
45
From Sweats to Suits: The James Madison University Job Search Guide                                                                     45

Int roducing Others
The most important aspect of making introducti ons 
is remembering to do so. Even if you forget how 
to pronounce someone’s name or forget the 
name altogether, what matters most is that you 
introduce him or her. The following guidelines will 
help you navigate the introduction process:

Introductions are based on rank. Always 
mention higher ranking people ! rst, for 
example, “Mr. Smith, this is James Madison. 
James, this is my supervisor, Mr. Smith.”
Give ! rst and last names when introducing 
someone for the ! rst time.
When introducing two people, give additional 
information about each of them as 
conversation starters. For example, “Jane, 
I would like you to meet Henry. Both of you 
attended James Madison University.”
If the person you are introducing holds or  
has held an of! cial title such as President or 
Ambassador, use it when introducing them . 
For example, “This is former sheriff Marti n 
White.”

Handshakes
After you are introduced to someone, your next 
move should be a professional handshake. A ! rm, 
assertive handshake is a business asset. Keep 
in mind, a weak handshake may leave the other 
person with a negative impression of you. 
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You have probably heard the  saying “You never 
get a  second chance to make a ! rst impression.” 
While this may sound cliché, it is often true,  
trying to make a positive impression is important  
in any setting, but even more so in a professional 
environment. Here are some guidelines for  
making a good ! rst impression and maintaining 
professional behavior. 

Int roducing Yourself
Ideally, someone should be available to introduce 
you to people you have not met, but this is not  
always the case. Taking the initiative to introduce 
yourself to others will make you appear con! dent 
even in the most stressful situations. Keep these 
guidelines in mind:

Look people in the eye and smile as you 
introduce yourself.
Stand when introducing yourself or someone 
else (this applies to both genders).
Give your full name and include some 
brief information about yourself. Instead of 
saying, “Hi, I’m John,” say, “I’m John Doe 
from James Madison University.” 
Offer your right hand and shake ! rmly. Try 
to match the ! rmness of the other person’s 
handshake.
If you are at a meeting or with a large 
group of people, approach individuals or 
groups of three or more and wait for a 
break in conversation to introduce yourself. 
Remember that pairs of people may be 
having personal conversations, so approach 
during a break in conversation but do not 
hover. 
If you are introducing yourself to a group of 
people, maintain good eye contact.
Respond appropriately using  formal 
responses, such as “How do you do?” or “I’m 
pleased to meet you.” Responses such as 
“Charmed,” “Pleased to know you,” or “Hey, 
what’s up” are inappropriate. 

On occasion, you may you may forget a person’s  
name. In this case politely say, “I remember  
meeting you, but I just cannot recall your name.” 
Do not be ashamed—everyone makes mistakes. 
Try using the memory technique of saying a  
person’s name aloud when you are introduced.
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Maintain ing Your Professional Imag e 
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The number one rule for  good of! ce etiquette 
is to  always arrive on time, especially during 
your ! rst year. If you are late to a meeting, get 
ready before you enter the room and quietly take 
the closest seat. When seated, it is important to 
sit up straight and act interested. Maintain eye 
contact with the speaker and avoid participating 
in conversations around you. 

General O!  c e Etiquette
Here are some pointers for general of!  ce behavior: 

Do your job, and do it well with a positive 
attitude. 
Address people in a formal manner, unless 
otherwise directed.
Return RSVPs promptly.
Demonstrate common courtesy, saying 
“Please,” “Thank you,” and “I apologize.” 
If you keep someone waiting, acknowledge 
his or her presence by greeting him or her 
and apologize for the delay. 
When talking on the phone, speak clearly. 
If you are in a cubicle or other open of! ce 
space, speak as quietly as possible. 
Treat everyone with dignity and respect.
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E-mail Etiquette
In today’s society, e-mail is the most common 
form of correspondence. It is timely and cost 
effective. Remember, you need to keep e-mails 
professional. It is important not to discuss an 
issue over e-mail that should be discussed in 
person. You can, however, e-mail someone to 
schedule a time to discuss such a matter. Keep 
the following tips in mind when preparing work 
e-mails:

