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PROfessional E D G E PROfessional 

Networking 

Before the Event: a little preparation 

beforehand will  make all the difference. 

Here are a few business networking 

techniques to help: 

Prepare an “elevator speech” to 

introduce yourself. Think about the 

question – what brings you to this 

event?  

Make sure you have a supply of 

business cards to hand out.  

Wear something that will help you be 

identified or remembered, without being 

outrageous. 

Prepare your mindset, especially if you 

are shy. Go with a positive attitude.  

Networking: At the Event 
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Be sure you place your name tag on your right side. This is in 

the line of sight when you shake hands.  

Do not take purses, bags, or coats. You will need to move 

around freely 

Have your business cards ready and available. 

Smile and be positive and interested. 

Mix and mingle, don’t stay with one person. 

Learn to read body language.  

 

At the Event 
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Networking 

After the Event 

Make notes about who you met, where they worked, and the 

contact information. 

Send a thank you or a “nice to meet” email.  

Do any follow up needed.  

Introduction 

Table manners play an important part in making a favorable 

impression. They are visible signals of the state of our manners 

and therefore are essential to professional success. Regardless 

of whether we are having lunch with a prospective employer or 

dinner with a business associate, our manners can speak 

volumes about us as professionals.  
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Professional Etiquette When Dining 

One of the biggest areas of breaches of professional etiquette 

is during dining situations, and many corporations will test job 

candidates with a meal as an integral part of the job interview.  

Good professional manners will pay off. 
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Professional Etiquette When Dining 

Dinner/Lunch Etiquette 

Arrive on time. 

Turn off cell phones, beepers. 

Call ahead if you know you will be late. 

Wait 15 minutes before calling to check 

on the arrival status of your dinner 

partners. 

Check out the restaurant ahead of time. 

Be polite – always remember to “please” 

and “thank you” to your server as well as 

your host. 
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Professional Etiquette When Dining 

Dinner/Lunch Etiquette – Contd. 

Don’t order messy food. 

Don’t order the most expensive entrée 

on the menu. 

Do order food that is easy to cut into 

bite-size pieces. 

If you need to leave the table, put your 

napkin on the seat of the chair. 

Relax, listen, participate. 

Do not drink alcohol during a business 

lunch. 

Let the prospective employer pick up 

the tab. 
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Professional Etiquette When Dining 

Dinner/Lunch Etiquette – Contd. 

Remember to say “thank you” and follow up with a hand written 

note. 

Wait for the host to pick up the napkin and place it on his/her lap. 

A purse can be set on the back of your chair or under the chair so 

that the wait staff and others won’t trip over it.  Do not hang your 

purse on the back of the chair or place it on the table. 

Never place one’s cell phone on the table. 

Keep both feet flat on the floor or cross your feet at the ankles.  

Don’t prop your feet on chair rungs or table legs or wrap them 

around anything under the table.   Always keep your shoes on. 
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Professional Etiquette When Dining 

Dinner/Lunch Etiquette – Contd. 

Do not prop your elbows on the table during the meal. 

Sit up straight as you eat.  Bring utensils to your mouth.  Don’t bend 

closely over your plate or try to meet your utensils halfway.  

Turn the coffee cup over if you do not wish to drink coffee. 

Do not ever, ever, ever talk with 

food in your mouth. 

Swallow your food entirely and 

wipe your mouth before taking a 

drink of liquid. 

1.  Butter Spreader 

3.  Napkin 

4.  Entrée Plate or Service Plate 

5.  Salad Fork 

6.  Meat Fork   

7.  Meat Knife 

8.  Soup Spoon 

9.  Dessert Spoon & Fork 

10.  Water Glass   

11.  Tea or Wine Glass 

12.  Cup and Saucer   

13.  Teaspoon 

2.  Bread and Butter Plate 

1 

2 

3 
4 

5 

Normal Dinner Place Setting 
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Formal Dinner Place Setting 

1.  Butter Spreader 

3.  Napkin 

4.  Entrée Plate or Service Plate 

5.  Salad Fork 

6.  Fish Fork 

7.  Meat Fork 

8.  Meat Knife 

9.  Fish Knife 

10.  Salad Knife 

11.  Soup Spoon 

12.  Oyster or Cocktail Fork 

13.  Dessert Spoon & Fork 

14.  Water Glass 

15.  Tea or Wine Glass 

16.  Cup and Saucer 

17.  Teaspoon 

2.  Bread and Butter Plate 
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Navigating the Table 

Bread/butter plate and its knife ware placed above the fork(s) on the left. 

