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SELF ASSESSMENT QUESTIONS AND ANSWERS

1. Business etiquette is important because:

a. The customer is always right

b. There are many different ways to respond in a situation and we are required to know what best practise is             
c. Clients are very sensitive

d.  All of the above

2. In your own words describe what is meant by the term “telephone etiquette” and provide TWO examples of what is NOT considered as telephone etiquette.

	


3. After you have received a business card from someone, is it ok to write notes on it while talking with the giver? 

a. Yes

b. No 

4. At a formal dinner how do I know which is my bread plate?

	


5. Read the following case study and answer the questions below. 

Mr. Alex Fox is the CEO of Company X. During a heated argument with his board of trustees, he suffers a mild stroke in the boardroom. Due to his PA being on a day’s leave, it is up to you to contact Mr. Fox’s wife to break the news. How will you break the news to her?
	


6. What do you do when you suffer from sweaty palms and you need to shake your boss’s hand?

a. Inconspicuously wipe your hand and extend it

b. Go to the doctor

c. Wipe your hands on your shirt and say, “Sorry, was holding a cold one”

d. Extend your hand with your thumb up to the ceiling and at a slight angle 

e. Look him in the eye and say your name loud and clear, hoping he/she doesn’t notice
7. Rosie has been given a budget of R500 per month to cover the cost of tea, coffee, milk  and sugar. She complains   that the money is not enough. You investigate and find that  some of the staff members are adding the milk and sugar to their cereal in the morning.  This matter has been brought to the attention of all staff, making them aware that it is not proper etiquette to abuse company perks.

        How can you avoid this from happening in future? 

	


8. In which situation is it ok for you to walk through the door first?

a. When they say you can

b. Always, there is nothing wrong with that

c. When someone is carrying something

d. When there is a security card access 

9. At a business meeting you have been given a stick-on label with your name on it. You place it....
a. On your left shoulder

b. On your right shoulder

10. You are finding one of your colleagues very attractive, and the person is responding positively to your attention. Is it acceptable to pursue the relationship?

	


ANSWERS

	Question
	Answer

	1
	B

	2
	Learner should give their own explanations which may include references to “good manners when using the phone”.
 Not etiquette: 

· Play “guess who this is...” games.

· When dialling a wrong number, just hang up without apologising. 

· Treat caller with rudeness.

· Phoning people after hours (early morning or late at night) etc.

	3
	No

	4
	The small plate to your left

	5
	Learner should show ability to reflect on the situation and apply the acquired skills. 

Before making the call to Mrs. Fox to inform her of what happened, make sure you have the following information on hand: 

· How did it happen? Avoid telling her it was during a heated argument.

· Is the ambulance on its way?

· Where will they take him?

· Where should she meet him, contact number and name of hospital etc.

	6
	A

	7
	Label the stock, limit daily usage e.g. 2l per day. Place a restriction on usage.

	8
	B

	9
	B

	10
	Yes, taking into account the following:

· You have informed your manager

· You are both single 

· As long as you keep your relationship professional
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