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INTRODUCTION 
� �

You have just graduated from college, landed your first job and probably feel 
confident in yourself and skills.  That may lead you to ask, “Why do I need to read  
Interactions in the Work Place?”  The answer is simple: this guide will help your 
transition smoothly from a “crazy” college lifestyle into a professional role.  It is 
also important for you to distinguish yourself from other new hires and make a 
good first impression, without isolating yourself from peers. 

 In a recent poll, 21% of employers, more than one fifth, reported that the 
trait they most wanted to see in an employee is the ability to fit in with their co-
workers and the company [1]. For this reason the survival guide will not only deal 
with how to impress your boss, but also how to maintain beneficial relationships 
with your peers, subordinates, and 
customers. 

 Other issues, such as dress codes 
and communications, which are vital to 
corporate success are addressed in this 
manual.  According to Randell Hansen, 
a business professor at Stetson 
University, “the most basic mistake 
new employees make is underdressing, 
because they do not understand the corporate culture”[2]. The goal of this guide is 
to help you understand the corporate culture as you enter the professional world.  
By understanding the corporate culture, you are less likely to make serious 
mistakes early on and begin a career on the path to success. 
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 One of the most important factors in projecting a professional image is 
having the proper appearance.  How you choose to present yourself reflects upon 
how you approach the rest of your duties in the workplace.  While the details of 
precisely what to wear and how to look vary from company to company, some 
principles hold across the professional world. 

 It is important to take care with your appearance.  People may assume that 
someone who cuts corners in the morning preparing for work will also cut corners 
on the job.  Make sure that you maintain proper hygiene and keep any facial hair 
neatly groomed.  Wild hairstyles, tattoos, or other body modifications are 
discouraged in many professional environments.�

Some companies encourage employees to dress casually while others require 
professional dress.  The level of formality depends on the type of business the 
company is involved in as well as the corporate culture they try to nurture.  As an 
employee, you must be aware of the dress codes established by your company.  A 
more formal dress may also be advisable in positions that could involve direct 
interaction with management or customers.  

You must learn to dress appropriately by following the dress code at all 
times.  You should not have to compromise comfort for appearance. Dressing 
professionally can be simple if you know how to accommodate your needs.  
Remember that it is important to match your appearance to the formality of the 
occasion.  If in doubt, it is always safer to slightly overdress than to slightly 
underdress. 
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 Recently, some companies have abandoned the traditional professional 
working attire in favor of a more relaxed form of clothing. However, a casual dress 
code does not mean that employees should look sloppy since there are still 
guidelines for the type of clothing allowed.   Casual attire is often found in areas 
where there is less direct interaction with superiors, customers, or vendors.  In 
recent years, casual dress codes have also become popular in some technical 
industries. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Even though the casual dress code emphasizes comfort, you should know 
that certain articles of clothing are still considered inappropriate.  These include 
torn jeans, tank tops, small shorts, or other revealing articles of clothing.  You must 
always try to maintain an air of sophistication in the working environment.  

For both men and women, casual attire is 
often comprised of: 

·  Jean pants or skirts 
·  T-shirts without offensive images 

or inappropriate wording 
·  Shorts  
·  Capri pants 
·  Sneakers or sandals 

The most common types of fabrics that 
are associated with casual wear include 
those that are machine washable, such 
as: 

·  Denim 
·  Cotton 
·  Khaki 
·  Polyester 
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 Business casual attire is meant to create a crisp and neat look appropriate 
enough for a chance encounter with the CEO.  Rather than being merely trendy, 
business casual is classy and does not involve tight or baggy outfits.  Unless 
specifically required to wear an interview attire, business casual could be worn at 
most career or job fairs for meeting with potential employers.  This attire would 
also be acceptable at employer information sessions. 

 It is not expected that you invest heavily in business casual.  It would be 
wise to invest in the quality of the clothes so that they can still appear clean and 
well-pressed after a few years of being in the work force.  You must carefully 
inspect new clothes for any remaining tags, and check older clothes for dangling 
threads and other defects.   
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·  Ties 
 Ties are usually not required for business 
casual, but you should wear one when in doubt of the 
proper attire.  If you notice that your co-workers are not 
wearing ties, you may always remove yours.  

