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1. llonsarra comisikyBanuga. Knacudgikania cnijikyBanus

VY Xoai CHUIKYBaHHS MOXYTh CKJIACTHCS B3a€EMUHM PIZHOTO XapakTepy:
B3a€EMOPO3YMIHHS, B3a€MOBILIUB, HEMOPO3YMIHHS, KOHKYPEHTHICTb,
KOH(JIIKTHICTb, KOH(POHTalid TOImIO. Y CHUIKYBaHHI 3IMCHIOETbCA CBOEpPIIHA
«Tpe3eHTallis» BHYTPIIIHBROTO CBITY ocobuctocti. Came TOMYy CHLUIKYBaHHS,
BHUCTYIIAIOUH TEBHOK (POPMOIO B3a€EMOJIT OAHIET JIOAMHM 3 IHIIOK a00 3 TPYIOIO
0ci0, BUSIBJISIE TIEBHI JIFOJICHKI SIKOCT1, PO3KPUBAE, HOTO BapTa Ta UM 1HILA JIIOJMHA.

lono crymeHs BKJIIOYEHHS cyO'ekta B cdepy MNPeAMETHOI AIsUIbHOCTI
PO3PI3HSAIOTHCS (POopMasibHE 1 HE(pOpMaIbHE CILIKYBaHHSI.

3a7eKHO BiJl 3MICTY y JIUJIOBOMY CHIJIKYBaHHI MOXYTh HPOSBIISITUCS TaKi
HOTO B3a€EMO3B's3aHI BUAM: TOBAapUCHhKE, MPUATEIBCHKE, poOOUe, BHIAIKOBE,
npodeciiine, GopmaabHO-TTOBEPXOBE.

2. Oco0JUBOCTI AIJIOBOTO CIIJIKYBAHHS

JlinoBe CHiTKyBaHHS BU3HAYAEThCS sIK crerudiuHa ¢opma KOHTAKTIB 1
B3a€EMOJIIT JIFO/ICH, sIKI TIPEACTABISAIOTh HE JIMIIE caMHuX cebe, a i cBoi opraxizaii.
Bono Brirowae oOMiH iHGOpMAIli€l0, MPOIO3HIIIIMA, BUMOTAMH, TOTJISIaMU,
MOTHBAIII€I0 3 METOK pO3B'I3aHHA KOHKPETHHX TIpoOJeM SIK BCEpeauHi
oprasizaitii, Tak 1 3a ii MeXaMH, a TaKOXX YKJIaJIeHHs] KOHTPAKTIB, JOTOBOPIB, yroJ
Yyl  BCTAHOBJICHHS IHIIMX BIAHOCHMH MDK  MIANPUEMCTBaMH,  (pipmMamu,
OpraHizallissMmu.

JlijioBe CHiJIKYBaHHSI _HAa BiIMIiHY BiJ #oro iHIIMX BWIiB_MAa€ CBOIi
0C00JIMBOCTI:

* HasBHICTbH MEBHOT'0 O(DILIIHOTO CTATyCy 00'€KTIB;

* CIPSMOBAHICTh Ha BCTAHOBJICHHS B3a€EMOBHUTIAHUX KOHTAKTIB Ta
MIATPUMKY 3B'SI3KiB MK IMPEICTABHUKAMH B3a€MO3AIlIKaBICHUX OpraHizallii;

* BIJIMOBIHICTh TIEBHHM 3araJIbHOBU3HAHUM 1 3araJbHONPHHHATAM
IpaBUiIaM;

* mepen0avdyBaHICTh [IJTIOBUX KOHTAKTIB, SIKI TOMEPEAHHO TIAHYIOTHCS,
BU3HAYAEThLCS iX META, 3MICT 1 MOKJIMBI HACIKH;

* KOHCTPYKTHBHICTh XapaKTEPy B3a€EMOBIIHOCHH, iX CIPSAMYBaHHS Ha
pO3B'sI3aHHS KOHKPETHHX 3aBjaHb, JIOCATHCHHS TICBHOI METH, SIK TIPABUJIIO, HE
BHUXOJSYH 32 pAMKH TIEBHOT'O KOJIa;

* B3aEMOY3TOJ/DKEHICTh PINIeHb, JOMOBIICHICTh Ta IOJAJIbIIA OpTraHi3allis
B3a€MO/Iii MapTHEPIB;

* 3HAYYIIICTh KOXKHOTO MApPTHEPa K 0OCOOMCTOCTI;

* Oe3mocepeiHs ISUIBHICTh, SKOK 3alHSATI JIOAUA, a HE IPoOJIeMH, IO
OeHTexaTh 1X BHYTPIIIHINA CBIT.




