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Business Etiquette - Basic principles, Role of communication in etiquettes

Business etiquette is the set of manners and social standards considered respectful in

the business world.

Principles underpinning all Etiquette 

1. Golden: Treat others as you would like to be treated.

2. Platinum: Treat others as they would like to be treated.

Basic Business Etiquette 

1. Introductions
If you forget someone’s name during an introduction, don’t panic. Look the person directly in the

eye and with a sincere smile, say “I’m sorry, but your name just slipped my mind. Could you remind

me?”

2. Watch Your Body Language
A handshake is still a typical greeting. Say hello with a firm but quick handshake. This handshake is

the extent of how much you should ever touch a co-worker – when it doubt, just don’t touch. Hugs

or other types of affection that you share with friends and family are out of place in the workplace.
Achieving the 
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Business Etiquette - Role of communication in etiquettes
1. Enhanced Job Satisfaction

Providing job satisfaction to its employees forms the key element for a successful organization. Open
communication between the managers, subordinates and other vendors creates a hassle-free
environment and each of the employees feels considered upon. This helps to build loyalty and trust
with in that organization.

2. Increased Productivity

Improper communication leads to lack of information and wastage of useful resources, whereas
better communication leads to better understanding of the matter, which in turn improves the
productivity and the turn around time.

3. Good Relationships with Co-workers

Open communication is highly important for each employee to understand different view points and
suggestions. Team work is very essential for any organization to be successful. Good relationship
among the team members uplifts the team spirit and that leads to a positive well-rounded growth
for the employees as well as the organization.
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Business Etiquette - Role of communication in etiquettes
4. Optimum Utilization of the Resources

Each organization should make sure that there are enough communication channels established
with in the organization which helps its employees to have a friendly and healthy environment.
Clarity in communication also helps the managers and the employees to plan and schedule
different resources so as to ensure optimum utilization. This in turn increases the productivity.
Thus better communication goes hand in hand with the success of an organization or any
workplace.

5. Reducing Confusion

Confusion is not only a major distraction at work, but can also reduce productivity.
Too many times, a boss or owner does not know exactly what is going on and will give the wrong
instructions causing the employee to do a job or project wrong. And then the boss or owner will
throw the employee under the bus, all because of bad communications.
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