Glasses are set to the right of the dinner plate and above the knife.  The 
water glass, the larger of the two glasses, is placed directly above the 
knife.  Any other glasses go to the right and slightly in front of the water 
glass. 

The napkin is placed to the left of or under the fork(s).  It can also be 
placed on the plate. 

Forks are placed to the left of 
the plate, without going under 
its edge.  The tines face up.  For 
a dinner party, always note what 
order the large and small forks 
are placed.  When the smaller 
fork is placed on the inside of 
the larger fork, the salad will be 
served after the entrée. 

Professional Etiquette When Dining 

Dinner/Lunch Etiquette – Contd. 

Professional Etiquette When Dining 

Navigating the Table  - Contd. 

Navigating the Table – Contd. 

The dinner plate is placed between the eating utensils, centered to the 
guest. 

A server may fill your bowl at the table or take it away and return with it 
filled.   

The knives are set to the right of the plate with the cutting edge toward 
the plate. 

The beverage spoon used for coffee 
or iced tea is set outside and to the 
right of the knife.  

If soup is to be served the soup spoon 
would be larger and placed next to the 
knife. 

The desert fork and spoon are placed 
at the top of the plate. 

Food will be served from the left and 
cleared from the right. 

Professional Etiquette When Dining 

Let’s Get Started  

Napkin: 

Place the napkin in your lap.  It is not 

necessary to fully open a large napkin, just 

fold it in half with the fold facing your body. 

The napkin is to dab your mouth, not to 

remove food, lipstick or blow one’s nose. 

When excusing yourself, place the napkin on 

the seat of your chair. 

If you need to sneeze or cough, turn your 

head away from the table and cover your 

mouth with a tissue or handkerchief. 

Excuse your self if you must blow your nose. 

When finished with your meal – place your 

napkin to the right of the plate. 
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Professional Etiquette When Dining 

Let’s Get Started  - Contd. 

Bread and Butter: 

Place your roll on the 

bread plate. Tear roll in 

half and then quarters. 

Take butter from the 

serving dish and place it 

on your bread and butter 

plate, not directly on the 

bread. 

Butter each piece as you 

eat it, not all at once. 

Professional Etiquette When Dining 

Let’s Get Started  - Contd. 

Salad: 

The salad should be served in bite size pieces.  Do not cut all your 

salad, only the pieces that are too large.  If you must cut your salad, do 

so with the knife provided.  Request a clean knife when you are done. 

Passing salad dressing 

Professional Etiquette When Dining 

Let’s Get Started  - Contd. 

Food: 

Food will be served to you 

from the left and removed 

from the right. 

Taste your food before using 

salt and pepper.   

Pass the salt and pepper 

together with the salt facing 

the person to whom you are 

passing. 

Always pass food to the right. 
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Professional Etiquette When Dining 

Let’s Get Started  - Contd. 

Soup: 

Spoon the soup away from you toward the center or top of the bowl and 

sip the soup from the side of the spoon, not the point. 

You may rest the spoon in the bowl while you pause. 

When finished place the spoon on the plate beneath the bowl. 

Professional Etiquette When Dining 

Let’s Get Started  - Contd. 

Main Course: 

Which utensils to use 

How to cut meat 

Placement of utensils after use 

Desert: 

Which utensils to use 

21 

Professional Etiquette When Dining 

Tackling the Hard to Handle 

Bacon – finger food 

Cherry tomatoes – if they come in your salad, try to pick the small ones 
out and eat whole. 

Fish with bones – you can remove bones with your fork or with your 
fingers, try to be discrete. 

