
SOCIAL ETIQUETTE 
 
 

Social etiquette seems to be a lost art in this age of drive-through windows, big 
screen TVs, the internet and cell phones, but it does not have to be.  
 
Office Party Survival Tips  
 

1. If alcohol is served, resist the urge to overindulge.  
2. Revealing clothes are best kept for purely social functions. You are still at 

work even if you are not technically in the office. Your coworkers do not 
need to know about your affinity for wild animal prints.   

3. Be prepared to socialize, mingle and talk about something other than 
work. Read the paper the day of the party so you have at least a small 
clue about current events. If you are not a geography whiz but world 
affairs do come up, don’t fake it. You will get caught. Just practice your 
listening skills and ask good questions. Sooner or later the conversation 
will turn to something you do know about.  

4. If someone is making small talk with you, give more than a one-word 
answer. You never know when that person will have a say in a project or 
promotion.  

5. Do not be the last to leave, especially if you are a junior employee. Good 
guests know when to go home. 

 
Cell Phone Tips  
 

1. Your cell phone does not have to go everywhere you go. There are times 
when you should never answer your cell phone. Movie theatres, plays and 
restaurants are no place for cell phones. Even more so, cell phones 
should be left in the car when you visit churches and funeral homes. At the 
very least, they should be on the vibrate setting during these times. If you 
think it may be an emergency, excuse yourself and return the call once 
you have stepped outside.  

2. Do not let answering your phone be the end of you. If your cell phone 
rings while you are driving, wait until you have pulled over before you 
answer or return the call. Your life and the lives of people around you are 
much more important than your phone call. If you are expecting an 
important call, your hands free attachment should be in your ear or in easy 
reach to allow you to answer your call effortlessly.  

3. Watch where you are going; be alert. Just because you are engrossed in 
your conversation does not mean you should not be alert. Not only can 
you trip or bump into someone and cause an embarrassing situation, but 
you could be putting yourself in a position to be mugged or worse because 
you are not paying attention to what is going on around you.  

4. Use your quiet inside voice. Do not yell into your cell phone. Not only can 
the person you are speaking with hear you, but so can everyone else 



within range. Be courteous of others’ right to peaceful enjoyment of 
whatever it was they where doing before you walked into the room.  

5. Know your ring. Program a unique ring into your cell phone so you do not 
always look at your phone whenever you hear a ring.  

6. Save it for later. Certain discussions should not happen on the cell phone. 
Arguments, for example, during which you may not be able to control your 
emotions, should not happen while you are driving, or even in full view of 
other people. Likewise, do not have conversations about your personal 
business or about anything “x-rated.” Passersby really do not want to hear 
such conversations.  

7. Excuse yourself. With the invention of wireless or near invisible cell phone 
earplugs, people cannot tell whether you are talking to them, someone on 
the cell phone or your invisible friend. Always say “excuse me” before 
starting a cell phone conversation and politely turn away before speaking 
to your caller.  

8. Keep it short. In social situation where you are entertaining friends or 
clients, do not have long cell phone conversations. It gives the impression 
that you do not value the time of the person in front of you.  

9. Let it ring. The world is not going to stop spinning if you ignore your cell 
phone ring. If you are conducting important business, shopping or even 
spending time with family, ignore the cell phone and return your call later.  
 

 
General Social Etiquette Tips:  
 

1. Greetings — Always say “hello” or “good morning.” Use eye contact and 
be sincere.   

2. Proper Handshake — This is a great first impression. Extend your right 
hand, make web-to-web contact (to prevent a wimpy handshake) and 
shake twice. Always stand up when you shake hands with someone.  

3. Thank You Notes — Handwrite thank you notes for gifts you have 
received.  

4. Please and Thank You — These words will always be magical.  
5. A Good Sport — Always be a good sport in ALL aspects of life.  
6. Telephone Etiquette — Speak clearly, and always take detailed 

messages.  
7. Table Manners — This is a critical life skill that must be mastered in order 

to move through life with confidence.  
8. Interrupting — Respect others and be a good listener.  
9. Friendships — Forming friendships is very important for living a fulfilling 

life.  You have to be a friend to have a friend. Always remember the 
Golden Rule.  

10. Manners Out And About — Your manners follow you everywhere you go 
and for the rest of your life.  

 

 

Taken from www.essortment.com  