·  Shirts 
 Short-sleeved shirts may be worn in the 
summer, while long-sleeved ones are more appropriate 
during the winter.  Long-sleeved shirts are considered 
dressier than short-sleeved ones.  

Shirts should always be tucked in, including 
polo shirts. When choosing the color, you should pick 
traditional colors such as white, blue, or even 
conservative stripe.   
            

·  Socks 
 Wear dark socks or socks that match the color 
of your trousers.  The socks should be mid-calf length 
so that no skin is visible when you sit down. 

·  Shoes 
 You should choose shoes made of leather.  
Athletic and hiking shoes are not acceptable. 

·  Facial hair 
             If worn, facial hair must be well-groomed and 
conservatively kept.  If you are unsure, observe other 
men in the company and make the correct decision.   

·  Jewelry 
              It is recommended that you wear only 
conservative jewelry, such as a watch. Earrings and 
other body piercings may not be considered as 
appropriate.   
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·  Pants/Skirts 
 Casual pants or skirts may be worn as long as they 
are not too tight.  To be safe, you should choose solid 
traditional colors such as navy, black, gray, brown, and 
khaki.  The fabric should be free of wrinkles, and should 
have appropriate creases.  Your skirt must come to at least 
knee length if you are standing, and should cover the 
thighs when you are sitting.  Panty hoses may be worn if 
the skirt is knee length. Generally, slits in skirts are 
acceptable to facilitate walking up stairs, and they should 
be just above the knee.   

·  Shirts/Sweaters 
             Casual shirts, blouses, and knit sweaters should be 
tailored. Often, velvets and shimmery materials are not 
acceptable, while cotton, silk, and blends are appropriate.  
Keep in mind that showing cleavage is not fitting for 
business positions or interviews.   

·  Jewelry 
 Women may wear conservative watches and 
earrings when appropriate.  You must keep your 
choices simple and somewhat conservative in order to 
maintain a classy look.  Avoid extreme styles and 
colors that would cause distractions. 

·  Cosmetics 
             All cosmetics worn should be kept natural-
looking and simple.  For a polished look, use very little 
makeup instead of none at all.  Nails and nail beds 
should be kept clean and well groomed at all times.  
Avoid having extreme nail length and color.  

·  Shoes 
Shoes should be made of leather or fabric. The 

most appropriate colors are black, navy, and brown and 
should match with the hems of your pants/skirts.  Thin 
straps and heels are often not acceptable in most 
industries.  
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·  Suits 
A two-piece matched suit is most appropriate for 

professional attire.  Be sure to combine a suit jacket with 
matching pants. Navy, black, and dark gray are the best 
colors to choose.  The fabrics may have very subtle weave 
patterns.  Suits must be made from wool, wool blends, or 
very high quality blends with natural fiber.   

 

·  Ties 
You must select good quality silk ties, and try to 

avoid brightly colored ones.  You may examine other men 
in your industry to see what would be acceptable.   

 

·  Shirts 
Always wear long-sleeved shirts, regardless of the 

weather.  Choose shirts with solid colors such as white or 
light blue.  Small conservative stripes are also acceptable.   

 

·  Socks 
Your socks should be dark, mid-calf length so that 

no skin is visible when you are sitting down. They should 
match the color of your trousers.   

 

·  Shoes 
Choose leather shoes that are lace-up or slip-on business 

shoes. They should be black, cordovan, or other dark colors.  Wear 
only shoes that match the color of your trousers. 

 

·  Belt 
You should always wear a belt made out of leather.  The 

color may be black, cordovan, or one that matches your shoes.   
 

·  Facial hair 
If worn, facial hair must be well-groomed and 

conservatively kept.  If you are unsure, observe other men in the 
company and make the correct decision.   

 

·  Jewelry 
Wear only conservative jewelry, such as a watch. Earrings 

and other body piercings are not considered appropriate.   
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·  Suits/Pants 
 The safest way to dress professionally is to go with a tailored 
suit or pants.  Stick with conservative colors such as navy, black or 
gray with a traditional notched collar jacket and cuffed trousers or a 
straight skirt.  The color of the suit can deviate from the mentioned 
colors, but you should keep it dark.  Make sure the fabric is always 
crisp, and should have appropriate creases.  

