightly firm handshake

Introductions are very important. You do not want the handshake to be
to limp nor to firm. Remember, people wear rings and if the handshake
is to firm, rings may cut the fingers.

Always introduce people who have not met, even if you forget names
and blank out on the proper procedure.

When introducing a person outside the company to an employee, begin
with the visitor first.

Introduce a lower ranking person to a high-ranking person. Use the
name of the higher-ranking person first.

Providing additional information in an introduction helps put others at
ease,




Conversation

Mastering the ability to engage in
meaningful, timely, well delivered dialogue
is hardly easy and well worth the effort.

J. Williams

Who, What, When, Where and Why

Comfort Zone /13
o\

Talk and visit with people
Keep notes on people

Conversation is a learned skill. There are resources available on the
internet and local libraries which offer tips on how to fine tune your
conversation skills.

The five W Rule: who is the person, what do they do or what is
significant about them, when did you meet them, where did you meet
them, and why are they memorable or important to you.

Comfort zone: Americans prefer 3 to 4 feet from the next person(s)
when speaking. If the distance is further than 4 feet, may loose parts of
the conversation. In other cultures, the comfort zone may be less than
twelve inches. If you feel uncomfortable when someone is to close,
gracefully step back.




-ﬂ*f X Appointments

\,2& * Arrive five minutes early

* If delayed, notify the other
person

» Schedule enough time
between appointments

Arrive five minutes early and let it be known that you have arrived.

If you are going to be late arriving, when scheduling the appointment,
ask for contact numbers for emergency purposes.

In Cooperative Extension, we are notorious for overbooking. Allow
enough preparation and travel time between appointments.
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In the business world, dining has become an
important part of conducting interviews,
promoting business and establishing client
and associate relationships.

The manner we select to conduct ourselves
at the dining table is constantly observed and
reflects on our breeding and character.

According to Peter Drucker, expert in Business Administration,

Management and Organization Devel opment
decisions occur over lunch and dinner than at any other time, yet no

MBA courses are given on the subject. o

Please look at the table setting at the top of the page. If you have more
than one fork or spoon, start with the utensils on the outer edges and
work inward toward the plate.




Dining Manners

+ Continental or European and American styles
are acceptable

» Tip at least 15 % for moderate and 20% for
expensive/exceptional service

* Do not place handbags, briefcases or other
items on dining table

Select one eating style, European, Continental or American, and use
that style throughout the meal.

Some believe it is appropriate to leave a penny if not pleased with the
serve or food. This is not acceptable. Leave nothing and share your
concerns with the manager.
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Dress Etiquette

Recommendations

How you dress and groom are part of the image
that positions you in the eyes of others.

In social settings, your appearance constitutes 55% of the first
impression you make on others.

75% of the hiring decision is
based on appearance.

We have always heard that it is important to make a good first
impression. Your image is very important.
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Importance of Appearance

* Your appearance can have a powerful influence on those who
are in upper management.

» Choosing wrong clothing choices could send the wrong
message and you could be perceived negatively.

* Assumptions could be made that if you don’t care about details
of your image, you will not pay attention to the little things when
dealing with clients and work responsibilities.

* Your clothing choices make a statement about you. What image
are you projecting?

| have always been taught dress according to the position you would
like to have within the organization.

You want to have a positive image.

Ask a close friend or coworker that you respect to critique your image
and share feedback with you. It is helpful to know what others are
seeing so you wil/ have a dreal
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Dress Code ?
Appearance Code?

Jill Bremer, a leading image consultant,
recommends that organizations develop an
appearance code which includes:

 Dress code including head coverings, jewelry

+ Guidelines for grooming (hair, makeup, nails, tattoos,
body piercing, fragrance, etc.)

NCCE has developed a recommended dress code for Extension

employees. Contact your district and county directors for this
information.
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Dress Code

If your employer/organization does not have a
dress code, ask yourself these questions
before you choose the day’s mode of dress:

What are my goals for the day?
With whom will | be interacting?
Where will | be meeting them?
What will my clients be wearing?
What will my superiors be wearing?
What will my coworkers be wearing?
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Clothing/Accessories routinely
banned by dress codes:

« Tank tops, halter tops, midriff-baring tops, spaghetti-
strap tops, see-through tops

* Muscle shirts or sleeveless tops for men

+ Clothing with foul language or obscene images
+ Torn clothing

+ Sweat pants or sweat suits, overalls
 Leggings/stirrup pants
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Dress code, continued:

+ Shorts and biking shorts

* G-string underwear showing outside of outerwear
* Mini-skirts

* Hats

» Athletic shoes, thong or athletic sandals

+ Team jackets, jean jackets

» Zip-front hooded sweatshirt jackets

Underwear is to be worn under clothing and not seen.
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Consider the culture in your work environment
and position when deciding to wear jeans, work
boots, sandals or bare legs which can be
controversial in some settings.

The elements of the dress code must fall in line
with federal anti-discrimination and disability
regulations.
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Possible Conflicts with Federal
Laws:

» Banning ponytails or earrings for men while allowing women to
have them.

« Banning facial hair or headwear. This violates some religious
beliefs.

* A ban on facial hair can also be seen as discriminatory towards
males who have problems with shaving due to extremely
sensitive skin. This is a condition that affects more African-
American men than white, so it could also be a racial
discrimination issue.

* Requiring women to wear skirts.

Men are allowed to wear slacks to work and therefore, women may also
wear slacks/pantsuits to work.
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Recommended Dressing Tips
for the Workplace

+ Suits are perfect in creating a classic look and work
well for any professional environment.

+ Choose clothing that can be mixed and matched to
be worn in and out of the workplace.

» Jewelry is acceptable in the workplace if it does not
interfere with your work or is not overdone. Ideal
jewelry items for the workplace are a watch
(preferably a thin one), simple necklace, one or two
bracelets and one pair of earrings.

Wear only one or two braceletsanto avoi g
be very disrupting.
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Cont'd

* Never wear an outfit to the workplace that you
would wear to a dance club.

* Dress to express who you are inside without
baring your assets on the outside: bare skin
and cleavage suggests intimacy and is more
appropriate in our personal lives.

* Knee-length skirts over minis (one inch above
the knee).

Outfits worn to nightclubs are generally to revealing or too casual for the
workplace.

The general rule of thumb for skirt lengths is not more than one inch
above the knee.

20




Cont'd

* Choose sleeves over sleeveless.

* One button undone rather than two or three.

» Sheer, see through clothing should be avoided.

* Avoid wearing too much makeup

* Avoid wearing too much fragrance: perfumes,
colognes, hair products, as well as food and body
odors bring an assortment of aromas in the office and
could possibly trigger allergenic or asthma episodes.
(Do not wear fragrance for “first impression”
situations). Remember less is more.
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Fingernails: hands and fingernails are
noticed by others and contribute to one’s
professional image.

» In general, men’s nails should be short,
clean, and filed smooth with no ragged
cuticles.

» Women'’s cuticles should be smooth and nails
should match in length; if you choose to wear
polish, it must be maintained or removed as
soon as it chips. Avoid trendy colors,
designs, appliqués for the workplace.
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