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	ASSESSMENT # 1
	
	Total Marks: 30
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	Answer the following questions:
	
	
	
	

	
	Q: 1:  Short Questions.
	(15)
	
	



I. What are etiquettes?
AI. Outline some tips for remembering names at the workplace.
III. Lists some techniques to make a great first impression.

V. Describe some business card etiquettes.

Q: 2:  What is a professional handshake? Describe the factors that determine the message
	which is communicated by handshake.
	(7)

	Q: 3:  How to dress up appropriately for every business occasion?
	(8)



Q:1

I. It is the way you present yourself during business meeting .The way that differentiate and highlights the approach and the conduct your having in such a situation in the same time, and the conduct of the individual stands apart from business as a good manner conduct etiquette that proves your wordy to be take in consideration.

AI. Scientifically proven we as human have the ability to boost our memory information absorption by simply adding sensory tags such as smell,sound,color,patern,etc .
III. When meeting new people make sure your hands are clean and dry IF YOU ARE REQUIERD TO SHAKE HANDS(CHECK CULTUR Keep your nails hair ,cut or polished keep an odour control
I. Always keep a clean and professional appearance and always dress accordingly to the event or meeting your taking part of.

IV. Wearing a casual sport coat it will result in creating a pulled together look, especially in a business casual environment. It’s also an ideal choice for client meetings or presentations. Pair up a black, navy blue, or dark grey blazer with khakis or dark wool pants .
V. One of our staff members knew a young woman who did not know how to sew on a button. She would throw out an expensive blouse rather than replace it, despite working in an entry level job with little extra money. What was she thinking? "Point with an open palm, and keep your fingers together. If you point with your index finger, it appears aggressive. Both men and women point, but women have a tendency to do it more than men."

Q: 2 Form a personal connection with the hand clasp. This is better for sales and social situations than business situations. When you shake hands, take your other hand (your left hand) and use it to cover the back of the person's hand you are shaking. This reinforces an emotional connection and is appropriate when you want to establish rapport and show sympathy.

Q; 3 Whether you are attending a cocktail party, dance, or other event that calls for semi-formal, you’ll be just fine in a dress made from satin or sparkling fabric. Men should wear a suit to a semi-formal event. Women who frequently attend semi-formal events should consider having a little black dress that's versatile and can be worn year-round, with or without a jacket or wrap.

Thank you for the test Brentwood !

STUDENT NAME: Cocean Alexandru














Business Etiquette	Brentwood Open Learning College	Page: 1
image1.jpeg
o s KT




