THE POLISHED PROFESSIONAL

“Good manners are like a road map for society”

By Josephbine O'Donoghue

rom the new kid on the block to the

t't|n'ri:'r1u't| buisi

SSITRIN, VAL "“?-IH
be hard |'|l|\]ll'l.| o find a lruL:\. ])n]]'a]u-d

professional these days. There was once a

timme when r.tLinE_[ with knife and fork, oflic i.||i_\

exchanging business cards or making formal

introductions ina proper hicrarchical order were

second nature; but in an increasingly informal

business environment, how can companies be
sure that their I.'ITerItJ’\'l'l."- \.'\.La||l| ||,'L them down
with bad manners?

An issue that has |n'|‘h.![b t':-:'.l|'rt1i the I::|1

prie wities of =ome bosses rec L'nll:\., the: business
ctiquette of stafl can make or break a deal,
influence business relationships and determine
the outcome of company proposals, First
impressions are long-lasting and inappropriate
conduct, whether intentional or not, may
enoourage loval clients 1o seek services
elsewhere, Would vou trust a member of stall’
to lead a major .-.||1'.\J3ilr|| OF CTisks mn-lm;_'_ ]
1|1r_\ had been unable to handle themselves at a

It's time to

cocktail party or company functi
ot back to basics.
Always be sure 1 introduce persons of lesser

authority 1o rersons ol oreater authority; ensure

H.Mackay

the |'ig]|l hard is alwavs free for a handshake,

undertaking the greeting with contfidence and

avoiding the linmp handshake at all times; when

excusing }t:L:I'~n'|!'. never presume 1o « Wler an
L-.\'p].ul.llinn a -.imlalr“n_nw,- me” will sullice;
-Iu”ll ALl hil\] :\1 wl st ﬂl\\'ﬂ.\"- [} .‘]||\ I]Ll_‘\i“l"\\ L.'||"']:\‘
do not fling them out like ﬂ.‘\'L'I':\ in a sh pping
mall.
“In Japan, the
business card enjoys
a high status and
should be received
with profuse thanks,
held with two hands
and kept carefully in a
business card wallet.”

Acting in accordance with protoecol and polite
ctiguette is a trait that will distinguish the best
professionals in a sea of similar characters,

Fumctions anc T I.II'i;I'lHHl]\: Investing in manners,

one of the esseritial business assets, ensures vou

cityetiquette m 95

outclass competitors and regain an edge within
your lield. “The Polished Professional” course
run II_\ .\Iilldillil‘_" Manners covers ('\q'l'}[hin—: from
a handshake to after-dinner cocktails, and can be
.1|3|1hnﬂ to a variety of situations and locations,
Foumded !-} etiguette guru Tamike Zablith,

the school offers business etiquette training to
corporate groups and individuals, and promises
to turn out the most accomplished professional
businessmen and women, For those at the top ol
:hvirg.nn.,-_ this is serious stull,

Mowing outside the immediate cirdle of UK
business relations, international eliguette,
diplomacy and awareness is key to large-scale
business success. The extremely |u-r'\n|;,;| and
]nl].\tlll'l wic structure of the Eastern business
workd differs greatly from our hierarchical

and lincar |J.Lllc-r||u| monochronic business
environment. For example, in Asia and the
Middle East, there is |:|r'gn-.tlc-r1-|l]|1|1.|~i\,1nc|
interest in people than in numbers; thus business
meetings may often ¢ werlap with personal life,
involving relaxed occasions such as meeting the
family, plaving sport with o leagues or giving

|

idea to bring gilis for family members; direct

ornate gifts, In these situations, it is a o

questions to the senior members of the group
(age determines a hicrarchy in the East); and

in order w maintain credibility in such g

k{'{'p dramatic .

stures to a minimum during
conversation {often ¢ r\|11:',Lti:'x'l'il1;\\'nlrrn advice
on gi\:in; speee hes).

Culwral awareness is vital, The standard
hanclshake: you offer in the Middle East may

well Lll'\{']r)ll into an embrace or a kiss on cach
check, so be sure not to leap backwards with

surprise, as it is likely to cause offence, In Japan,

the business card enjoys a high status and should
be received with profuse thanks, held with two
hands and kt'l!l :'.Ln-lil”:\. in a business card wallet,
IFa proposal goes well in China and vou receive
.\p|1!.n|w, g el manners dictate that you applaud
back, Itis very important to try o foalloww Tocal
custom where possible (indeed, HSBC have
benefitted from an entire .1¢|\|-r'|i\in:_! campaign
on Jocal custom and multicultural ctiquette), as
this will act as a sign o respect and unil}'_ anil

make business transactions as smooth as they

would be at home, B

The Polished Professional course is
priced at £285
Minding Manners

Tel: 020 7584 9

www.mindingmanners.com