3. Hopmu i ¢pyHKuii ciyikyBaHHs.

3IACHIOIOTHCS AUIOB1 B3aEMUHHM Y IBOX (POpMax: KOHTAKTY Ta B3a€MOII.

KoHTakT — 116 OMMHUYHUN aKT, B IKOMY BIJICYTHSI CHUCTEMa y3TO/KEHHS il
MapTHEPiB CTOCOBHO OAMH OJIHOTO.

OCHOBY X J[iTOBUX B3a€EMHH TAapTHEPIB CKJIANalOTh HE KOHTAKTH, a iX
B3aemonis. B3aemonist (1HTepakiis) — acleKT CHUIKYBaHHS, IO MPOSBISETHCS B
oprasizaiii JIOJbMHU B3a€EMHHUX [iif, CHOPSIMOBAaHMX Ha peani3alilo CHUIbHOI
TISITBHOCTI, IOCATHEHHS MEBHOI BUT1IHOT 000M CTOpOHAM METH.

3MIiCTOM B3a€EMOJII MDK JIOJbMHU € TEBHA 1 cnenu@iuHa s COLIabHOI
CTPYKTYpH CYCIIBCTBA CYKYIHICTh €KOHOMIYHHMX, TIPABOBUX, TMOJITHYHUX
BITHOCHH, SIK1 PEali3yI0ThCs y CIIUIKYBAaHHI.

Po3pi3HsoTh ABa THUNU  MIXKOCOOUCTICHOT B3aeEMOJIi —  CHIBIpals
(kxoomepaiist) 1 CyNepHUIITBO (KOHKYPEHIIis), K1 3aJIe’KaTh BiJ 0OpaHOi cTpateriil
TaKTUKHU CIILIKYyBaHHSI.

Y chisikyBaHHI IPOSIBIASIOTHCS TaKi OCHOBHI MOT0 (PYHKILIi:

1. InpopMaTuBHO-KOMYHIKATHBHA — 3 HEIO MOB'A3aHI YC1 MPOIECH, SIKi
OXOILTIOIOTh CYTHICTh TaKMX CKJIATHUKIB CIIJIKyBaHHS, K Tepeaava-
npuiioM iHGopMaIlii Ta BIANOBIAHA peaKIlis Ha Hel.

2. PerynatuBHO-KOMYHIKaTMBHA — BI1IOYyBA€ThCS MPOLEC KOPUTYBaHHS
MOBEAIHKM, KOJM JIIOAMHA MOXE BIUIMHYTH Ha MOTHBH, METYy
CIIUUIKYBaHHS, IPOrpamy i, MPUUHSITTS PillIeHb.

3. AdeKTUBHO-KOMYHIKaTUBHA — BIJOYBA€ThCA B3aEMOPETYIIIlIA Ta
B3aEMOKOPEKIIiS TOBEIIHKH, 3AIMCHIOETHCS CBOEPITHUN KOHTPOJIb Ha
yciero cheporo AISIBHOCTI TapTHepa. TyT MOXYTh peaizyBaTHCS
MOXJIMBOCTI HaBIIOBaHHS, HACJITyBaHHS, BXXHBAKOTHCA YC1 MOJXKIIHBI
3aco0M MepeKOHaHHS.




4. PiBHI 1110BOr0 CHIKYBAHHA

VYV TakTULll AUIOBOIO CIIJKYBaHHS PO3PI3HAIOTHCA [ MOMKJIMBHUX MO0
PIBHIB, 3HaHHS SKHMX Ja€ 3MOTy Kpaule po3iOpaTuch B cHUTyalli, raubme il
3pO3yMITH, 3pOOUTH TIEBHI BHCHOBKH, IO CTOCYIOTBCS SIK CHCTEMH
YIIPABJIIHHS, TaK 1 BCTAHOBJIEHHS H1INPUEMHULBKUX KOHTAKTIB.

