Manners
INn the i

workplace /b;”Z,%W

e «/4’5‘ Y ﬁ// W
iy z? > %
S pw /a/

4%49/ g ﬁ /’W&




To avoid negative
confrontation

To communicate
effectively with
oppPOosing opinion
of another person

To avoid
workplace
tension/Conflicts

To avoid politics,
l.e., In the office or
workplace

To be organized
and in @
uniformed way

To avoid

employee stress

The why's of
efiguettee



Say No to Noise Pollution Smile
Be aware of sound and have It makes most people feel
headphones. more comfortable.

Be Respectful Be on Time
Understand the office hierarchy. Honor others’ time as well as
your own.

Watch Your Body
Language

You communicate with more
than words.

Don’'t Get Too Personal
Be friendly but not overly intimate.

Have a Professional
Appearance

Be Interested in Others Dress for success; you're an
Take time to be social. extension of your company.

Help Others o o - o
K Be a team player and boost morale. 'WEON@liilels Eﬂq uette Tips




Sexual harassment in the workplace
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What is social media etiquette?

*Social media etiquette refers to a set
of rules that businesses and
individuals alike follow to uphold
their online reputation.

https://socialanimal.com/social-media-management/social-media-etiquette/



WHY IS SOCIAL MEDIA ETIQUETTE IMPORTANT®?

a Protect against legal and V Protect against privacy
security issues risks

ﬂ‘ﬂ‘ Empower staff \é Defend your brand

https://sproutsocial.com/insights/social-media-etiquette/
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When employees use social media at work
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Why employees use social media at work
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use social media while to connect with to make or sup?on to build or
at work to take a friends and family professiona strengthen personal
mental break from while at work connections relationships with

their job coworkers
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