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Unit One

’

Posture Etiquette ({ZS%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 Postures ({&75)

Wantto succeed in business? New research reveals that your posture could be the key.

Posture is the way you hold your body against gravity while standing, walking, sitting
or lying down. Gravity is pulling down your body all the time while you are trying to hold
itupright. Good posture involves training your body tomove in away where least pressure
is placed on muscles. Good or correct posture is not something you have to force upon
yourself; it is the natural way your body is meant to be. Align' your body and you will feel
a positive change in you instantly. Good posture means less strain and more energy.
Good or correct posture is where your body isin proper alignment, the joints and muscles
are working without unnecessary strain.

You may know the rules of proper business etiquette for verbal communication with
others, but you should also know how to use your postures to send the right nonverbal



Unit One Posture Etiquette 3

messages. Once you understand the particulars of posture etiquette, you can tell others
that you are confident, approachable, respectful or attentive.

i Stance

3 Stance is one of the first things another person will notice
about you. Communicate confidence by standing straight and
maintaining your space by keeping your feet about 8 inches
apart, with one slightly in front of the other. Your stance can also
indicate whether you are open to being approached. If you are
talking to someone and wantto remain approachable, stand with
your feet pointed outward rather than forming a rectangle® with
the other person, and make eye contact with others when they
approach.

Eyes

Making eye contact is the most obvious way to demonstrate that you are listening
to somebody. When you’re looking at the other person’s face as he is speaking, it shows
that you are listening to what he is saying. There is however a subtle difference between
looking at somebody and staring at somebody so it’s important that you do occasionally
move your eyes. Many business people will say that focusing on the tip of the other
person’snose or mouth seems more comfortable than staring rightinto theireyesifyou’re
engaged in an intense conversation. So, whilst it’s acceptable to avert your gaze every
now and then to avoid showing aggression, you should look at the person about 60% of
the time to show that you’re listening to them. Another interesting point is that if a person
istalking to you and not looking at you whilst doing so, it can sometimes indicate thatthey
might not be telling you the whole truth or they may be concealing something.

Gestures
Doing one thing may mean another as the case may be. These are the things that
we should look out for, as it can easily give things away about both yourself and the
observer. A simple touch of the nose could mean that you/they aren’t being truthful.
A lot of us move our heads when we are talking to get approval from others. If
you want to look powerful, then you should try to keep your head movements to a
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minimum.

How much you show your underbelly (your front) is
a way of showing how confident, secure or trusting you
are. The less you cover up your underbelly with folding
arms, crossed legs, raised hands, etc, the more
appropriate the qualities may be. Folding your arms may i
look as if you are trying to defend yourself and will look \l
bad to the other person. If you talk to someone who
originally has folded arms and crossed legs, and
perhaps turning away slightly, you may think that he is uninterested in and also feeling
detached from your conversation. If he starts to unfold his arms, uncross his legs, etc.,
it may be a sign that he is accepting your issue.

Another gesture that we use is called “mirroring”. You may not know it, but we are
attracted by those people who are similar to ourselves. A case may be where you are with
an employee to discuss an issue and you both take a similar sitting/standing position.
The discussion goes well, but if you had taken a different position, it may not have gone
as well as it did. This gesture is often used by sales people who sit in a similar position
as their customer.

A common gesture is perhaps most annoying. Itis known as “displacement activity”
and is used to get rid of physical tension in the body. Examples of this may include
nail-biting, playing with hair, chewing gum, and teeth grinding.

Grooming gestures® are those things we do to reassure ourselves. This may involve
you in perfecting your hair or fiddling with your clothes. We normally do this when we are
around people we don’t know, and so we groom ourselves to make us look more
presentable to lift our confidence.

Finally, our hands are used to emphasize what we say, from pointing and saying
“over there”; to waving someone away and saying “go away”. Hands that are made into
a pyramid shape (fingers and thumbs on both hands touching, with palms wide apart)
mean power. If someone sitting across a desk from you talks to you with the pyramid
gesture pointing to you, this will either be your boss, or your future boss!

Distance
It’s not always easy to gauge. “Personal space” is something you need to be aware
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of. If you’re in conversation and get too close to the other person, it may make him think
of you as too pushy and, conversely, standing too far away can make you appear
stand-offish’ so you need to try to find a happy medium. Often, this will simply come naturally
toyou butif you’re unsure, you can often take your cues from the other person—get too close
and he’ll step back a little, too far and then usually come towards you.

Notes to Text A

1. align: make one’s body upright s &, #

2.rectangle KH#, 4EH

3. grooming gestures: refer to those gestures to take care of one’s own appearance by
keeping hair and clothes clean and tidy 464 B 2, 37 % th 2 4

4. stand-offish: cold and distant in behavior A& 8. E#H &

Text B Business Body Language (%A IES)

Your body language, i.e. your demeanor', impacts your success. It’s vital that you
know howtoactwhenyou gettoaconference, after-hours, meeting or trade show tomake
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
whomitattracts. 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.
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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 itthroughout 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 fromitand cometo apointbetween
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 chinand neck areas.
When people look you “up and down,”it’s probably more than business or a casual social
situation they have in mind!

How long to look

| 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 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
quicklytothe other person. Avoid looking over the other person’s shoulders asif you were
seeking out someone more interesting to talk with.

Facial Expression

Smile is an important facial expression. They show interest,
excitement, empathy, concern; they create an upbeatz, 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,

= Ll
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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, “l 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 anindication 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.

Notes to Text B

1. demeanor: behavior 4Tk, #1b

2. upbeat: optimistic or cheerful; positive SRULH, FRARE

3. pursing your lips: form your lips into a small tight round shape, to show disapproval
or doubt #EHE%

4. shut other people out ¥l A48 274k

Text C Non-verbal Communication (FEFFIERPR)

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



§ EREFFLIN

5
(&

“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

addition to a handshake, Germans, bow and maintain strong

eye contact when acknowledging associates. *}

person nods by moving his head up and down, it means
-3\

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.

The value of talk versus silence in a conversation
varies 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.

Unlike verbal communication, non-verbal communication is very unique among
cultures. For effective intercultural communication, using approrpiate non-verbal
communication is even more critical than just using a fluent foreign language.




