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Looking businesslike is the first step to acting businesslike, and
people will take you more seriously if you are well-groomed. This
also applies to body language, so always make eye contact and keep
good posture, or you may appear to lack confidenceld (0 0 [ [
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Remember people’ s names and they will remember you. Do
everything you can to avoid addressing a message “ Dear
Sir/Madam” . Remember that business is about building
relationships (O 00 O0O0OO0OOOO0OOOOOOOOOO
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you are too formal, people won’ t be at ease around you. Act too
casual and people may not take you seriously. Aim for the middle
ground! (U 0D 0000000 O0OOOO0OOOODOOOO
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00000000000 )Beclear and concisel] Get to the heart
of the matter quickly and don’ t waste words. On the other hand,
don’ tassume that the personyou’ re talking to knows who you
are and why you are contacting them - they may need a reminder
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[ O 0O) Keep quiet! Communication is a two way street. Listen to
the opinions of others, don’ tinterrupt people when they are
speaking, and don’ tignore criticism. Also, people will be more
willing to listen to you if they see that you' re listening to them! (O
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