·  Shirts/Sweaters 
             Blouses are preferred.  To keep a professional look, go for a 
white blouse or those with solid colors such as blue and dark red.  Basic 
cotton button-down blouses without ruffles or other embellishments are 
most fitting in a professional working environment.   

·  Dresses/Jackets 
A dress may be worn instead of a suit.  The dress should be at 

least knee length and in a medium to dark color.  A print dress is 
acceptable if the print is conservative; however, no brightly colored 
patterns should be chosen for the dress.  A matching jacket may be 
paired with a dress to create a more professional appearance.   

   

·  Shoes 
Stick with pumps or flats to maintain comfort and a professional 

appearance.  Choose a pump with a closed toe with up to three inches in 
heels.  Closed-toe flats are comfortable alternatives to heels when wearing 
pantsuits.  Make sure the heels are not worn down. Athletic shoes are not 
acceptable. 

 
·  Hair  

Style your hair conservatively so you do not create distractions to 
yourself or to others.  Long hair should be pulled back or put up into a neat 
bun and secured in place with a conservative pin or hair rubber band.   
Bangs can also be secured with small pins.   

 
·  Jewelry 

  Try to wear conservative jewelry such as a watch, or a pearl 
necklace.  Too much jewelry is not appropriate for the professional attire.  
Oftentimes, dangling earrings are not very fitting either. 
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When talking to a boss, always show respect. Since the boss is your 
superior, always talk up and not down. Showing respect will indicate that 
you value his opinion. Moreover, speaking in a polite manner will help 
show your enthusiasm and interest in the job. Always walk beside your 
boss with an air of confidence. If your boss says something that is 
irritating, still keep your temper.  

When dealing with co-workers, treat them how you would like to 
be treated. You can be a little more casual with co-workers than you can 
with a boss, but still do not look down or talk in a condescending tone. 

The same conduct that applies for co-workers also applies to 
subordinates. In addition, it is okay to give orders to people working for 
you, but you should not be very harsh. Moreover, make sure that you talk 
to subordinates in a warm manner, so that the job is still enjoyable for 
them. 

Always speak to customers and vendors with respect. Most of the 
time, these communications will not be face-to-face. However, if they are, 
since both sets of people are promoting or using your product, always 
treat them with the utmost respect. Never interrupt them or snap at them.  
Always listen to their ideas, since they are only trying to help.�
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Email 

Email allows you to instantaneously send messages and electronic files to 
multiple recipients. It is the dominant form of communication in the workplace. 
There are numerous components of an email message to consider during 
composition. 

·  Recipients (cc, bcc) 
·  Subject Line 
·  Response (reply, reply to all) 
·  Typeface (all caps, font style, color, etc.) 
·  Greeting 
·  Content (attachments, length, tone, etc.) 
·  Signature 

 Recipients 

In the workplace, it can be difficult to decide who to include as a recipient 
of your email message. Ensure that you carefully consider who will receive 
your message. It is always a good idea, especially with sensitive content, to 
double check the addresses included in the recipient line. Scan each address 
carefully as employees with similar email addresses may be wrongfully 
included. 

“cc” stands for carbon copy. Addresses included in this form are 
considered secondary to the primary recipient and they will receive a copy of 
the original message. 

“bcc” stands for blind carbon copy. Blind copy recipients receive a copy 
of the original message. Other recipients receive no information about blind 
copies. Only the sender and the blind copy recipient know that a blind copy 
was sent. If a recipient replies and chooses “Reply to All”, the blind copy 
recipient does not receive the reply. 
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Subject Line 

In the workplace, your colleagues receive many emails every hour. Save 
them time and include a clear, informative subject line.  A well-written subject 
line will help the recipient prioritize the message and it will clarify what is 
included in the message. When addressing an email to a superior or some one 
you do not know, a clear subject line is especially important.  Often, if a 
subject is absent the email may not be read. 

     Response 

It is important that you respond to a message in a reasonable amount of 
time.  A “reasonable amount of time” depends on the recipient’s expectations 
and subject.  Some email programs allow employees to add “read receipts” to 
messages which inform the sender when the recipient read the message. 

