
In-person interactions, first impressions, and personal rapport play crucial roles. This section
provides practical advice on the key aspects of in-person etiquette, including greetings and
introductions, dress code, preparation, body language, partings, and follow-up communication.
Here’s how to make a stellar impression:

Greetings and Introduction

To create a great first impression:
Firm Handshake: A confident handshake paired with a smile sets the tone.
Polite Greeting: Introduce yourself clearly and warmly. "Hello, I’m [Your Name]. It is a pleasure
to meet you."
Authenticity: Share why you are interested in meeting and the topic of discussion.
Pronunciation: Make an effort to pronounce names correctly.
Cultural Sensitivity: Tailor your greetings to cultural norms. Some may prefer a bow to a
handshake.
Know Attendees' Names: Learn attendees' names and do research prior to the meeting on
their position and organization.

Business Cards

To create an opportunity for follow-up communication and relationship building:
Always Carry Business Cards: People need to be able to contact you, so keep your cards
handy to exchange contacts effortlessly.
Offer at Appropriate Times: Hand out your cards at the start or end of the meeting, showing
respect by examining each card you receive.
Digital Cards: A digital version is perfect for quick smartphone exchanges.

Dress Code

To influence the first impression:
Business Casual: Think slacks or khakis, dress shirts or blouses, and closed-toe shoes unless
told otherwise.
Neat and Clean: Clean, well-kept attire and grooming signal professionalism.
Company Culture: Align your outfit with the company’s culture; it is better to be somewhat
overdressed than underdressed.
Accessories: Minimal and professional accessories to complement attire appropriately.

Professional Etiquette for 
In-Person and Remote Meetings
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Mastering confident and authentic in-person and virtual interactions is key to building
strong professional relationships. Following professional etiquette helps establish
credibility, show respect, and foster positive relationships. Although etiquette varies
globally, this guide should be useful and applicable in many professional contexts.

In-Person Etiquette



Preparation

To demonstrate appreciation for participants’ time and maximize the opportunity
of meeting with them:

Be Prepared: Bring all necessary materials (e.g., notebooks, pens, documents)
to take notes and show you are ready for the meeting.
Prior Research: Research any necessary background information about
attendees and/or the company beforehand.
Questions Ready: Prepare questions or topics prior to the meeting to
demonstrate your interest.
Agenda: Share an agenda beforehand to maintain focus on the discussion
and keep the meeting on track.
Backup Materials: Bring extra copies of important documents.

Verbal Communication

To communicate interest verbally:
Conciseness: Speak succinctly when making a comment.
Enunciation: Pronounce words clearly to ensure comprehension.
Pace: Reducing the speed of one’s statements allows everyone to keep up.
Professional Language: Avoid slang and jokes which have the potential to
make attendees feel uncomfortable.

Nonverbal Communication

To communicate interest with body language:
Maintain Good Eye Contact: This behavior in professional situations shows
confidence and attentiveness.
Open Body Posture: Sit or stand with an open posture (no arms folded!) and
lean slightly forward to show interest.
Facial Movements: Nodding and smiles show engagement, understanding,
and/or affirmation.
Use of Visuals: Providing Alt Text for videos, PowerPoint slides, and other
imagery will be appreciated by low-sighted attendees while closed captioning
is useful for the hearing impaired or individuals with certain disabilities.

Listening Skills

To show respect and comprehension:
Active Listening: Nodding, summarizing points, and asking clarifying
questions demonstrate respect and comprehension.
Avoid Interruptions: Let others finish before you speak.
Paraphrase: Confirm understanding by paraphrasing what was said.
Note-taking: Take notes to remember key points and show attentiveness.
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Respectful Behavior

To have a mutually respectful interaction:
Politeness: Use respectful language and address people by their titles unless invited to use
first names.
Confidentiality: Respect the privacy of the discussion.
Inclusive Language: Ensure everyone feels valued and respected.
Diversity Awareness: Be mindful and respectful of diverse backgrounds and perspectives.
Cell Phone Etiquette: Keep your phone on silent and avoid checking it during meetings.

