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	Make no mistake, etiquette is as important in business as it is in everyday life — it’s also a lot more complicated. From email and phone communications to personal interviews to adapting to corporate and international cultural differences, Business Etiquette For Dummies, 2nd Edition, keeps you on your best behavior in any business situation.


	This friendly, authoritative guide shows you how to develop good etiquette on the job and navigate today’s diverse and complex business environment with great success. You’ll get savvy tips for dressing the part, making polite conversation, minding your manners at meetings and meals, behaving at off-site events, handling ethical dilemmas, and conducting international business. You’ll find out how to behave gracefully during tense negotiations, improve your communication skills, and overcome all sorts of work-related challenges. Discover how to:

	
		Make a great first impression
	
		Meet and greet with ease
	
		Be a good company representative
	
		Practice proper online etiquette
	
		Adapt to the changing rules of etiquette
	
		Deal with difficult personalities without losing your cool
	
		Become a well-mannered traveler
	
		Develop good relationships with your peers, staff, and superiors
	
		Give compliments and offer criticism
	
		Respect physical, racial, ethnic, and gender differences at work
	
		Learn the difference between “casual Friday” and sloppy Saturday
	
		Develop cubicle courtesy
	
		Avoid conversational faux pas



	Business etiquette is as important to your success as doing your job well. Read Business Etiquette For Dummies, 2nd Edition, and make no mistake.







	Comments

		


	[image: ]Add Your Comment
(HTML tags aren't allowed.)











	Amazing Books

	[image: ][image: The Twitter Book]

The Twitter BookO'Reilly, 2009
"Media organizations should take note of Twitter's power to quickly reach their target consumers." --Tim O'Reilly (@timoreilly), in a Los Angeles Times interview, March 2009
 This practical guide will teach you everything you need to know to quickly become a Twitter power user. It includes information on the latest third party...
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Wiley Encyclopedia of Computer Science and Engineering, 5 Volume SetJohn Wiley & Sons, 2009

	Wiley Encyclopedia of Computer Science and Engineering, 5-volume set, includes over 450 A to Z articles addressing the latest advances and findings in computer science and engineering, in addition to important topics of interest to computer scientists and engineers, including standards, electronic commerce, financial engineering, and computer...
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Programming Microsoft® Visual C#® 2008: The LanguageMicrosoft Press, 2008
 Programming Microsoft Visual C# 2008: The Language is for developers seeking a comprehensive explanation of Visual C# 2008 or who want to explore a specific aspect of the language. The chapters are sequenced to provide a rational and complete review...
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An Approach to Modelling Software Evolution ProcessesSpringer, 2009
An Approach to Modelling Software Evolution Processes describes formal software processes that effectively support software evolution. The importance and popularity of software evolution increase as more and more successful software systems become legacy systems. For one thing, software evolution has become an important characteristic in...
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Image Processing: Tensor Transform and Discrete Tomography with MATLAB ®CRC Press, 2012

	
		Focusing on mathematical methods in computer tomography, Image Processing: Tensor Transform and Discrete Tomography with MATLAB® introduces novel approaches to help in solving the problem of image reconstruction on the Cartesian lattice. Specifically, it discusses methods of image processing along...
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Microsoft Windows Server 2003 Deployment Kit: A Microsoft Resource KitMicrosoft Press, 2003
This volume delivers in-depth deployment planning  information for automated installations, multilingual deployments, and  compatibility testing along with design information for unattended  installations, image-based installations, and (RIS) installations.

Plan, design, and implement automated and customized...
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