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Etiquette guide

Working in a new office can be daunting, so we would

like to offer you some top tips on the ‘unspoken’
codes of behavior in the office — these are mostly
about maintaining a pleasant environment in an

enclosed space.




Say hello & greet your team when you arrive in the
mornings — it makes a huge difference in building
relationships and creating a good team atmosphere.
Use your common sense however and choose
appropriate times.

Watch your language & topics of conversation — every
team and office are different in what is acceptable to
discuss, but stay away from politics, religion and

moderate your language. Profanity may offend some
colleagues and can look unprofessional.
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Take personal calls away from the desk — find a
meeting room or somewhere public where you can talk 4
more freely, as you don’t want to disturb others.

Be punctual - turning up late for a meeting implies a
lack of respect for someone else’s time. In the same
way, show respect for others’ time and be observant of
when people have time to talk and when they don't.

Manage your notifications (this applies to your phone/
desktop/ tablet etc) — have it on silent or vibrate, turn
down your email alerts and other noises, as this can
create a difficult environment for your co-workers.

www. theinterngroup.com




Having a long discussion with someone? See if you

dissection of the project. ; i

can move it to a meeting room or the corridor — those
sat around you might not want to hear your forty minute

Email etiquette: Who really needs to be copied in and
do you really need to reply all? Adding unnecessary 7
/ \ items to inboxes isn’t helpful — the less thoughtfully you
communicate the less effective it will be.

Try not to take phones to meetings — or if you do, don’t l
text, email or whatsapp until the break. Take your cue
from the meeting leader.

Keep your desk tidy — even if you don’t mind the mess,
it doesn’t inspire confidence in your organizational

abilities.
The main conflict at work is generally sharing space g
1 O with other people — keeping strong-smelling food and (-—)
other odor sources out of the office will help keep you N 4

on the good side of your co-workers.
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Don’t be afraid to disagree with your colleagues, but
remember to keep it polite and not personal. 1 1




While the same common sense approach will apply in
any office, it is a good idea to try and adapt to

local customs to make the most out of your internship.
We’ve produced a list of simple tips that will help you

fit in as easily as possible with your local office!
However, always observe your co workers carefully and
follow their lead if you are unsure.
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