
 
Business et iquette is the set of  wr i t ten and unwri t ten rules
of conduct that  make social  interact ions run more
smoothly.  I t  is  about bui ld ing relat ionships wi th other
people,  by act ing in an appropr iate,  respectful  and
considerate way in the workplace.  
 

I N T R O D U C T I O N

BUSINESS ET IQUETTE  
 
 

Please contact us at: 

+27 11 274 9256/9327/9200 

training@academicadvance.co.za 

http://www.academicadvance.co.za

R 1,330 inc l  VAT(Non-WHC) 

R    800 exc l  VAT(WHC Div is ions)

C O U R S E  F E E  

Ground  F loo r  T ra in ing  Room 
31  Pr incess  o f  Wa les  Te r race  
Park town ,  Johannesburg ,  2193  
 
Courses  a re  a l so  o f fe red  i n  Durban
on  a  regu la r  bas i s .  
 
On-s i te  t ra in ing  fo r  g roups  o f  20  o r
more  w i l l  be  cons ide red  ,  sub jec t  t o
v iab i l i t y .  

V E N U E

C O U R S E   D U R A T I O N

1  day  (S ta r t  and  end  t imes  may  va ry

s l i gh t l y ,  con f i rma t ion  w i l l  be

p rov ided  on  reg i s t ra t i on )

B O O K I N G

C O U R S E   O U T C O M E

A C C R E D I T A T I O N  A N D  R E G I S T R A T I O N

T A R G E T  A U D I E N C E

I nd i v idua ls  and  teams  who  wou ld  l i ke  to  l ea rn  more
abou t  p ro fess iona l  workp lace  behav iou r ,  c rea t i ng  a
pos i t i ve  work  env i ronmen t ,  d ress ing  approp r ia te l y ,
ema i l  and   t e lephone  e t i que t te ,  dea l i ng  w i th  d i ve rs i t y ,
c rea t i ng  a  pos i t i ve  o f f i ce  env i ronmen t  and  rep resen t ing
the  b rand  o f  t he  o rgan isa t i on  i n  a  p ro fess iona l  manner .  

The importance of  good of f ice et iquette in the
workplace 
Good and bad of f ice habi ts 
Standard et iquette pract ices which can be learned and
pract iced on a dai ly basis 
Maintaining relat ionships wi th strong communicat ion
ski l ls  
Verbal  and non-verbal  communicat ion awareness 
Embracing and respect ing cul tural  d i f ferences 
Maintaining an appropr iate balance between work and
personal  l i fe  
Appropr iate and professional  emai l  and telephone
et iquette in the workplace 
Dress code and professional  image 

 

 
Delegates wi l l  have a better understanding of :  
 


