BUSINESS ETIQUETTE

Infroduction

T ¢ ? @
SES Y | £ 0 .
%é%sliles »ch‘semg iam “mvolv:.rmg 'g ESE ) §§ ifound
: . . . q 273 E "’convonhons;‘ [ onon-traditionalg H ﬁgicoﬁ Mscd 7 oo
Business etfiquette is the set of written and unwritten rules candidate § ,,mymuogy N mitiotic 222 0 mhork S 2.mnis
. . . Gt @ &= commonly Ol tenels € d b |
of conduct that make social inferactions run more Meraly é o caﬂmn((ggradually"aa ’;shw‘mi ﬂgcompanyoapuy
. o o o o d -2 - < wrl
smoothly. It is about building relationships with other ° g‘”  one O >5(1)g'9 c03207 E major gnog‘"'ﬂ' i
. . . - e o 0ssible
people, by acting in an appropriate, respectful and u S 00"6 c03 £2i s—'i3 8C°demp Coll
considerate way in the workplace. ’“jf;,’;jfc‘,';’"stl';:; E ‘ 986 22 3% CUlture% gwg beh
: o :
histories I
2 52 3 Sinteractionsg:. § Eesp
-{u o._ .Q characteristic ou\ers . E g‘ o P
£ Victara () =% ofen el mect : Biicunw
- e "
Course Outcomes g T H b
2 b - K] " ]
. ) N E ™ B K b -1 E
Delegates will have a better understanding of: ki g <\ d B &
H i 3
S £ . 3
. . . . g u al 2 g {
e The importance of good office etfiquette in the gt R \ ; £ overiep

etiquettes
surpose

economy

workplace

e Good and bad office habits .
Target Audience

e Standard efiquette practices which can be learned  |ndividuals and teams who would like to leamn more

and practiced on a daily basis about professional workplace behaviour, creating a
positive work environment, dressing appropriately, email
and telephone etiquette, dealing with diversity, creating
a positive office environment and representing the brand
of the organisation in a professional manner.

e  Maintaining relatfionships with strong communication
skills

e Verbal and non-verbal communication awareness
e Embracing and respecting cultural differences Course Duration

* Maintaining an appropriate balance between work 1 gqy
and personal life

e Appropriate and professional email and telephone Course Fee

etiquette in the workplace
R 1,250 VAT Incl.

e Dress code and professional image R 750 (WHC Divisions)

Booking Venue

Please contact Melody Maddocks or Janine Roper. Ist Floor Training Room, Wits Health Consortium (Pty) Ltd

+27 11 274 9256/ 274 9368 | 274 9200
8 Blackwood Avenue, Parktown, 2193
fraining@academicadvance.co.za

Special requests will be considered, subject to viability.
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