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Professional Etiquette

A Be mindful of:
e Approach/tone of voice/message

£ Non-Verbal communication in
faceto-face meetings

£ Your goal in communication
c Time-related iIssues

c Respect for the person on the
other end



Telephone Correspondenc
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|dentify yourself

Write down vital guestions &
Information -

Critical for
documentation
In the future
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Telephone Messages

A Voice Messages
- Speak Slowly and Articulately
- Repeat Phone Number
- Give alternative ways to contact you