“Reply” is a standard function that automatically composes a message and 
addresses the message to the sender. The original message is included under 
the message space.  “Reply to All” is a standard function in an email client that 
composes a message and addresses the message to the original sender and 
everyone else who was sent the message. 

When working with sensitive information it is important to carefully 
consider who will receive your message.  All too often sensitive information is 
sent to the wrong recipients.  However, it is generally acknowledged that any 
corporate email contains privileged information and should be considered 
private. If you ever receive an email wrongly addressed to you, you should 
immediately contact the sender and delete the message.   
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Typeface 

It is important to convey a professional style of writing in your workplace 
emails. Be sure to use a standard serif font like Times New Roman and choose an 
appropriate font size and color.  Avoid using all lowercase or all capital letters in 
an email. Lowercase letters seems sloppy and lazy while all caps can seems like 
you are yelling. 

Greeting 

Just as in a formal letter, include a standard greeting such as “Hello” or 
“Greetings.” especially when writing to superiors or people you do not know.  
After the initial message (if you are responding to a reply), greetings are not 
necessary. 

Content 

Consider your audience when composing your message.  Minimize the content 
of your emails. Write clear, short paragraphs and be direct and to the point. In the 
workplace, it is important to omit any potentially offensive content. 

Ensure that you do actually attach files to the email, because it is common to 
forget this task.  If you were interacting with a superior or perhaps a vendor or 
customer, this mistake could make you seem incompetent. 

Signature 

As a professional it is important to include a signature at the bottom of you 
emails. Your signature should contain your first and last name, professional title, 
contact information (phone number, extension, mail drop, etc.). 

�
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These steps will guide you through a process of how to write a professional 
email. 

1. Understand the subject of your message before you begin composition. 
2. Open your employee email client on your computer. 

a. Double-click the application icon on your desktop. 
b. Execute the application through the computer start menu. 

3. Decide who the email will be sent to. 
4. Enter the appropriate email addresses into the recipient line of the email 

client. 
a. Manually enter the addresses into the recipient line or 
b. Use the built-in “Address Book” tool through your email client 

5. Ensure you have placed each address into the appropriate recipient line. 
a. cc: “Addresses you want to openly copy the message” 
b. bcc: “Addresses you want to secretly copy the message” 

6. Write a clear and informative subject line. 
7. Compose your message. 
8. Proofread your message for any grammatical or spelling errors. 
9. Include an effective signature. Most email clients will allow you create a 

signature that will automatically be appended to each outgoing message. 
10. Included any necessary attachments to the email. 
11. Send the message. 
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Telephone 

The telephone does not offer us the luxury of pausing and revising what we say to 
colleagues. You should be particularly careful when communicating via 
telephone. There are several guidelines one should follow when using the 
telephone in the work place. 

Greeting 

Ensure you know who you are greeting by making use of the caller ID function 
on your business telephone or mobile phone.  If a superior or a person you do not 
know calls, answer the phone by greeting your caller and introduce yourself e.g. 
“Hello, this is Jeff Taylor, Plant Industrial Engineer.” If a colleague that you 
interact with daily calls, a less formal greeting is appropriate e.g. “This is Jeff.” 

Tone 

Be courteous, especially when talking with a superior or someone you do not 
know, such as a customer or a vendor.  It is important to communicate over the 
phone with a clear, objective tone. Do not allow your emotions to take control of 
the conversation. If you are upset, angry, or frustrated you should end the 
conversation as quickly as possible and continue later when you have calmed 
down. 

In an open area, such as a group of cubicles, it is important to talk at an 
appropriate volume to avoid disturbing your neighbors. Avoid talking about 
private or sensitive matters around neighbors. 

Voicemail 

Include appropriate contact information in your voice mail greeting. Some 
common items to include in your workplace voice mail greeting include first and 
last name, job title, email address, secondary phone number. 
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At an international conference, your boss should be treated with the 
same amount of respect, if not more, than you would in the regular office 
setting. Once again, always be respectful, but also show that you really 
value the company. Whatever you are talking about, always speak with a 
professional tone. 

Co-workers and subordinates can be treated in the same way as they 
would be in the regular office setting. Being casual is okay with them, as 
long as it is during the right times, not in the middle of a conference, but 
perhaps during a dinner. 

