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Workplace Etiquette

I {FaLfX

Focus

S: Business etiquette
quiz

L: Etiquette makes a
great difference to
business

L: An interview on
professional ap-
pearance in Ameri-
can business

R: Cross-cultural busi-
ness blunders

S: Are you rude at
work?

Interpretation &

translation

W: Customer incentive

program announce-

ments

Business Etiquette Quiz. This quiz on social and
business etiquette is to test your responses to the
following business situations.

Your boss, Ms. Rosary, enters the room when you’re meeting with an impor-
tant client, Mr. Raphael. You rise and say “Ms. Rosary, I’d like you to meet Mr.
Raphael, our client from Chicago.” Is this introduction correct?

At a social function, you meet the CEO of an important corporation. After a
brief chat, you give him your business card. Is this correct?

You’re entering a cab with an important client. You position yourself so the
client is seated curbside. Is this correct?

A toast has been proposed in your honor. You say “thank you” and take a sip of
your drink. Is this correct?

You’re in a restaurant and thin soup is served in a cup with no handles. To have
it you should:

A. pick it up and drink it.

B. use the spoon provided.

C. have half of it with a spoon and drink the remainder.

You’re invited to a reception and the invitation states “7:00 to 9:00 p.m.” It
would be OK to arrive:

A. at 7:00 p.m.

B. anytime between 7:00 p.m. and 9:00 p.m.

C. between 7:00 p.m. and 7:30 p.m.

D. go early and leave early.

You'’re talking with four people. You should make eye contact with:

A. just the person to whom you’re speaking at the moment.

B. each of the four, moving your line of vision from one to another.

C. no particular person (not looking directly into anyone’s eyes).

The waiter is coming towards you to serve wine. You don’t want any. You turn
your glass upside down. Is this correct?

You’re scheduled to meet a business associate for a working lunch and you

arrive a few minutes early to find a suitable table. 30 minutes later your associ-
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ate still hasn’t arrived. You should:

A. order your lunch and eat.

B. continue waiting and be angry that your associate isn’t there.

C. tell the head waiter you’re leaving and give him your card with instructions to present it to your

associate to prove you have been there.

D. call your associate after 15 minutes.

10. You’ve forgotten a lunch with a business associate. You feel terrible and know he’s furious. You should:

A. write a letter of apology.
C. keep quiet and hope he forgets about it.

New Words
function  /'fagkfn/ n.
vi.
cab /kaeb/ n.
curbside  /'ks:bsaid/ n.
sip /sip/ n.
vi./vt.

remainder /ri'memda(r)/ n.

contact /'kontzkt/ n.

vt.

instruction /in'strak{n/ n.

furious /'fjuarias/ a.
CEO

Phrases

in one’s honor

thin soup

eye contact

IOATIALS

taking.

T S TR T D R B T TP

B. send flowers.
D. call and set up another appointment.

(C, U) a large party or an official event H KK % IhiE; R

to work in a correct or intended way =17, AEH]

(C) a taxi HFHEZE

(U) (BrE: kerbside) the side of the street or path near the kerb AfT1& 5E 1T #%
Gy, BiL

(C) a very small amount of a drink %X, %

to drink something slowly; to take very small mouthfuls M7k, %, #K
(C, U) the part of something that is left after everything else has gone or been
dealt with F|RY): LMK A LR

(U, C) communication with a person, organization, country, etc. #%fill;
£ ()

to write to or telephone someone X &, 64, Hfih

(C) [ pl.] a statement telling someone what they must do $&
A, s

very angry JERSH); ML)

2 YW,

(AED) HFATEKE, &# (chief executive officer)

(oo BRAEEE, K Beerore, FPALeerons
Wit , R
H G Hfi

Listen to a conversation between two students. Complete the note-

L Y T Y T R T TR D T T R B e A S N e T RS AT e s S NS

Situation: After his graduation from university, Wang Mmg found a JOb in an American corporation located
in Beijing. He received a letter from the corporation telling him to take part in a training program.
And yet there is a word in the letter he doesn’t know, so he goes to Susan, an America-born

Chinese.
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1. Definition of Etiquette
Etiquette is a set of .
2. Specific Meaning of Etiquette