Do not write an e-mail in all caps; it may 
come across as shouting.
Write your e-mail as you would a letter and 
make sure your grammar and spelling is 
correct.
Use an asterisk or bold type if your e-mail 
provider offers HTML features, to identify 
content that is especially important.
Limit the number of abbreviations you use.
Use a signature at the bottom to give the 
recipient alternative ways to contact you. 
Include your name, company, position, 
address, and phone number.
Save a draft of your e-mail and wait a while
before sending it when addressing a 
controversial issue; prior to sending the 
e-mail, re-read the message and ask a 
trusted colleague for feedback. Doing so will 
enable you to check the tone and wording 
of the message to ensure your response is 
professional and appropriate. 

Saying Thank You
You should always remember to recognize the
support and collaboration you receive from your 
colleagues. Remember that a formal thank you 
can go a long way. It expresses to your colleagues 
that you are not only aware and appreciative of 
their effort, but that you are also a team player. If 
a colleague recognizes your ideas, supports your 
programs and events, or volunteers to help you 
with a project, you should reward him or her with 
a hand-written thank you or e-mail. If you send 
a thank you via e-mail to a colleague, you should 
carbon copy that person’s supervisor so that he 
or she is aware of the assistance you received 
from his or her employee.
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Put ting Your Best Foo t For ward  

... you r be hav ior  re pre sen ts 

not  on ly you , but al so the  

org ani zat ion  for wh ich  yo u 

wor k. 
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Dining Etiquette
In many companies, business lunches or dinner 
meetings are common. While it is important to be 
comfortable, you must not forget table manners. 
It is also important to be polite to your servers. 
Be prepared to talk about things other than 
business, such as personal background, books, 
and travel. It is best to avoid controversial topics 
such as current events, politics, and religion. Here 
are a few guidelines to help you with ordering 
meals:

If possible, let the person who is paying order 
! r st, allowing you to see what they order so 
you know the appropriate price range. If they 
insist that you order ! rst, order something in 
the mid price range to be safe.
Always be prepared to pay for your own 
meal if the person who will pay has not been 
established ! rst. 
When others order an alcoholic beverage it 
is okay to do so as well; however, it is best to 
decline and stick with water, juice or tea.
If others are drinking alcohol but you do not 
wish to, politely decline. 
Order simple foods that are easy to eat with 
a fork and knife; avoid spaghetti or other 
dishes with red sauce, large, unwieldy items,  
and greasy hand-held foods like pizza.
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Business Trips
When you are on a b usi ness tr ip you r be hav ior  
repres ent s not on ly you , but al so the  or gan izatio n 
for  wh ich  you wo rk.  Wh en you  are new on a j ob,  
it is especiall y im por tan t to be hav e well  and 
conduc t yo urs elf wi th pro per  decor um.  Dr ess 
pro fessional ly dur ing  the e nti re tri p. Your at tir e 
should  re" e ct the  fact tha t you are on a bus iness 
tri p, regard less of w hether  you are on a p lan e, at 
in inf orm al lun cheon,  or in a co nferen ce room. 
When you at ten d conferen ces, go to ev ery event —
even th ose you are not in ter ested in att end ing  or 
tho se tha t are not re qui red . Keep in min d th at 
thi s is n ot onl y a va lua ble learn ing  exper ience for  
you , but an o pport uni ty for  you to p rac tic e your 
net wor kin g sk ill s. There wil l al ways be t ime s 
dur ing  bu sin ess tr ips  wh en you  are not wo rki ng;  
jus t be s ure  not to let so cia l ti me int erfere wi th 
you r wo rk.  

Rememb er to save all re ceipts  fr om you r tr ip so 
you  can de ter min e your expenses easily  or be 
rei mbu rsed wh en you  retur n. You sh oul d al so 
wri te a repor t or s har e in for mat ion  about  the 
con ference verball y wi th you r su per visor and  your 
col leagues. Your r eport wil l not on ly show your 
har d wo rk,  but al so pro ve you  appre cia te the
learni ng opp ort uni ty,  wh ich  may pe rsu ade your 
sup erv isor to s end  you to f utu re bus ine ss event s. 


