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rofessonalism means being the very best you

can be. This is conveyed in what you do

both on and off the job, including your
attitude. Your attitude is a direct reflection of who
you are. Additiondly, the way you treat your staff
and co-workers is an interesting reflection of your
level of professondism. What you say about your
company while awvay from work will give others a
grest indght into your professonalism. In other
words, just about everything you do is areflection.

It is important to undersand the impact of firgt
impressions. Within the first 30 seconds people will
form an opinion of who they think we are. This will
include, but is not limited to your:

economic leve

educationd level

trustworthiness

socid postion

level of sophidtication

socia and educationd heritage

success in previous and current endeavors
moral character

and if they like you!
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Redlize your non-verbas spesk volumes about who
you are. Thiswould include your dress. Isit
appropriate for the Stuation? Also, mannerisms and
body language. According to a study conducted at
the Univergty of CaliforniaLos Angeles, 55% of

what we communicate isin our body language.
Only 7% has to do with the words we use.

Another indicator of professondism is your
workplace communication. This includes phones,
voice mall, email, written correspondence and what
we say and do when customers are around or not.

A few tipsthat will help.

Phone Etiquette

» Try to answer the phone by the third ring

> Answer the phone by identifying yoursdlf
and the department.

» Speak clearly and enunciate

> Return cdlsas quickly aspossble

» When you're on the receiving end of a
phone cdll, identify yourself and your
department.

Voicemail

» Leaveaclear outgoing messagethat is
short

» If you will be out for extended periods,
convey tha on your outgoing message

» When leaving amessage, speak you
phone number twice

Cell Phones
» Avoid taking cdls while with a dient
» Turn off when in medtings
» Be careful not to shout when around
others



E-mail
» Make the subject line specific.
> Keep the message short
» Add alittle bit of the origind message
when responding to an inquiry.
» Addressand sgn your e-malls

Netiquette

» Redize many emall messages are
misinterpreted

Avoid spamming

Remember, nothing is private
Keep atachments to aminimum
If your message doesn't need a
response, let the recipient know.
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The greatest reward for a high levd of
professondism is your will aitract the best type of
business for you. You can often pick and choose.
You will have an increese in confidence and
credibility. And most of al, respect from others.
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