Etiquette means

3. Examples of Etiquette
)]
2)

New Words

socialize /'saufalaiz/ vi.
courteous /'k3:t1as/ a.
specifically  /spa'sifikli/ ad.
civilized /'stvalaizd/ a.
courtesy /'ks:tast/ n.

a.
offensive /o'fensv/ a.
Phrases

make a difference (to)

later on

to spend time with other people in a friendly way 42 [

polite and showing respect for other people 7 L35t

in a detailed or exact way; relating to or intended for one particular
type of person or thing only FLAAHN, Bffikh, 47 Hh

marked by refinement in taste and manners 3CHH (), FALSIK

(U, C) polite behavior, or a polite action L5t 4f =, AH
provided free to a customer by a company % %% (1]

very rude or insulting and likely to upset people % AR, HIE
(1, Btk

frm; ok (EZ /EH
Jak G SEmffig)

3 Listen to an interview on professional appearance in American business.
Complete the summary of the answers to these questions.

e = e maFTEST

1. Why has the etiquette of business attire become less rigid in recent years?

Summary of the answer:

2. What is the appropriate business attire for women?

Summary of the answer:

3. When should men wear ties?

Summary of the answer:




attire

cafeteria

elaborate

intense

mainstream

perk

blouse
conservative

strapless
hose
hoseless
pantyhose
pant-suit
knit

/a'ta1a(r)/ n.
/ kaefa'tiaria/ n.

/1'leborat/ a.

N'lebaret/ vi./vt.

/m'tens/ a.

/'memnstri:m/ a.

/p3k/ n.

/blauz/ n.
/kan's3:votrv/ a.

n.
/'straeplas/ a.
/hauz/ n.
/'hauzlis/ a.
/'peentihauz/ n.
/'pentsu:t/ n.
/n1t/ vt.

business casual

neck tie

" Busiess Htquetteand Courtesy % 5 02

(U) clothes, esp. of a particular type flli%%, M3

(C) [BrE: canteen] a restaurant, often in a factory, college etc., where you
choose from foods that have already been cooked and carry your own food
to a table HBVEJT

having a lot of small parts or details put together in a complicated way ¥
(K1, VRN, RO

to give more details or new information about something TFAHL I, K
o, HERL

(of physical and emotional feelings) extreme, very serious, using a lot of
effort, and often involving doing a great deal in a very short time JE# ],
SRELM, BEIKE, B

(of beliefs or behavior) common and shared by most people, or represent-
ing such beliefs or behavior 3 it ]

(U, C) Lkt &

(C) [ pl.] something that you get legally from your work in addition to
your wages, such as goods, meals, or a car ( L% LASMEI) BAMEA,
NG

(C) a shirt for women Z#}%2

tending to emphasize the importance of preserving traditional culture and
religious values, and to oppose change, esp. sudden change {& ¥ [f]

(©) fRFHIA

T, THEAK, TR

(C) KM

AN

(C) #¥%

(C) K5 ARARRCAE KAl

to make clothing out of wool, using two knitting needles 4823, %, 4

I
=]

[EEgk &
Wy

Read the passage on cross-cultural business blunders. Complete these
sentences in your own words.

1. When managers at one American company realized “cooking oil” means Jackass Oil in Spanish, they...

2. American Motors failed to market its new car the Matador in Puerto Rico because...

3. Employees working with a sales manager in Hong Kong used to ...




4. The offer of a cup of coffee from a Saudi businessman is regarded as

5. FEDEX finally shut down over 100 European operations after $1.2 bil-
lion in losses for two apparent reasons: first, ...; second, ...

I often get many emails from readers saying how much they enjoy the articles on cross-cultural blunders.
I am constantly asked for more. Bowing to pressure I have therefore compiled some more examples of how
cultural ignorance can and does lead to negative consequences.

The following cultural business blunders are therefore presented and I would again like to stress that
such examples of “culture gone wrong” are presented in order to illustrate to people how crucial cultural
awareness is in international business today.

Managers at one American company were startled when they discovered that the brand name of the
cooking oil they were marketing in a Latin American country translated into Spanish as “Jackass Oil”.

American Motors tried to market its new car, the Matador, based on the image of courage and strength.
However, in Puerto Rico the name means “killer” and was not popular on the hazardous roads in the country.