When dealing with customers and vendors, be aware of language 
barriers. Speak more slowly than you would in the office setting and be sure 
to enunciate every word. Be professional, more than you would be with the 
boss. You are trying to sell a product or make a point, so assume the role of 
a salesperson and promote your product. You should talk with an air of 
confidence and point out all of the positive things about your product, as 
well as have appropriate body language and gestures.  
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In the hotel room, after the conference is done 
for the day, keep your personal distance with your 
boss. Only interact with him at appropriate hours. Do 
not invite your boss to stay with you overnight in your 
room, and do not share a room with your boss, either. 
It is best to only meet in public places, such as the 
reception area, lounge area, or a restaurant. 

It is also safest to keep some personal distance 
with co-workers and subordinates, as well.  However, 
you should still not stay out late hours and do not 
invite others to the room, unless it is a social gathering 
of conference personnel. The same rules apply for 
subordinates. 

Even in the hotel setting, you are still 
representing your company. When customers and 
vendors see you outside the conference, your product 
is still part of their sales transactions. Therefore, you 
still need to be on your best behavior, the same as you 
would in the conference, but maybe not always try to 
promote the product. 
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Meetings 

Meetings are an essential ingredient to any work place setting. They allow 
employees of different specialties and roles to collaborate and progress toward 
some objective. It is important that meetings are effective; communication is 
critical to an effective meeting. The following set of general guidelines illustrates 
how to communicate effectively during a meeting. 

1. Respond to a meeting invitation as soon as possible. Many meetings are 
planned based on acceptance of meeting invitations. 

2. Come prepared to the meeting with note-taking materials, such as a writing 
pad and pen. Also bring any supplementary materials you may need to 
present information. 

3. You may generate diagrams for the meeting attendees to reference. Be sure 
to have a copy for each attendee. 

4. Do not interrupt. Conversation during a meeting is disruptive and is counter 
productive. You should hold your comments until the end of the meeting or 
unless open discussion is allowed. 

5. Speak in turn or wait until acknowledged before speaking. 
6. When speaking be sure to speak clearly. It is a good idea to have questions 

or statements prepared before attending a meeting. 
7. Keep your questions clear and brief to receive valuable answers. 
8. Pay attention to the issues being addressed. You do not want to waste 

meeting time asking a question that has already been asked. 
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Regardless of who you are talking to, even coffee breaks have simple 
mannerisms to follow. Often, coffee breaks take place in the early morning or in the 
mid-afternoon. During this time, if you happen to run into a co-worker, then feel free 
to talk about non-work issues, such as how the weekend went, how the day is 
progressing, etc. Make sure, however, that this conversation is kept to just a few 
minutes, because that is normally the length of a coffee break. 
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Luncheons are more formal than a 
coffee break in the workplace, but not 
as formal as a dinner or banquet. There 
are some general instructions that can 
be followed when attending a luncheon 
[3]. 

1. Give a firm handshake: At the 
beginning of the luncheon, make 
sure that you stand up and give a 
firm handshake to whoever you 
are eating with. Once again, this 
ensures a business look-and-feel, 
while also showing respect for 
the person you are eating with. 

2. Stay focused: Do not wander 
around when someone is talking 
to you. Staying focused also 
shows that you are dedicated to 
work and that you are really 
focused on what is going on 
around you. Turning off your cell 
phone will help prevent 
interruptions or distractions. 

3. Be on time: Being timely will help 
build your case that you are 
serious about work. Moreover, if 
you are late once, even if you are 
early or on time for every event 
after this, that one impression will 
last long. 

4. Pay the check: Whoever did all of 
the inviting should pay the check. 
Even if you are eating with 
someone that is very rich, if you 
invited them to lunch, you are 
responsible for paying for the 
entire lunch. If it was a joint plan 
to go to lunch, talk about splitting 
the check as you are ordering to 
the waiter or waitress at the 
beginning of the meal. 
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Regardless of with whom you are having dinner, this is a formal occasion 
with special rules of conduct. Make sure you always use table manners. This 
includes placing a fully unfolded napkin on your lap, ordering only one or two 
dishes (unless the waiter or boss offers you), and making sure that all silverware is 
in the conventional spots. After you have finished eating, make sure that you do 
not push your plate away and ensure that all silverware is returned to its original 
place. 

