

	
	
	



Managing yourself & workplace etiquette
worksheet 1

This worksheet will help you focus on how others experience you in professional settings.  There are a number of activities to work through, with spaces below for your notes. 
Every workplace has expectations about what you say and do. And every workplace has a Dress Code and Code of Conduct (see Worksheet 2 in this module). What is important is that the way you present and conduct yourself is consistent with the expectations of the professional setting – some people call this etiquette.
Personal Brand is the way that others see you and understand who you are, particularly in the workplace. In short, it’s your reputation. 
Each interaction you have with others has the opportunity to create a memorable experience, teaching them what they can expect from you. When you’re consistent in delivering those experiences, you build a strong reputation in the workplace. Your personal brand becomes a unique promise of you, and it helps open doors to greater opportunities.
As part of your research in this module, a good thing to do would be to ask other people “What do you think I’m known for?” and “How would you describe me to an employer?” This should reveal your strengths, and your reputation as they see it now.

Make some notes here about the answers you get when you ask people these questions:



How do you want people to remember you and describe you (your reputation)?




In the workplace, what do you really want to become known for?






What will you do to ensure that people describe you this way?


So, what can you do to shift or shape your Personal Brand?  Here are some tips to take away and put into action:
· Find a set of words that describe your strengths, and use them to describe yourself eg. I’m creative and always willing to take on a new challenge (key words are creative and challenge)
· Think of someone you admire in the career that you want to have, and look at their LinkedIn profile to see how they describe themselves, and also how others describe them
· Ask questions of your manager and others in the workplace to seek what are the expected skills and reputation for your role
· Get used to asking for feedback – a good question to ask is “How did I do?”…. follow up by asking “What could I improve on?”
· Focus all of your activity and effort on being consistently who you want to be known as ie. if you want to be known for being positive and optimistic, then find every opportunity to say positive things, encourage others and talk about how things can be better
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