A sales manager in Hong Kong tried to control employees’ promptness at work. He insisted they come to
work on time instead of 15 minutes late. They complied, but then left exactly on time instead of working into
the evening as they previously had done. Much work was left unfinished until the manager relented and they
returned to their usual time schedule.

A US telephone company tried to market its products and services to Latinos by showing a commercial
in which a Latino wife tells her husband to call a friend, telling her they would be late for dinner. The
commercial bombed since Latino women do not order their husbands around and their use of time would not
require a call about lateness.

A cologne for men pictured a pastoral scene with a man and his dog. It failed in Islamic countries where
dogs are considered unclean.

Proctor & Gamble used a television commercial in Japan that was popular in Europe. The ad showed a
woman bathing, her husband entering the bathroom and touching her. The Japanese considered this ad an
invasion of privacy, inappropriate behavior, and in very poor taste.

An American business person refused an offer of a cup of coffee from a Saudi businessman. Such a
rejection is considered very rude and the business negotiations became stalled.

A Japanese manager in an American company was told to give critical feedback to a subordinate during
a performance evaluation. Japanese use high context language and are uncomfortable giving direct feedback.
It took the manager five tries before he could be direct enough to discuss the poor performance so that the
American apprehended.

One company printed the “OK” finger sign on each page of its catalogue. In many parts of Latin America
that is considered an obscene gesture. Six months of work were lost because they had to reprint all the
catalogues.

Leona Helmsley should have done her homework before she approved a promotion that claimed her
Helmsley Palace Hotel in New York was comparable to the Taj Mahal — a mausoleum in India.

A golf ball manufacturing company packaged golf balls in packs of four for convenient purchase in

5 —
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Japan. Unfortunately, pronunciation of the word “four” in Japanese sounds like the word “death” and items
packaged in fours are unpopular.

In 1985 Bechtel pulled out of a joint venture in New Guinea. It seemed flawed from the start. Bechtel had
33 months to build a new plant, organize services, and meet a production deadline or face financial penalties.
They planned to place a mine at the top of a mountain in an isolated rain forest, creating a town of 2,500,
camps for 400, a power plant, air strip, roads, hospitals, and support services (for natives who had never seen
a Westerner). The natives who were recruited to work (while receiving 400 inches of rain during the rainy
season) had no concept of private property, modern money, central government, or work regulations. The
multicultural workforce of 5,000 was composed of mixed indigenous people and imported technicians from
the United States, Canada, New Zealand, Korea, and Philippines. The road builders did not believe in working
around the clock, so the contractor finally went bankrupt. Natives also did not like the work schedule so they
went with bows and arrows to shut down telephone lines, roads and to frighten personnel. There was an 85%
turnover in the native workforce.

FEDEX (Federal Express) wisely chose to expand overseas when it discovered the domestic market was
saturated. However, the centralized or “hub and spoke” delivery system that was so successful domestically
was inappropriate for overseas distribution. In addition, they failed to consider cultural differences: In Spain -
the workers preferred very late office hours, and in Russia the workers took truck cleaning soap home due to
consumer shortages. FEDEX finally shut down over 100 European operations after $1.2 billion in losses.

Mountain Bell Company tried to promote its telephone and services to Saudi’s. Its ad portrayed an
executive talking on the phone with his feet propped up on the desk, showing the soles of his shoes —

something an Arab would never do!

After reading the passage, choose an item to replace the underlined
part for each of the following statements excerpted from the text

SO RS TR R T T i T B L T e T N A N e et P i Y T S AN T S O B B S N T s AW T G0 =TT

1. A sales manager in Hong Kong tried to control employees’ promptness at work.
A. hurriedness B. punctuality C. promotion

2. They complied, but then left exactly on time instead of working into the evening as they previously had
done.
A. edited B. agreed C. obeyed

3. The commercial bombed since Latino women do not order their husbands around and their use of time
would not require a call about lateness.
A. failed B. succeeded C. exploded

4. Such a rejection is considered very rude and the business negotiations became stalled.
A. came to an end B. came good C. came to small shops

5. Japanese use high context language and are uncomfortable giving direct feedback.
A. highly context independent B. implicit C. direct

6. The promotion claimed her Helmsley Palace Hotel in New York was comparable to the Taj Mahal —a
mausoleum in India.
A. stone grave B. people believing in Muslim C. magnificent royal palace