Olives and pitted foods – Discreetly remove the pits from your mouth with 
your forefinger and thumb. 

Paper wrappers – if you use sugar or sweetener packets, use only two.  
Tear off the top third of the package and place the wrappers under the 
edge of your plate or your butter plate. Creamers, butter, jelly packages, 
should be placed onto your bread plate. 

Baked potatoes – are usually served 
already cut open.  If not, cut across 
the top length with your knife, you 
can the open it more with your 
fingers of fork and add butter and 
seasonings.  It’s fine to eat the skin.  
Keep the potato in the foil. 
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Professional Etiquette When Dining 

Tacking the Hard to Handle 

Shrimp – if served ready to eat, use the seafood fork.  If they are large, 
place them on your plate and cut them with a knife and fork. 

Slops – if coffee or tea slops into your saucer, ask for a new saucer. You 
also may place a paper napkin on the saucer to absorb the liquid. 

Spaghetti – use a fork and pasta spoon.  Place a forkful of spaghetti 
strands in to the bowl of the pasta spoon and then twirl it around until 
the strands are firmly wrapped around the fork in a bite size portion. 

When You Have Finished 

 

Do not push your plate away from you when you have finished 
eating. Leave your plate where it is in the place setting. The 
common way to show that you have finished your meal is to lay 
your fork and knife diagonally across your plate 
 

Tipping Etiquette 

Dining out 15%-18% over the bill, NY rule of thumb – double the tip  

Fast food delivery $1.00-5.00 

Coat Check $1.00 

Doorman $1.00 

Hotel housekeeping $2.00/person 

Bellman $1.00/bag 

Room Service 10-15% (min $1) 

Valet Parking $1.00 -5.00 

Concierge $5.00 

What Employers Want 
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What Employers Want 

  What do employers say they really want in an employee: 

Great attitude 

Honest 

Ethical 

Clean 

Polite 

Drug Free 

Have manners and USE 

them 

Great customer service 

skills 

 

Value judgments made about you in the first 
seven seconds that you meet someone: 

1st 7 Seconds 

Educational background 

Moral character 

How you act on the job 

Level of sophistication 

Economic levels 

When you are trying to convince someone to your way of 

thinking or impress someone of your qualifications. 

Convincing Elements 

65% is visual 28% tone of voice 7% actual words 
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The complete package 

Resume  

Cover letter 

Voicemail message 

Social media 

Attitude 

Overall appearance 

Congratulations! You have made it to  

   the interview state.  

How to Prepare Yourself for a Job Interview 

 

Your resume was impressive your 

research and networking activities have 

paid off, and you have landed an 

interview with your company of choice.  

Now it’s time to get prepared for your 

interview. 

The interview is a two way street with both you and the 

interviewer taking an active role.  

 

The outcome of a job interview is entirely dependent on how 

well you sell yourself.  

What is an interview? 
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What’s the purpose of an interview?  

An interview is the employer’s way of selecting the right 

applicant from a group of equally-qualified candidates. An 

interview is an elimination process, whereby the winner 

receives a job offer.  

There are four main objectives of an interview 

1. The employer wants to know if you’re a good fit for his/her 
company. The interviewer is interested in three things: 

1. Can you do the job? 

2. Will you do the job? 

3. Will you fit in? 

 

What’s the purpose of the interview? 

2. You want to sell yourself as the ideal candidate and you want 

to know if the company is suitable for you and your career 

goals. 

 

3. An interview is your opportunity to tie your skills and 

experience directly and enthusiastically. 

 

 

1. What are your strengths?  

2. What are your weaknesses? 

3. How are you suitable for this job?  

4. How long do you plan to stay with the company? 

5. What is your ideal position?  

6. Why do you want to change jobs? 

What’s the purpose of an interview? 

4. An interview is also your opportunity to assess the company: 

1. Is this the kind of place where you want to work?  

2. Can you contribute? 

3. Will you acquire new skills? 

4. Is there a possibility to advance? 

5. Will this position open doors for you? 
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How do I prepare myself for an interview?  

Collect Information about the company. 

