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Who was involved

The one day workshops were tailor-made to meet the needs of the ever changing business world, and were facilitated by Andre Van Der Walt, Maria Silverman and Pepi Malamoglou of Itukisa (Pty) Ltd.  

The sessions were very practical and participants learnt the “rules” in office etiquette; ranging from office behaviour, dress code and open office etiquette. Participants had fun while learning through exercises and case studies.

What is etiquette?

It is important to understand that etiquette is not something thought out by a few pretentious prudes, but that it actually is part of a generally and universally accepted social contact amongst people. 

This does not mean that you forsake your own identity and culture in order to fit in with general etiquette. Andre Van Der Walt explained this as follows:” I've never heard of anybody complaining that the rules of soccer strip them of their identities - they all understand that we need rules in soccer in order to establish order and boundaries for what acceptable behaviour is and what is not. If you understand that soccer has rules of engagement, it should be very easy to understand that the work place is another context where certain rules need to be obeyed in order for us to get along well with each other and to be able to focus our attention on what we are supposed to be doing there.”

Some guidelines to office etiquette

Most people are actually reasonably well informed as to what is appropriate and what is not. The biggest challenge is our own selfish demands and lack of consideration for others. Here are some guidelines that can be used every day:
· When communicating with someone in the office, give them your undivided attention; whether it is the chief executive officer or the cleaner. Respect is therefore earned. 

· Speak slower, all of us speak extremely fast and in a country with 11 official languages this often leads to miscommunication. There is an old saying that says: if you want someone to listen to you - whisper; shout if you want aggression. 
· The best way to leave a conversation is to summarise what has been said; pause in case the individual wants to respond and thereafter, say “thank you” and leave. Never say “do you understand me”, or “are you clear”, as we are dealing with adults and not children.

· The original communicator has to end the conversation.

· When you join a firm, a senior staff member should introduce you to people in the office. If the senior does not do this (and it is rude for him or her not to), you should introduce yourself. Always offer a handshake and your full name and surname and the reason why you are introducing yourself e.g., “I am the new marketing manager”. 
· When making a telephone call, or receive a visitor, give your name, surname and reason for the call or visit. 
· Be respectful of cultural preferences. For example, the Muslim and Jewish people do not eat pork, however some Chinese, love pork. Americans love beef, but Hindus consider cows sacred and do not eat beef. 

· At an office function or business lunch, have alcohol in moderation or none at all. Don’t talk loudly and avoid inappropriate jokes. 

· “Please” and “thank you” are the most important words in the vocabulary of business etiquette. 

· Avoid showing inappropriate physical affection to others – it could be construed as sexual harassment. Remember that cross-gender superficial intimacy remains a cultural taboo for most Muslims and many Hindus. 

Six Rules to follow at all times

There are six basic rules to be followed, regardless of industry or the country in which we conduct our business. If followed and communicated to others, a mutual understanding and respect will develop.

1) Be on time
2) Be discreet
3) Be courteous, pleasant, and positive
4) Be concerned with others, not just yourself
5) Dress appropriately
6) Use proper written and spoken language
Therefore etiquette means different things for different people, in a nutshell, it is mutual respect. 
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