7. In 1985 Bechtel pulled out of a joint venture in New Guinea.

6
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A. drove onto a road B. left a station C. backed out
8. The multicultural workforce of 5,000 was composed of mixed indigenous people and imported technicians.
A. native B. foreign C. exported

9. There was an 85% turnover in the native workforce.

A. the amount of business B. upsetting something C. employee exchange
10. In Russia the workers took truck cleaning soap home due to consumer shortages.
A. want for consumers B. want for consumer products C. short consumers

6 Fill in the blanks to paraphrase the sentences from the text.

IR S SIITE S SR IR T e SRR T T S TN TS M 4 T T e T S T T

1. Bowing to pressure | have therefore compiled... (Para. 1)
I finally and have a list of...
2. ...and I would like to stress that such examples of ‘culture gone wrong’ are presented ...(Para. 2)
I would like to lay on the fact that I show these examples of cultural communication
in business ...
3. Much work was left unfinished until the manager relented ... (Para. 5)
Much work was left unfinished until the manager and became less
4. The Japanese considered this ad an invasion of privacy, ... (Para. 8)
The Japanese thought the ad for soap showed details about people’s in a way that is upsetting
and often
5. Leona Helmsley should have done her homework before she approved a promotion ... (Para. 12)
Before approving a promotion ...Leona Helmsley took it for granted that the Taj Mahal in India was a
instead of a
6. It seemed flawed from the start. (Para. 14)
The plan for in New Guinea was from the start.
7. ... when it discovered the domestic market was saturated. (Para. 15)
... when it discovered the of products provided in domestic market was close to or at its

F Rewrite the sentences using the phrases provided.

RN I DL BT R s s =

1. Your visit was a sign of your affection to me.
translate into:
2. Myers finally gave in to public demand and withdrew from the campaign.
bow to:
3. I found this obscene and have sent the website an email letting them know my disappointment.
in poor taste:
4. No computer has a speed as good as that of hers.
comparable to:
5. This brings us to the realization that in times of food shortage the farmers maximized food production.

due to:
7
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Verb

saturate

flaw

promote

ignore

compile

ignorance
stress

awareness

startle

jackass
hazardous
promptness
comply

relent

cologne

pastoral
Islamic
invasion
stall

feedback

subordinate

Noun

compﬂéﬁf)n

/kom'pail/ vt.
/'ignarans/ n.
[stres/ vt.

/o'weanas/ n.

/'staztl/ vt.

/'dzekees/ n.
/'"haezadoas/ a.

/'promptnis/ n.

/kam'play/ vi.
/r1'lent/ vi.

/ka'loun/ n.
/'passtaral/ a.

Nz'lemik/ a.

/m'versn/ n.

/stol/ vt.
/'fi:dbak/ n.

/sa'boa:dinat/ n.

a.
/so'bodmert/ vt.

Business Etiguette and Courtesy & % £06X

“ Fill in the blanks with proper forms of the words.

VAR TV TNE IR AT RIS

VerB

Adjective Noun Adjective
7 appréhend '
cbmpére
short
3 distribute
bankr'upt invasion
comply

to make a book, list, record etc., using different pieces of
information, music, etc. 4%, ZWi¥, Yn%

(U) lack of knowledge or information about something JG 4l

to give special importance or emphasis to (something) 5%, &
(U) knowledge or understanding of a particular subject or situation
WiH, Bl T#

to make someone suddenly surprised or slightly shocked f (}:
N afsts TF (GEAND) —Bk

©) 2% BEMA, BN

dangerous, especially to people’s health or safety 5 # /], &K
(U) act of arriving at an arranged time #ER}, i, Hig

to obey an order, rule, or request LM, &M

to change your attitude and become less strict or cruel towards
someone L% &, AWM, FteHz L0

(U) B K

typical of the simple peaceful life in the country A f¥), Hi @4
T, BURE

P = )

(U, C) a situation in which someone tries to find out details about
another person’s private affairs in a way that is upsetting and often
illegal 1290; RN, 1RB&

to delay or put off an action, esp. by trickery {5, ZE}#]

(U) reaction to a process or an activity, or the information obtained
from such a reaction % Tt

(C) someone who has a lower position and less authority than some-

one else in an organization J& F, [{/E¥Y)
TR, IKER, MR
fiieereee 2L, fdeeee A




