( The
Career
Wardrobe

Empowering Women to Succeed www.careerwardrobe.org

Living an Empowered Life: First Impressions
By Lisa Richey, The American Academy of Etiquette

Handshakes
e Always stand for handshakes
e Extend your right hand, make web to web contact, and shake twice
e Eye contact is very important

Introductions
e For a business introduction the most important person’s name comes first
e Always stand when making an introduction
e Offer information about the people you are introducing
e For casual introductions it doesn’t matter whose name comes first

Email Etiquette
e Remember this is an extension of who you are
Keep it brief
Have a greeting, a message, and a closing
Do not pass along jokes, chain letters, or angry emails
Do not use “cute icons” or IM abbreviations

Thank You Notes
e When you send a handwritten note it leaves a lasting impression
e Use good quality stationary
e Send ASAP

Dress the Part
e Buy quality not quantity
e Dress for the job you want not the one you have
e Invest in a few good business suits

The American Academy of Etiquette - lisa@richeyassociates.com
800-839-4640 - www.americanetiquette.com

1211 Chestnut Street, Suite 205 ® Philadelphia, PA 19107 ® T 215.568.693 ® F 215.568.5998

The official registration and financial information of The Career Wardrobe may be obtained from the PA Department of State by calling toll-free within PA,
1-800-732-0999. Registration does not imply endorsement.


mailto:lisa@richeyassociates.com

