Office etiquettes



Etiquettes

= The forms and practices prescribed by
social convention or by authority .
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Don’t be like this

orry
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punctuality

= Time and tide wait for none.
= |[f you respect others time they will respect
yours time.




Log in Log out
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Stay away from gossip




Refrain from being loud
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Avoid strong smells
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Dress appropriately
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Ask before borrowing




Be helpful and Co-oprative
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Ask before borrow,

people alternatively ask you
before borrowing




Respect your colleagues
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RESPLECT
To get it, N&

You must give it




Treat the people in the way that you would
like them to you.



Become productive

Write every thing
Every task
OnTo Do list







Using phone




Ring tones
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Stay home with sniffles




Don’t be smelly




Don’t Interrupt
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Attending a meeting
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We appreciate
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Appreciate

Don’t Hate ...
Appreciate!
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Mistakes!!!
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Avoid Conflict




New Employ
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Working Area

ARE YOU

r~% CONTRIBUITING TO
s OFFICE WOES?
K‘ ,-:'l

>




Official Privacy
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When you are not on the table




Own your organization




