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Course Content & Outline

Section 1: Introduction to Workplace Etiquette

e Definition and Importance
e Impact on Workplace Culture and Productivity

e Common Misconceptions

Section 2: Professional Communication

e Verbal and Non-Verbal Communication
e Active Listening and Feedback
e Tone, Clarity, and Diplomacy in Written Communication

Section 3: Digital Etiquette in the Workplace

e Email Etiquette: Timeliness, Formality, and Tone
¢ Using Instant Messaging and Collaborative Tools Professionally

e Proper Use of Social Media in Professional Settings

Section 4: Interpersonal Relationships and Respect

e Understanding Boundaries in Professional Settings
e Maintaining Respectful Interactions with Colleagues
e Dealing with Different Personalities

Section 5: Conflict Resolution in the Workplace

e Identifying and Addressing Conflicts
e Mediation Skills and Professional Approaches to Resolution

¢ Avoiding Escalation: Finding Common Ground



Section 6: Cultural Sensitivity and Diversity Awareness

¢ Recognising and Respecting Cultural Differences
e Adapting Etiquette for Multicultural Workplaces

¢ Inclusive Communication and Behavior

Section 7: Meeting and Event Etiquette

¢ Professional Behavior in Meetings
e Hosting and Attending Business Events
* Networking Etiquette: Building Relationships Professionally

Section 8: Time Management and Punctuality

e The Importance of Timeliness in Professional Settings
¢ Managing Time Effectively in a Collaborative Environment

e Dealing with Deadlines and Workplace Commitments
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Workplace Etiquette Rules You Should Follow In 2025

Discover the realm of business etiquette's profound impact on career success. Uncover

essential insights, tips, and strategies for nurturing a workplace culture defined by respect
.and professionalism
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