JocaiIHMKN HA3MBAKTh TaKi PiBHi:
MPUMITUBHUMH,

MaHINYJSTUBHUM,

CTaHJIApPTU30BAHUN,

KOHBEHIIIOHAJIbHUM (ITOTOIKYBAJIbHUMN),
ITPOBUH,

JIJOBUM,

JYXOBHUU.

S ew palgs ey e =

JoaaTkoBa iHpopmMais
(source: https://toggl.com/business-etiquette-rules/)
Business etiquette rules
There are rules that aren’t meant to be broken.

When it comes to business etiquette, there are rules that aren’t meant to be
broken. Some of these may seem like common sense, but you would be
surprised by how many times you may have made a mistake without even
noticing it.

In recent years, companies large and small have embraced a more laid-back
startup culture. Cubicles have been knocked down and replaced with open floor
plans. Office furniture can be anything from bean bag chairs and nap pods to
foosball tables and arcade games. Suits and ties have been discarded for T-shirts
and jeans. Remote work is getting more and more popular.

The less rigid office environment may have some feeling like business etiquette
rules are antiquated and unnecessary. Don’t throw them in the trash with floppy
disks and strict dress codes just yet. Although it may not be obvious, many
companies still have implicit professional and social rules of conduct. We’ve
put together these 21 business etiquette rules that will help you avoid awkward
situations.

1. Pay attention to names
Names are one of the first pieces of information that we learn about someone. It
Is how people recognize and address you.



When you tell others your name, include your last name. This is especially
important if you have a common first name like Ashley or John.

When you first meet someone, pay attention to their name. If you aren’t sure
how to pronounce it, be sincere and ask. If it is an unusual or difficult to
pronounce name, the person is probably used to it and won’t mind. It shows that
you have taken an interest in them and care about getting it right. Don’t
carelessly butcher their name or invent a nickname. Call people what they want
to be called.

Remembering names can be challenging, especially if you meet multiple people
at one time. One trick that you can use is to identify a characteristic that helps
you differentiate them. Another is to repeat their name and try to use it in your
conversation 3 to 4 times, but not so frequently that it is obvious.

Business Etiquette

2. Greet everyone

Greeting the people that you come in contact with isn’t only polite but it
establishes rapport. You never know who the people that you greeted could be,
SO it is important to greet everyone with the same degree of kindness.

A simple “Hi, how are you?” or even a smile and nod is enough. However,
adding more could make them remember you and view you as friendly and
pleasant. It can also strike up conversation. Be considerate though. If they
appear to be in a rush or not interested at the moment, don’t force a
conversation on them.

Some ways to strike up a conversation could be to:

Compliment something that they are wearing and ask where they found it.
Remark on your surroundings. This can be anything ranging from the weather
to a book they are holding or the office space.

The key is to ask open-ended questions that will require more than a “yes” or
“no” and move the conversation along.

3. Offer a handshake and make eye contact
Handshakes are the universal business greeting. A firm handshake is still
considered a positive trait. A weak one is negative.

Usually, the higher ranking person will offer their hand first, but if they don’t,
you can still offer yours. Make eye contact when you shake their hand and
smile. Those who avert their eyes are viewed as lacking confidence and
honesty.

Business Etiquette Rules



4. Give cues that show you’re paying attention

When someone else is speaking, it is important to nod or smile. This shows that
you are engaged and actively listening. It tells them that you care about what
they say and value their thoughts.

Be careful not to interrupt. If you wish to speak, you may send a nonverbal
signal by opening your mouth, but it is polite to wait for them to finish.

5. Introduce others

No one likes to awkwardly stand with a group of people who have no idea who
they are and what they are doing there. It’s uncomfortable. If you strike up a
conversation with someone and are with a person that they haven’t met yet, it is
polite to make an introduction.

Give a little more information than just their name though. You might add the
person’s role at your company and what they do. This gives others some
background, but keep it brief.

6. Send customized, handwritten Thank You notes

It’s perfectly fine to send out auto-confirmation and thank you emails after
customers make a purchase online. However, a thank you by email—especially
if it is a large account or long-standing business relationship—is considered
ingenuine and rude.

Instead, write out a thoughtful thank you and send it by snail mail. It may take a
few more minutes of your time and a little change for postage, but it is more
appreciated.

