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The New Rules of Etiquette

You’ve mastered traditional business etiquette, seamlessly reaching for the right fork during a 
professional dinner while engaging in animated conversation with your dining companions. But at a time  
in which more business discussions take place via LinkedIn, Twitter or email than over cocktails and 
hors d’oeuvres, it’s just as important – if not more so – to know how to present yourself professionally 
using digital tools. 

Given the newness of social media and other communications vehicles, it’s easy to say or do the wrong 
thing. Unfortunately, missteps in this area can have lasting consequences: An online mistake can show 
up next to your name in an Internet search for years to come. To help you avoid falling victim to such 
blunders, OfficeTeam has created this guide offering insights into digital protocols, as well as advice for 
handling sticky situations. The information and tips are based on surveys of professionals, independent 
research, input from social media and etiquette experts, and our own experiences working with job 
candidates and clients throughout Asia Pacific. We hope you find this guide useful and invite you to 
contact us for more information or help with any of your recruitment needs.
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“Politeness is to human  
nature what warmth is to wax.”
~Arthur Schopenhauer, 19th century philosopher
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Professional Networking Sites, Including LinkedIn 

•	 Complete your profile. Provide as 
much information in your LinkedIn 
profile as you can. This might 
include your professional summary, 
work history and education. Be 
sure to add key accomplishments 
so other users get a clear picture 
of your capabilities, and request 
recommendations from past 
colleagues and managers. They 
can highlight and praise your 
accomplishments in a far richer 
and more credible way. 

•	 Request recommendations 
individually. Treat each request 
with the same respect you would in 
“the real world.” A generic message 
asking all of your connections 
to endorse you may fall on deaf 
ears. Think about it. Why create 
a personal recommendation for 
someone who can’t write personally 
to request one? When appropriate 
(and if it’s permissible by your 
company), recommend those  
whom you know the best and  

trust the most. Be careful, however, 
of what may be perceived as quid 
pro quo recommendations. If you 
recommend someone just as he or 
she has posted some kind words 
about you, your kudos may be 
viewed as “payback.”

Are you linking in or being left out? Professional networking sites are among the most 
popular ways of nurturing professional relationships today. Networking online is no different 
than rubbing shoulders at in-person networking events – it’s important to make a positive 
impression and follow the rules of the road. Here are some ways to get the most out of 
LinkedIn and similar websites:

t t
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