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MUNICATION BUSINESS PRACTICES

Attitude/Behavior

Your actions speak loudly! In the workplace, it i essential to present a professional attitude and represent yourself with profes-
sional behavior. Your coworkers, supervisors, clients and others note professional behavior consciously and subconsciously. To
present a professional attitude in the workplace you will want to make sure you are respectful of coworkers. Respect comes in
various forms such as listening to their ideas, not interrupting and valuing opinions. In addition, you will want to be professional in
terms of behavior such as avoiding gossip, being cordial with coworkers (gresting them in the morning, for example), admitting
mistakes, seeking ways to learn and improve, assisting others and being inclusive. On a final note, each of you has “outside factors”
‘which might influence you in the workplace, it is important to not let these matters impact your attitude and behavior on the job.

To learn more about this topic, please refer specifically to Unit 7.

# If you scored within the 18 - 35 range, you have clear understanding of this element in a professional setting. Be sure to
review any items scored with a 2 or higher as these are potential areas of needed improvement

@ If you scored within the 36- 53 range, you have an good understanding of this element; however, there are some areas
you want to focus on. Be sure to review any items scored with a 2 or higher as these are potential areas of needed
improvement.
I you scored within the 54 ~ 72 range for this element you will want to reflect on what areas you can improve. Be sure
toreview any items scored with a 2 or higher as these are potential areas of needed improvement.

7. linterruptothers toshare my deas.

13. 1 payclose attention to whatis happening in my place of work when my colleagues are visiting in
ordertostay informed about the company.

15. | greet my colleagues when | meet them through the day.

19. When| make  mistake | admit it o others.

20. Ity to become a part of others conversations.

22. Atworklshare information unless someane tlls me i rivate

23. am aware of when to use the appropriatetone and volume of my vice.

27. Lassistothers when| can (and when applicable).

28. | greet my colleagues when  arive at work

30. 1t personal matters impact my performance on the job.

34, Istand upif | am seated when | am introduced to someone,

38. Ispend time talking with othert find out whatis happening in the company.

39, I share information aboutothers at work.

43. | apologize i inadvertently offend someone.

44, | emain alm regardless of the ituation.

47. | acknowledge my colleagues by name.

48. When | hear news about someane at work | onsiderit public knowledge.

49 When | make a mistake | ook fora solution
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COMMUNICATION ATTITUDE/BEHAVIOR BUSINESS PRACTICES

IMAGE/APPEARANCE

You never get a second chance to make a first impression. You may have heard this phrase in the past and itis certainly true. How-
ever, itis not only important to make a positive first impression but a professional lasting impression. Your image and appearance
are important in the workplace. Your appearance is represented, in a large part, by how you dress and maintain your appearance.
This can range from appropriate attire to keeping your hair well kept. In addition, your image can be represented by how well kept
and tidy your desk or office might be.

To learn more about this topic, please refer specifically to Unit 2.

#If you scored within the 4 -7 range, you have clear understanding of this element i a professional setting. Be sure to
review any items scored with a 2 or higher as these are potential areas of needed improvement.
If you scored within the 8 - 11 range, you have an good understanding of this element, however there are some areas
you want to focus on. Be sure to review any items scored with a 2 or higher as these are potential areas of needed
improvement.
fyou scored within the 12 - 16 range for this element you will want to reflect on what areas you can improve. Be sure to
review any items scored with a 2 or higher as these are potential areas of needed improvement.

2. Mydothingis appropriate for my work environment.
5. lamprepared for meeting o other engagements with colleagues.

29, Myworkspace s clean and well-presented.

3. Ihavearived at work with a need to take time for my personal care (hai, grooming,etc).
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BUSINESS PRACTICES

Each organization willlikely have a different set of rules in terms of business practices; however, there willikely be some common
themes and expectations. Arriving on time and not leaving early are two examples of acceptable common practices. In addition,
you will want to keep confidential matters confidential, know the policies, use your own time to conduct your own business,
respond promptly to calls and emails, avoid using your cell phone, and communicate professionally on the phone. You will also
want to note organizations may have some unwiitten business practices in relation to what is acceptable and what s not, so be
sure to observe others and ask questions.

To learn more about this topic, please refer specifically to Unit 4 and 5.

#If you scored within the 16 - 31 range, you have clear understanding of this element in a professional setting. Be sure to
review any items scored with a 2 or higher as these are potential areas of needed improvement.

If you scored within the 32 - 47 range, you have an good understanding of this element, however there are some areas
you want to focus on. Be sure to review any items scored with a 2 or higher as these are potential areas of needed
improvement.

If you scored within the 48 - 64 range for this element you will want to reflect on what areas you can improve. Be sure to
review any items scored with a 2 or higher as these are potential areas of needed improvement.