Prepare what you plan to bring with you to the interview (including 
a list of references).  

Prepare what you’re going to wear. 

Prepare for the interview questions, including topics about your: 

Work experience 

Academic history 

Skills and abilities 

Knowledge of the organization 

What to do Before an Interview 

Career goals and objectives 

Accomplishments and achievements 

Personal and motivational factors 

Money and salary 

 

Prepare your interview responses. 

Rehearse your responses in front of a mirror, 
or role play with another person. 

Practice your introduction.  

Make sure you have the company’s present 
address and the correct directions.  

Make your transportation arrangements ahead 
of time.  

BE PUNCTUAL! Get up early, giving yourself 
plenty of time to get ready and arrive before 
the actual interview begins.  

What to do Before an Interview 

Interview 

Information to Bring to an Interview: 

Bring an interview notebook – it should include research on the 

company, extra resume’s and your questions.  

Social Security Card 

Drivers License 

Cover Letter 

References 

Transcripts 
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Men 

Solid color conservative suit 

White long sleeve shirt 

Conservative tie 

Belt – same color as pants 

Socks – Same color as shoes 

Shoes – polished and professional, same 

color pallet as pants 

Clean shaven.  Remember that some 

employees are sensitive to colognes and 

strong after shave. 

Portfolio or briefcase 

No tattoos that show 

No piercing show 

 

Dress Where You Are Going,  

Not Where You Have Been! 

Dress Your Best for the Interview 

Women 

Solid color – conservative suit or pant suit 

Skirt should be long enough so you can sit 

comfortable 

Coordinated blouse 

Moderate shoes 

Limited jewelry – no jewelry is better than 

cheap jewelry 

Neat professional hairstyle 

Hose 

Sparse make-up - Remember that some 

employees are sensitive to perfumes. 

Manicured nails 

Portfolio or briefcase 

No tattoos that show 

No piercing show 

Interview 

How would you describe your 

management style? 

Ask when the employer expects to make 

the hiring decision? 

Obtain the names, titles, and contact 

information for those that interviewed you. 

A Two-Way Street 

Questions you should ask: 

What would you expect of me? 

How would my performance be 

evaluated? 

Is there room for promotion? 

Would there be any travel involved? 
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Interview 

 

Rest and eat well before the interview. 

 Check in with the 

receptionist/assistant. 

No cell phones, pagers, 

or beepers. 

Never take girlfriends, 

boyfriends, children… 

No gum 

No perfume/cologne 

Make Your Entrance 
 

Before you say your first word, the interviewer will  make a judgment 
about you. Key things looked for: 

Knock before you open the door 

Carry your briefcase or portfolio in your left hand.  

Stick out your hand confidently. 

Smile. 

Relax and breath deeply. 

Be natural. 

Speak slowly and clearly. 

Remember: Don’t get too comfortable! 

What to do During the Interview 

What you say without talking: 

Posture 

Facial expressions 

Hand shake 

Eye contact 

Your eyes 

Your smile 

Body Language 
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Interview 

Answer questions in detail. 

Never lie or embellish. 

Use Good Manners. 

Research and learn the names of those 

who will be interviewing. 

Use proper English. 

Show interest/be enthusiastic. 

Thank interviewers when you leave. 

Follow up with a thank you note. 

Congratulations! You made it through the interview! 

 

What’s the next step? 

Send the company a “Thank You” note regardless of the 
outcome of the interview.  

Wait for the company to respond to you. Nagging them with 
phone calls and visits is annoying and completely 
unprofessional. 

Follow up and phone the company a week or ten days later 
inquiring about the status of the job vacancy.  

If you get rejected for the job, consider it a valuable learning 
experience.  

What to do after the Interview is over 

Interview 

Thank You Notes: 

It is essential that you write a thank you note to everyone who 

interviewed you. 

Summarize your conversation from your interview. 

Re-Emphasize your skills. 

Thank them for their time. 

Don’t ever have errors in your note. 

Follow up with a phone call. 

Write a note even if you did not get the position – you never 

know. 
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Questions? 


