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WUnit One

Posture Etiquette ({X7S#L10)

Focal Points

1. Posture and its rules

2. How to behave properly in business community
3. Body language

4. Non-verbal communication

Text A Business Posture (f&%AK7S)

Some of our best business opportunities don’t occur at the desk or on the phone.
Our best connections happen when we are engaged with people directly, often outside
the office.

The way we carry ourselves is a strong indication of what we think about ourselves and is
reflected in our posture. In a business environment, our posture can be interpreted as how we
are feeling about our business.

Posture may not seem like a business issue, but when you consider that
people like to do business with people they know, like and trust, then our
posture can have a big impact on how we are able to attract business.

Posture Reflection

Now that you understand the connection, what does your posture say
about your business?

Try this exercise:

Go to a full length mirror and check yourself out. Examine your

posture and look at it from the perspective of a professional contact,
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meeting you for the first time. Are you someone who reflects a strong sense of self-worth?
Do you hold your head high, shoulders back and with an air of confident power? Or, do
you look like you are carrying the weight of the world, battle-weary!, like you’ve lost your
last friend?

When you consider how many intangibles affect business, then the way you carry
yourself might be an important detail to keep in mind.

You Can Always Improve Your Posture
Here’s another way to look at this.
Imagine that you’re going to a job interview. As you go into this interview, you are

currently employed, happy, fulfilled and making decent money. But you’d consider a new job,

if the opportunity is right.

What is your overall posture as you sit in front of the interviewer? It’s calm, cool and
confident, right? The conversation is casual and unforced. You answer questions
seemingly without thinking, speaking straight from the heart. You aren’t tripped up” by the
tough questions and you have a smile on your face like you know a secret. The interviewer
is now on the offensive, trying to figure out how to get this confident, professional
specimen to work for their team. You’re a winner!

Now, let’s look at a different scenario. You NEED this
job. You got to have this job. You’re not sure how you’re
going to get out of the parking garage today, much less pay
your bills this month, without this job. You have got to do
well today or there is no tomorrow. You don’t establish a
rapport’ with the interviewer because they sense your

discomfort. You over-analyze every question and potential
answer as if it’s a riddle*. The smell of your fear is palpable®
and the interviewer has written you off before the “Where do you see yourself in five
years” question.

Most people understand that projecting an air of quiet confidence (read by many as
“posture”) is much easier when they don’t actually need something.

With that in mind, it’s entirely possible for you to affect your posture simply by
deliberately focusing on it. With awareness and practice, we can “turn on” our best “business

posture” anytime we want to.

Notes to Text A

1. battle-weary JKt6Hy, FEW, ZARBECH
2. trippedup 218, [HAE
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3. rapport EHHxZ (X4E)
4. riddle i
5.palpable BB Wy, ZWEH

Text B Business Body Language (BJ&ASIES)

Your body language, i.e. your demeanor', impacts your success. It’s vital that you know
how to act when you get to a conference, after-hours, meeting or trade show to make the
most effective and efficient use of your time ... and to attract those people whom you want to
do business with and add to your network.

The success of any encounter begins the moment someone lays eyes on you. One of the
first things they notice about you is your aura, the distinctive atmosphere that surrounds you.
You create it, and you are responsible for what it says about you and whom it attracts. Your
aura enters with you and starts speaking long before you open your mouth. Since body
language conveys more than half of any message in any face-to-face encounter, how you act is
vital to your aura.

Eye contact

Make it and keep it! Not only does focused eye contact display confidence on your
part, it also helps you understand what the other person is really saying verbally.

Looking someone in the eye as you meet and talk with him/her also shows you are paying
attention. Listening is the most important human relations skill, and good eye contact plays a
large part in conveying your interest in others.

When to look

Begin as soon as you engage someone in a conversation. However, you may wish to
start even earlier if you are trying to get someone’s
attention. Continue it throughout the conversation. Be
sure to maintain direct eye contact as you are saying
“good-bye.” It will help leave a positive, powerful
lasting impression.

Where to look

Imagine an inverted triangle in your face with the

base of it just above your eyes. The other two sides
descend from it and come to a point between your nose
and your lips. That’s the suggested area to “look at” during business conversations.
Socially, the point of the triangle drops to include the chin and neck areas. When people
look you “up and down,” it’s probably more than business or a casual social situation they

have in mind!
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How long to look
I suggest about 80—90 percent of the time. Less than that can be interpreted as discomfort,
evasiveness, lack of confidence or boredom. When you stare longer, it
1 can be construed as being too direct, dominant or forceful and make the
% other person uncomfortable. It’s okay to glance down occasionally as
= long as your gaze returns quickly to the other person. Avoid looking
/ over the other person’s shoulders as if you were seeking out someone
= <0

more interesting to talk with.