While you are dining, make sure that you do not talk when your mouth is 
full. Moreover, unless your boss mentions otherwise, try to keep the conversation 
business- or office-related. Make sure you eat moderately, spacing your bites of 
food appropriately between conversations. This spacing will also help ensure that 
conversation flows smoothly throughout the dinner. Customers and vendors 
should also be treated with this same amount of respect and the same rules that 
you would treat your boss. 
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Luncheons 

Business luncheons, while not strictly formal, still require proper 
dress.  It is important to let your business partners know that you are taking 
your professional relationship seriously by having appropriate attire.  Aim 
for the more formal end of business casual wear in most situations.  If 
possible, discover what the norm is for the place you will be eating at and 
aim to meet or exceed that level of formality.  Remember: it is safer to 
overdress than to underdress. 

Formal Dinners 

Formal dinners should be treated as an 
opportunity to show off your professionalism through 
your appearance.  Wear professional attire and make 
sure to meet the expectations of the venue you will be 
dining at.  Take special care with personal grooming 
and neatness as well. Obvious flaws in preparation 
may convey an image of carelessness to potential 
clients or partners.�
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Over ninety percent of CEOs from the Fortune 500 
companies play golf.  As a result of this, most business transactions 
take place in this formal, yet relaxing setting [4]. Therefore, it is 
important to make sure that, if you are meeting your boss for a day 
on the golf course, that you are fully prepared and equipped and act 
appropriately. 

First and foremost, you should be early so that you have time to practice your 
putting and swings. Do not come late, because it implies lack of interest. From here 
onwards, follow the formal rules of golf in determining order of play, tee offs, and cart 
driving. Since you will most probably be in close proximity to your boss, keep your 
voice moderately low and do not shout. Make sure that the game you have is a good 
and challenging game, but it is not competitive. Be friendly throughout the entire 
outing and enjoy the one-on-one quality time that you will have with your boss outside 
of the work environment. 

On most occasions, you will only play golf with someone who is in a higher 
position than you. However, in the case that you do end up playing golf with co-
workers or subordinates, the same conduct should be followed. The sport and game of 
golf does not change: only the people who play it. 

If you are playing golf with a customer or vendor, then as in any setting, you are 
probably trying to promote a product. You do not need to promote the product 
throughout the entire outing, but make sure that you take efforts to establish a 
comfortable relationship with the customer or vendor, by being friendly and always 
keeping a smile on your face, even if you are losing the game. The point of playing 
golf with a customer or vendor is to make sure that he or she will contact you again, so 
making sure that he or she has an enjoyable time is very important. 
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If you are attending a sporting event with your boss, co-workers, 
customers, or vendors, then similar rules apply. Even in this setting, you 
are still a representative of your company, so you should not drink too 
much alcohol. If your favorite team is playing and losing, make sure that 
you still keep your temper. Do not yell any obscenities and display 
sportsmanship for both teams. 
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 You should never miss an outing! They provide you with an 
opportunity to spend time with your boss, co-workers, etc. outside of the 
office in a less stressful environment.  This is the time you should strive to 
try to make secondary relationships away from the office.  Often these 
relationships depend on how well you can communicate your with peers, 
boss, and subordinates in a friendly, cordial manner. If you struggle with 
non-technical communications here are a few tips you can use. 

1. Talk with people you are familiar with.  Start off in groups that you 
already know, it makes the conversation easier 

2. Do not bring up work, unless the outing demands it.  Do not 
underestimate the power of “small talk.”  Small talk is a good way to get 
a more in-depth conversation off the ground.   

3. Bring your spouse, if allowed.  Again when you are with a familiar 
group, it is easier to come up with a conversation starter.  Also your 
spouse can be a social support. 

4. If alcoholic beverages are served… know your LIMIT ! Often one’s 
communication skills are the first to suffer when you have had one too 
many drinks! Do not be the slurring, obnoxious individual at the 
company outing [5]. 
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Note : All images are courtesy of Microsoft Word Clip Art. 
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