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% To master the personal etiquette(about interview,reception,dining,giving—gift,
body language)
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1.1 Personal Etiquette

1.1.1 Interview Etiquette

d Information

Psychologists( >l 2 %) say that most people form impressions
(EN4) of others in the first four minutes and that 80 percent of an
impression is based on nonverbal (AF1E F £ 1)) signs. In other

words, what comes out of your mouth has very little to do with how

people judge you. Also, after you make a first impression, getting
people to change that judgment( F|Wr) is hard. If you want to get the job you are interested in,

the preparation before the interview is very important.

What should you do when you feel nervous about a job interview? What should you do before
the interview? How to write resume( > A& [/7) ? How to leave good impression ... Here are

a few tips( iR, $£I5) to get you started.
Tip 1: Searching Information before Inferview

Read and learn as much as possible about the company before
your interview. You can gain this information by searching
(22 ) online for relevant ( #§ 5 ) articles, looking in
business journals (] fi]) , reading a company brochure ( F
fif) or Website or through the flagship products. It gives
you added confidence and helps you to answer questions or

ask questions about the company or the products.

If the company doesn’t have an online presence, you also should try out to find more relative

information about the company you applied for from your friends or other people.
Tip 2: Wrifing a Appropriafe Resume

Most employers today request that you e-mail them a resume and state that they’ll contact you if
they’re interested. When you send your resume to a company via(ifijf) e-mail you should
always attach(ffff |-) a resume. It should follow these guidelines( #EM]) :
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>> Don’t ramble( {&iR). State( i, ¥6HH) your interest in the job, and provide contact

information including your address, telephone number, and e-mail address.

>> Don’t make your resume too long. You resume should include all pertinent information
that is relevant to your qualifications( %¢#%, ¥ /i), providing information that will interest the

employer. One page is just fine and your resume shouldn’t be longer than two pages.

>> Don’t go into unnecessary detail until you’re in an actual interview, potential( ¥7E/R], 7]
HEMY) employers are unlikely to be interested in any type of personal information.

>> Don’t be too common. It’s important to customize ( £ ffil ) your resume for each
employer and job for which you apply for. By tailoring( B§#%; f#5i&) your information and
materials, you can show that you will be a perfect fit for the position.

>> Don’t use unusual or brightly colored fonts. Use fonts such as Times or Aral. Avoid
shortcuts or text-messaging( f5[H1% ) vocabulary.

>> Don’t have grammatical errors in your resume at all costs. Use spellchecking and
grammar—checking software, and have at least two people you trust proofread (# Xf) both

resume and letter before you send them.
Tip 3: Making the Use of Phone Calls

After you send a resume, the next step normally is a follow-up call to make
sure that the resume was received. Prepare for the call by practicing what
you want to say. Your goal is to sound and speak intelligently ( B HH
HiL) — no shakiness in your voice out of nervousness. Use the following

tips:

>> Introduce yourself first. When you’re calling the company for information or to follow up

on a sent resume, you want to sound confidently.

>> Be patient. Receptionists( {ij £5 %5 /1) often put you on hold momentarily to address
other incoming calls or to transfer(¥44/L) the call

>> Explain the subject briefly when making follow-up calls. Say something like “I had sent

Mr. Haynes my resume, and I'm calling to make sure he received it.

>> Find out the name of the person who has helped you before hanging up(#:#/l), in case
you need to call back again.

>> Always say, “Thank you”!
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Tip 4 : Knowing What o Wear (and What Not o Wear)

Dress is one way to convey good impression. Dressing for a job
interview used to be very simple: navy suit, white blouse or
shirt, and well-polished ( £ %% ) black shoes. If you're
interviewing in a traditional company, these rules still apply) .
Pick a conservative tie( {f£5FHI4IHT) to match($£7il) your suit
ensemble( 2E {2 ) , snip off(BY#4i) errant price tags(H5%),
lose the flashy jewelry and excessive (1 % ) ) perfume or

aftershave, use a comb, brush your teeth, and you’re home free.

For an outside sales position, men should consider dressing in a tie and business
suit. Women clearly have more options( 3%£#%) , but a dress and skirt will suffice
(2%, £4). Remember, business casual({K R ) isn’t the same as “casual”
and can vary from company to company. Just make sure you’re within the
boundaries( {5 [El, #15) of the company’s standards.

As a general rule, tattoos(4{E) and piercings( | E) shouldn’t be visible( B i

M, A MWLAY) during the interview, especially in conservative business settings.

Remove your piercing ornaments( 2&/ffi ;) ahead of time.
Tip 5: Pradicing before the Inferview

Doing practice interviews is an excellent strategy ( 3K ) —
rehearse ( HE £k, Wi ) interviewing with friends, family
members, friends of the family. If you can’t get anyone to
listen to your interview, do an interview with yourself and
videotape (- -+ FH|F4A7 ) it if possible. If you can’t
videotape your rehearsal, use an audiotape (£ {517 ) so you

can hear your responses. What you say is important, but

how you say it is just as important.

Once you're prepared, rehearse the interview from start to finish — from greeting the
interviewer, to exiting confidently. Here are a few pointers( 2 /5 ) to keep in mind when

practicing on your own:
>> Dress in the attire( [R2%&, AR/fi) you plan to wear to the interview.

>> Practice while sitting in a chair in front of a full-length mirror( 2 & 24 4%%) so you can
observe your behaviors. Notice your posture while standing and sitting, as well as your facial

expressions and hand movements.
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>> Don’t fidget( Bk, MSLAZL), tap(52F, L) your fingers, wring(#3}) your

hands, or touch your hair, face, or jewelry.

>> Read through a list of common questions and respond to each as though you are really in

the interview.

>> Don’t ramble on, keep answers short and on the point.

>> Remain professional, but don’t be overly friendly or get
too comfortable by discussing health problems or sharing

personal information.

Tip 6 : Arriving at the Office

>> Be on time. If you've never been to the building
before, get specific directions, including which bus to take, and where to go. Write the
information down, and look at a map or search on the web. Better yet, go to the place a day

or two in advance so that you know exactly where you’re going.

>> Be early. It is good in arriving early. Arriving early will help you relax, allow you to
review your notes, and give you time to freshen up in the restroom and perhaps get a drink of

water before the interview.

>> Know your interviewer’s name or title. You can ask for this information when you’re

asking for the receptionist or the assistant of the company.

>> Bring a notebook with your brief resume,
some paper to write on, and a pen. A leather
portfolio( /2 3(4J,) adds a nice touch.

> > Leave unnecessary items away with you.
When the interviewer shows you to the office, you

don’t want to spend time packing for your articles.

Women in particular sometimes find themselves

loaded down with purses, tote bags, briefcases.

>> Be pleasant to the receptionist, assistant, security guard, or anyone else who may be
helping you find your interviewer. Don’t tap your fingers on the counter. At the very least,

this person is another working professional who deserves your respect.

>> Try not to be overly friendly, however. Take your cue from the employee. If she strikes

up a conversation, go with it. If she seems busy, don’t bother her.