Gratitude

To end the interaction on a positive note:
Say Thank You: Always thank participants for their time and insights, both at the end of the
meeting and in a follow-up email.
Follow-Up: Summarize key points and decisions in a follow-up email.
Personal Touch: A handwritten note can make a memorable impression.
End on a Positive Note: Conclude meetings with positive remarks and appreciation for the
opportunity.

Dining Etiquette

To navigate business dining scenarios professionally:
Table Manners: Follow the host's lead.
Conversation Topics: Keep topics professional and avoid controversial subjects.
Pacing: Pace your eating with others at the table.
Alcohol Consumption: If alcohol is served, limit intake to one or two drinks.
Payment: Offer to pay if you extended the invitation, but be gracious if the host insists on
covering the bill.
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With the increasing prevalence of remote meetings, mastering virtual etiquette has become a
vital skill for maintaining professionalism in a digital environment. Proper preparation, technical
setup, and effective communication can enhance the quality of your virtual interactions
significantly.

This section outlines best practices for remote meeting etiquette, covering technical preparation,
professional appearance, engagement, and handling technical issues. When done well, these
practices help ensure that your virtual meetings are as impactful as in-person ones.

Remote Meeting Etiquette



Technical Preparation

To have a successful and uninterrupted meeting:
Stable Connection: Test your internet speed to avoid disruptions.
Test Equipment: Ensure your microphone and camera work well.
Platform Familiarity: Know your way around features like screen sharing and mute.
Backup Devices: Have extra or alternative options (e.g., earbuds, phone, tablet, laptop) as
sometimes computers freeze or have other issues.
Support Contact: Keep tech support info nearby.
Sound Check: Use headphones or a headset for clearer audio and to reduce background
noise.
Accommodations Plan: Ensure accessibility accommodations such as closed captioning, use
of Alt Text for figures or images, or an American Sign Language interpreter if requested.
Ensure any slides you present meet accessibility standards.

Professional Appearance

To influence a great first impression:
Dress Appropriately: Dress as if you were attending in person; avoid distracting patterns.
Tidy Background: Keep your background neat or use a professional virtual background.
Seating Position: Position yourself centrally in the camera frame.
Lighting: Good lighting makes you look professional.

Punctuality

To recognize the value of participants’ time:
Join Early: Address any technical issues before the meeting starts.
Be Ready: Start on time with all your materials prepared, including the agenda.
Time Zone Considerations: Be mindful of participants’ time zones and schedule meetings at
convenient times for all.
Calendar Invites: Include all necessary details and calendar reminders.
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Engagement

To avoid interruptions and straying from the agenda:
Camera On: Maintain a visual presence to build
rapport.
Know Attendees' Names: Learn attendees' names
and positions before the meeting.
Mute When Not Speaking: Prevent background
noise and distractions.
Breaks: Schedule short breaks to keep energy levels
high, especially for meetings longer than two hours.
Short and Clear: Keep your contributions concise
and to the point when necessary.



Body Language and Communication

To be an engaging listener:
Maintain Eye Contact: Look at the camera to simulate eye contact.
Speak Clearly: Ensure your voice is clear by speaking at a moderate pace.
Non-Verbal Acknowledgment: Nod affirmatively or give a thumbs up to show
understanding.

Engagement Techniques

To give individuals the opportunity to contribute to the conversation:
Interactive Elements: Use polls or Q&A to keep participants involved.
Feedback: Welcome questions and comments, whether verbally or in the chat function.
Rotating Roles: Assign roles like note-taker to keep everyone engaged.
Meeting Set-Up: Offer several time options in setting up the next meeting and be mindful of
time zones. Send a calendar invite to all participants.

Handling Technical Issues

To resolve issues or transition to an alternative meeting option:
Backup Plan: Have a phone number for dial-in as a backup.
Stay Calm: Remain professional and address issues promptly.
Apologies: Apologize for any disruptions and keep the meeting moving forward.

Gratitude

To end the interaction on a positive note:
Personalized Thank You: Recognize participants’ time and contributions.
Follow-Up: Summarize key points and decisions in a follow-up email.
Recognition: Highlight individual contributions to reinforce positive behavior.

Conclusion

By incorporating these comprehensive guidelines and best practices, students and professionals
can navigate both in-person and virtual interactions with confidence and respect. These practices
not only help in establishing and maintaining good rapport but also leave a positive and lasting
impression.
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