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The author of “Business Etiquette: 101 Ways to Conduct Business with Charm and Savvy” attempts to prepare the reader in approaching simple to complex issues of business etiquette and protocol for a wide variety of business settings.  The author’s advice applies to many positions including the entry-level office position to the executive in a multinational corporation.  This book is best suited for those with little business experience however it doesn’t hurt for business veterans to polish up from time to time.
Conducting business with charm and savvy can make the difference in landing a huge sales contract or getting that initial job right out of college.  Making an investment of attention in the other person and making an effort to learn more about others than you share about yourself are the two guiding principles.  Make the person with whom you deal feel as though he or she is the most important person in your world. 
The author includes topics such as proper etiquette for the initial business encounter, handling business attire, proper correspondence, phone impressions, protocol for meetings, handling business social situations and coping with difficult people.  This is particularly important for today’s job seekers.  With long lines of applicants, they must stand out as the one to keep.  I have highly recommended this book to my Senior Seminar students as we at WCU are making every effort to prepare “business-ready” graduates.   

One of my favorite topics covered in the book is email etiquette.  Many conversations that were once carried out face to face where we could read facial expressions are now conducted completely by email.  We must conduct ourselves faster than ever and this means doing so by email but we must learn to make the first right impression in our hurried worlds without careless errors that could potentially lose business for our organization.  For example, many senders of email do not realize that putting an exclamation point at the end of any statement represents shouting. Depending on the subject matter, this may be misunderstood which could lead to a very uncomfortable conflicting work environment.  

This book gives sound and critical advice for individuals in the business arena offering excellent tips on most any business encounter and can be utilized by even those who think they have etiquette under wraps.  In my years of work as Controller and an experienced manager of others, many times an employee’s performance appraisal was negatively impacted by improper etiquette and not necessarily all conclusive of their specific work performance.  Most anyone should take the time to polish up a bit for future growth potential in any career path.  It can make the difference in landing a job of choice or the job of necessity.  
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