7. Proofread emails for grammar and typo mistakes

If you are like most professionals, you will communicate a lot through email.
Each message sent reflects on you, so you need to make sure that they are
profession.

JIOJIATKOBA IHOOPMALIIS

9 Most Important Business Communication SKkills
8 Replies

Communication is key in every aspect of life, but it's especially crucial
in the workplace. Whether you're just starting out in business or are
further along in your career curve, there are specific business
communication skills necessary for success. What business

communication skills and “soft skills” will help you work smarter? Here

are 9 communication skills every professional should master.


https://bemycareercoach.com/soft-skills/business-communication-skills.html#comments

. Active listening skills: The ability to listen to and incorporate
other views in your communication. Listening shows you value
opinions outside of your own and are open to new concepts. As
a result, your audience views you as an equal partner and you
can come to a solution that benefits the greater good. An active
listener will allow pauses for interjections, repeat other people’s
words and ask guestions to affirm his or her engagement in a
conversation.

. Writing skills: Using specific data and examples in written
communication to make a solid case, and communicating
proposed action items. Written communication for business
should be brief but informative, and helps an audience focus on
only the most important points. Good written communication also
includes adequate follow-up, which closes the communication
loop and shows proactive activity towards goals

. Verbal skills: The ability to communicate information (ideas,
thoughts, opinions and updates) in a clear manner verbally. Like
good written communication, good verbal communication in the
workplace is also concise and specific (researchers have found
thattoday’s attention span amounts to only 8.25 seconds). Verbal
communication allows employees to engage with one another in-
person and come to a mutually agreeable consensus.

. Interpersonal communication skills: Building trust and strong
relationships with key stakeholders in a business. Another “soft
skill,” successful interpersonal communication allows employees
to find common ground, display empathy and build bonds with
one another. Interpersonal communication means connecting on
more than business level, but a personal level as well.

. Teamwork skills: Effectively communicating with others who
may have different opinions and skill sets. In a business setting,
this means putting aside personal differences and working
toward a common goal. For teamwork to be successful, all
parties must recognize that combined efforts are worth more
than individual contributions.

. Presentation skills: Presenting information and ideas to an
audience in a way that is engaging, motivating, and effective.
This method of business communication allows one individual, or
a group of individuals, to share evidence to support an idea or
argument. A good presenter is also a good storyteller, using
data, stories and examples to influence an audience to act
toward a desired outcome.



http://www.forbes.com/sites/nextavenue/2014/06/18/10-job-interview-questions-you-should-ask/
http://www.statisticbrain.com/attention-span-statistics/
https://bemycareercoach.com/soft-skills/communication-skills/interpersonal-communication-definition.html
https://bemycareercoach.com/soft-skills/how-to-tell-a-story-in-a-presentation.html

7. Selling skills: Persuading stakeholders to pursue an idea,
decision, action, product or service. Selling skills extends beyond
just those whose jobs fall under the sales department.
Employees with selling skills can use these skills to influence
other employees to buy into a project, team members to choose
a side, or executives to offer new products or services.

8. Negotiation skills: Reaching a mutually beneficial solution by
understanding and leveraging the other side’s motivations. A
mutually beneficial or “win-win” solution is one that both sides
finds favorable, and maintains positive relationships for future
interactions. In order to achieve this outcome, you’ll need to
discover what factors would be most influential and agreeable for
the other side.

9. Networking skills: Displaying business value and encouraging
others to enter into your business network. In order to network
successfully, you’ll need to be interesting enough that others
desire to partner with you in some way. A large business
network can also be a safety net, and means you have more
people to rely on when you require help, information or services.

Don’t feel discouraged if you don’t possess every business
communication skill on this list — not many do. As with any changes in
one’s habits, mastering skills that aren’t second nature require time,
experience, practice and patience. First, identify which of these skills
are your weakest, and then create a plan on how to improve these
communication skills to work smarter and more effectively. Good luck!

Your comments: Which of these skills do you have the most
difficulty in mastering? Did | miss any critical business communication
skills? Enter your comment below and let’s have a discussion

Like this article? then help me share it on Linkedin, Twitter,
Facebook, Google+, etc..

New to this site? then start here — Soft Skills — How to Succeed like
an Executive

Best wishes,
Lei

This entry was posted in Communication skills, Soft skills on by Lei Han.
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