Facial expression

Smile is an important facial expression. They show interest, excitement, empathy,
concern; they create an upbeat?, positive environment. Smiles can, however, be overused.
Often, men smile when they are pleased; women smile to please. You know which is the most
powerful! To gain and increase respect, first establish your presence in a room, then smile. It is
far more professional than to enter a room giggling or “all smiles.”

Your mouth gives clues, too, and not just when you are speaking. Mouth movements, such
as pursing your lips® or twisting them to one side usually indicate that you’re either thinking
deeply about something that’s been said to you or you are holding something back.

The position of your head speaks to people. Keeping your head straight, which is not the
same as keeping your head on straight, will make you appear self-assured and authoritative.
People will take you seriously. Tilt your head to one side if you want to come across as
friendly and openly.

How receptive you are is suggested by where you place your arms. Arms crossed or
folded over your chest say that you have shut other people out* and have no interest in them or
what they are saying. This position can also say, “I don’t agree with you.” You might just be
cold, but unless you shiver at the same time, the person in front of you may get the wrong
message.

How you use your arms can help or hurt your image as well. Waving them about may
show enthusiasm to some, but others see this gesture as one of uncertainty and immaturity. The
best place for your arms is by your side. You will look confident and relaxed. If this is hard for
you, do what you always do when you want to get better at something—practice. After a while,
it will feel natural.

The angle of your body gives an indication to others about what’s going through your
head. Leaning in says, “Tell me more.” Leaning away signals you’ve heard enough. Adding a

nod of your head is another way to affirm that you are listening.
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Notes to Text B

1. demeanor ATH, %1

2. upbeat RAULHY, FRARE

3. pursing your lips  #{&% (KT FRE)
4. shut other people out ¥t A 1627 4h

Text C Non-verbal Communication (FEFEZXPR)

Non-verbal communication is important. It includes eye contact, facial expression, and
gestures. North Americans use eye contact in one-to-one conversations, indicating interest
and respect. Meanings of body gesture differ by culture. In
North America, if a person nods by moving his head up and .x
down, it means “yes”. The same gesture in Kuwait is understood
as “no”.

In Germany and North America, shaking hands at the
beginning and the end of a business meeting is important. In 2
addition to a handshake, Germans, bow and maintain strong eye }\
contact when acknowledging associates.

Brazilians, who are religious, emotional, and mystical people, think of the body as the
sender of messages. Understanding non-verbal clues is essential to understanding what is
being said. Personal space is not emphasized in Brazil. It is common for people engaged in
conversation to stand less than a foot apart and it would be considered rude to take a step
backwards.

In a Brazilian office people come in and out, and several conversations are carried on at once.
People do not take turns speaking. One might interrupt conversation or speak simultaneously. This
is not considered inappropriate. Brazilians also tend to linger in
silence for long periods of time, a custom that makes Canadians
/% uncomfortable.

\fL O The value of talk versus silence in a conversation varies
ﬁ Q> greatly depending on the culture. For instance, in comparison to

European and Americans, Asians are much more taciturn, or

reluctant to talk. An Asian is more likely to use indirect
expression to convey an intended meaning. Silence itself may be a very important message.
For the Japanese, the silence between two utterances in a conversation belongs to the previous
speaker, who indicates how long the silence should continue. The listener should show respect
to the previous speaker’s wish for silence, especially if the speaker is older or of higher status
than the listener.
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Unlike verbal communication, non-verbal communication is very unique among cultures.
For effective intercultural communication, using appropriate non-verbal communication is

even more critical than just using a fluent foreign language.
Exercises

I. Questions for thought.
1. What is posture etiquette?
2. What contents are involved in posture etiquette?
3. You gaze, strabismus and look up and down when talking with people. Is it right?
4. How much do you know about the meanings of gestures in different countries? Take
some for example.

5. Do you think personal space is important in business settings?

II. True or false choice.
1. Posture is the way you hold your body against gravity while standing, walking, sitting or
lying down.
2. Eye contact increases trust and shows confidence and good interpersonal skills.
3. Eye contact time should control in 100% account for talking time.
4. Stance is not important in business meetings.
5. U.S. people prefer to be touching and like to stand closely.
6. It is no problem to put your legs on the desk or chair when there is nobody in the office.

II1. Group the class and practice the following posture etiquettes.
1. Seating
1) Sit down slowly and stand up steadily.
2) (Women) Knees must be close together, and put hands on the laps.
3) Do not be filled with chairs.
4) Should not bend against the seat back; sit steadily.
5) Do not shake legs and feet.
6) Avoid stretching your legs straightly.
7) Do not put your hands under the desk.
8) Do not put your legs on the desk or chair.
2. Squatting
1) (Women) Left leg is in the front when squatting, and right leg is half step back and
keep close to the left leg. At the same time, put the left hand on the left knee and
right hand on the right knee. Keep your body straight and facial expression naturally.
Don’t forget to look at the front horizontally and smile.
2) (Men) Left leg is in the front of the right leg and right leg is one step back when