2. Luse my place of work to help my chldren raise money fo their school fund-raisers.
3. luse my company email account and/or computer to touch base with frends.
4. Larive at work o time.
8. When lleave work early | cear it with my boss.
10. When | make a mistake | admit it to myself.
14,1 complete my work promptly and priortize what tasks should be completed frst.
17. I check the company policy f | am unsure.
24,1 am prompt when responding to requests, questions, emais and/or call.
26. I avoid using my cell phone during work hours unless approved by my employer or for an emergency.
31. I discuss my salary with my co-workers.
32. I take company supplies to use outside of work.
37. larive late towork.
42. 1leave promptly at 5:00 pn.
45. 1 use my place of work o develop new frendships and romantic rlationships.
46. 1tryto arrive early for work.
50. 1leave work early o take care of personal obligations.
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Please take this reflective and fun survey! knowledge as you move forward in the course. Please note there
This is an awareness tool to get you thinking about professional- | are no right or rong responses in this assessment, you want to
ism. This information will allow you to have some good, baseline | be honest with yourself and reflect on your thoughts. Enjoy!
Review the following questions and indicate your response. Be honest.

Never  Seldom  Often Always

1 I stand very close to my coworkers and their work space
when we are discussing personal or work issues.

1 use my place of work to help my children raise money for
their school fundraisers.

1 use my company email account andor computer to touch
base with friends.

I arrive at work on ime.

| am conscious of eye contact and body posture when  am
Introduced to someone.

1 leave long, detailed voice mails to make sure that my
communication is clear.

Hinterrupt others o share my deas
When leave work early | clear it with my boss.
Ifeel that | communicate information clearly.
When | make 2 mistake | admitt to myself

I feel that it is appropriate to use informal language and
terms at work.

Pegoore (@)
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Professionalism Suroey

12 1 use jargon or slang in my work communications

13 1 pay close attention to what is happening in my place of
work when my colleagues are visiting in order to stay.
Informed about the company.

| complete my work promptly and prioriize what tasks
should be completed first

I greet my colleagues when | meet them through the day.
| answer my phone with a courteous, proper greeting.
I check the company policy f | am unsure.

| check n with my colleagues to make sure my.
communications are clear.

When | make a mistake | admit t to others.
When needed, | offer my opinions and ide:
My clothing is appropriate for my work environment.

Atwork | share information unless someone el me itis
private.

1 am aware of when to use the appropriate tone and
volume of my voice.

| am prompt when responding to requests,
questions, emails andor calls.

Page Tuo °
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Professionalism Suroey

| am prepared for meetings or other engagements with
colleagues.

| avoid using my cell phone during work hours unless
approved by my employer o for an emergency.

I assist others when| can (and when applicable).
I greet my colleagues when | arive at work.

My workspace is clean and well-presented.

1 let personal matters impact my performance on the job.
I discuss my salary with my co-workers.

I take company supplies to use outside of work.

1 have arrived at work with a need to take time for my
personal care (halr, grooming, etc.).

I stand up if1 am seated when | am introduced to somone.
| am aware that some colleagues might not fully under-
stand the intent of what | mean, specifically those of

different cultures,

1 observe my colleagues’ body language to gauge how to
approach them.

I arrive late to work.
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Professionalism Suroey

1 spend time talking with others to find out what is
happening in the company.

I share Information about others at work
I feel that it is appropriate to use some profanity at work.

When others do not agree with me, | feel the need to
present my side.

leave promptly at 5:00 p.m.
| apologize i | inadvertently offend someone.
1 remain calm regardless of the situation.

1 use my place of work to develop new friendships and
romanti relationships.

1y to arrive early for work.
I acknowledge my colleagues by name.

When | hear news about someone at work | consider it
public knowledge.

When | make a mistake | look for a solution.

leave work early to take care of personal obligations.

Page Four
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Communication

Communication is a key to success. In the workplace, being able to communicate verbally and in witing is essential. Not only
should you be able to communicate, you should be able to do 5o in a professional manner. Examples of professionalism related to
communication include providing others with needed information, using the appropriate tone and volume, using appropriate
terminology and checking written communication for errors

To learn more about this topic, please refer specifically to Unit 3and6. .

# If you scored within the 12~ 23 range, you have a clear understanding of this element in a professional setting. Be sure
toreview any items scored with a 2 or higher as these are potential areas of needed improvement.

# If you scored within the 24 - 35 range, you have a good understanding of this element, however, there are some areas
you want to focus on. Be sure to review any items scored with a 2 or higher as these are potential areas of needed
improvement.

I you scored within the 36 -48 range you will want to reflect on what areas you can improve. Be sure to review any
items scored with a 2 or higher as these are potential areas of needed improvement.

. I'stand very dose to my coworkers and their work space when we are discussing personal or work issues.

.| am conscious of eye contact and body posture when | am introduced to someone.

. | leave long, detailed voice mails to make sure that my communication is clear.

.| feel that | communicate information dlearly.

. Ifeel that it is appropriate to use informal language and terms at work.

. L use jargon or slang in my work communications.

. | answer my phone with a courteous, proper greeting.

. | check in with my colleagues to make sure my communications are clear.

. | am aware that some colleagues might not fully understand the intent of what | mean, specifically
those of different cultures.

. | observe my colleagues’ body language to gauge how to approach them.

. I feel that it is appropriate to use some profanity at work.

. When others do not agree with me, | feel the need to present my side.









