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Your appearance makes a  statement about you  
and  affects the way everyone you meet perceives  
you. Look around your company to see what is  
acceptable to wear and be sure to learn the dress  
code if your company has one. A good time to  
observe the dress code is during your interview. 

Some industries and companies require  
professional dress at all times, while others allow  
business casual attire. Some companies have  
casual Fridays, while other do not. Also bear in  
mind that employees in nontraditional business  
settings may have different standards for  
acceptable dress in the workplace. To determine  
appropriate attire, observe what colleagues  
are wearing. During the ! rst few months of  
employment, it is important for you to dress  
conservatively as you are still making an initial  
impression on your supervisors, colleagues, and 
clients. Ask your supervisor for guidance if you  
are unsure about your company’s dress policy.

General Guidelines
Your clothes should add to your image, not 
distract colleagues from your quali! cations and 
skills. Even though you may want to express your 
individuality or creativity, wearing business attire 
communicates to your interviewer or employer 
that you are mature and professional. 

Remember that personal hygiene affects your 
appearance and reputation as well as your attire. 
If you are a man, keep your hair and facial hair 
neatly groomed and your nails clean and trimmed. 
If you are a woman, maintain a neat, professional 
hairstyle, keep your nails manicured, and apply 
make-up conservatively. Be conscientious of how 
much perfume, cologne, or aftershave you wear, 
especially if you work in a shared of! ce sp ace. 
Also be aware that some of! ces frown upon vi sible 
body piercings and tattoos.
 
If the organization you work for allows you to 
wear jeans occasionally or daily, make sure they 
are a deep blue and a traditional cut. The jeans  
you wear to work should not be the same pair 
you wear to go to concerts, hang out with friends,  
or mow the lawn; the same is true for corduroy 
(see Table 4 on page 44 for appropriate clothing 
suggestions). 

Wardrobe on a Budget
Putting together a wardrobe after college ca n 
be overwhelming. Knowin g what is acceptable  
work clothing is one issue—! nding the budget  
to provide that wardrobe is a nother. Do not  
feel overwhelmed; establishing a professiona l 
wardrobe on a budget is easier than you think. 
Here are pointers that will help guide you:

Acquire a few core pieces, such as tailored 
suits or classic pants.
Mix and match neutral-colored basics for a 
variety of looks.
Invest money in traditional pieces that will 
last several years. 
Spend less money on trendy items that you 
may only wear for one season.
Shop at department stores or specialty 
chains during annual sales.
Use accessories to add versatility and 
personality to your out! t.
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Dressing for Success

Be aware that your attire in the 

workplace communicates your level 

of professionalism.
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Dress Code         Men                                    Women

Professional  Long-sleeved shirt, tie, and coat.     Two-piece suit or suit dresses.

Business Casual  Khakis or dress pants with a      Nice dress, pants, or skirt with blouse. 
                 suitable collared shirt. Can be                    
            paired with a tie or sports jacket.

Casual                        Khakis, corduroys or nice jeans             Khakis, corduroys or nice jeans and a 
                                 with a collared shirt.                            casual blouse.  

Table 4. Appropriate Clothing Suggestions

Dress Guidelines for Men
In traditional or conservative work environments, 
men should avoid wearing earrings or other visible 
piercings. Any facial hair should be groomed and  
neat. The following clothing suggestions provide a  
basic, versatile wardrobe: 

Two suits of different colors in either black, 
navy blue, grey, or charcoal
One blazer that can be worn with dress 
pants or khakis
Black and khaki dress pants
Three dress shirts for every suit
Six ties 
Two pairs of shoes
Two belts 

Dress Guidelines For Women
Women should strive for a simple, understated  
look. For example, if you wear an ornate necklace, 
make sure your other jewelry is less showy. 
Skirts should end no higher than directly above  
your knee. Do not wear tight or revealing out! ts, 
such as sheer clothing and shirts with plunging  
necklines. The following clothing suggestions  
provide a basic wardrobe:   

Two suits in dark or neutral colors
One dress jacket to go with pants or skirt
Dress pants
One skirt
Six shirts
Two pairs of dress shoes
Accessories like jewelry, scarves, and 
handbags, which will add versatility to your 
out! ts
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