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lecture No. 6
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business Etiquette in the online 
communication 



Lecture 6 Test your knowledge for the previous 
lecture 

❑how to improve your listening skills 

❑Who are the effective listeners.

❑Know about the listening process.

❑Determine the listening process barriers. 

❑Improving nonverbal communication

❑know nonverbal signals 

❑Develop your presentation skills.



Learning objectives Lecture 6

❑Categories of Nonverbal Communication

❑Identify nonverbal signals.

❑Gestures and postures 

❑Misreading and Faking

❑Developing Your Business Etiquette.

❑How to communicate online.

❑Business Etiquette



Lecture 6
Categories of Nonverbal Communication 

Pay attention that: 

❑ Nonverbal signals are powerful, they aren’t

infallible .الخطأمنمعصومةغير

❑ The range and variety of nonverbal signals

is almost endless.

❑ you can understand the basics by studying

six general categories.
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Categories of Nonverbal 
Communication 







Lecture 6



Lecture 6



Lecture 6



Lecture 6

Facial Expressions
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An important quality of 

gestures is whether they are 

open or closed.

Positive versus Negative Body

Language
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Developing Your Business 
Etiquette
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Developing Your Business 
Etiquette

In Social Settings



Lecture 6

Developing Your Business 
Etiquette



Lecture 6

❑ From business lunches to industry conferences,

you represent your company when you are out in

public.

❑ Make sure that your appearance and actions are

appropriate to the situation.

❑ First impressions last a long time, so get to know

the customs of the culture when you meet new

people.

In the Workplace



Lecture 6

❑ Your personal appearance often has considerable

impact on your career success.

❑ Pay attention to the style of dress where you work

and adjust your style to match.

In the Workplace



Lecture 6

❑ In addition to your clothing, grooming الهيئة affects

the impression you give others in the workplace.

❑ Pay close attention to cleanliness and avoid using

products with powerful or perfumed scents.

In the Workplace



Lecture 6

❑ is a vital element of workplace harmony.

❑ No one expects you to be artificially upbeat يصطنع

everyالتفاؤل second of the day, but a single negative

personality can make an entire office miserable and

unproductive.

❑

In the Workplace
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❑ Every person in the company has a responsibility to

contribute to a positive, energetic work

environment.

In the Workplace
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❑ Phone skills will have a definite impact on your

career success.

❑ Like every other aspect of communication, your

phone habits say a lot about how much respect

you have for the people around you because

phone calls lack the visual richness of face-to-

face conversations,

In the Workplace



Lecture 6

❑ you must rely on your attitude and tone of voice

to convey confidence and professionalism.

❑ Cell phones are a contentious point of etiquette in

today’s workplace.

❑ Don’t be surprised if you encounter policies

restricting their use in offices or meeting rooms.

In the Workplace
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Developing Your Business 
Etiquette

In Social Settings



Lecture 6

❑ When introducing yourself, include a brief

description of your role in the company.

❑ When introducing two other people, speak both

their first and last names clearly, and then try to

offer some information (perhaps a shared

professional interest) to help these two people ease

into a conversation.

In Social settings 



Lecture 6

❑ knowing the basics of dining etiquette will make you more

effective in these situations.

❑ Choose foods that are easy to eat while you are trying to

carry on a conversation.

❑ Leave business papers under your chair until entrée

plates have been removed; the business aspect of the

meal usually doesn’t begin until then.

In Social settings 



Lecture 6

❑ Finally, remember that business meals are a forum

for business, period.

❑ Avoid topics that are likely to stir up emotions.

❑ Do not complain about work, avoid profanity تجنب

النابيةالألفاظ , and be careful with humor.

In Social settings 
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❑ Misuse of cell phones in restaurants and other

public places is a common etiquette blunder .خطأ

❑ When you use your cell phone in public, you

send the message that people around you are not

as important as your call and that you do not

respect your caller’s privacy.

In Social settings 



Lecture 6

• Electronic media seem to be a fertile ground for 

poor etiquette. 

• Making mistakes in online behavior can hurt 

your company or your career. 

• Here are some guidelines to follow whenever 

you are representing your company while using 

electronic social media

Communicating Online



Lecture 6

• Avoid personal attacks

• Stay focused on the original topic

• Do not present opinions as facts

• Use good grammar and punctuation

• Use updated virus protection

• Ask permission before chatting

Communicating Online



Lecture 6 Communicating Online

• Control language and emotions

• Avoid multitasking and IM

• Never assume privacy

• Avoid “reply all” in email

• Do not waste other people’s time

• Respect boundaries



Learning objectives Lecture 6

❑Categories of Nonverbal Communication

❑Identify nonverbal signals.  

❑Gestures and postures 

❑Misreading and Faking

❑Developing Your Business Etiquette.

❑How to communicate online.

❑Business Etiquette



لكم كل الشكر والتقدير 
والاحترام،
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