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Abstract. We Advocate Truthfulness, Accuracy, Honesty, and Reason as
Essential to the Integrity of Communication. As public speakers, one of the first
ethical areas we should be concerned with is information honesty. Social
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prepare and deliver your speech, you ave a clear idea of what you want to
achieve and how you want to impact your audience. Your purpose will guide your
choice of topic, tone, language, and structure. It will also help you avoid irrelevant or
inappropriate content that might confuse or offend your listeners. For example, if
your purpose is to inform, you should focus on facts, evidence, and examples. If your
purpose is to persuade, you should appeal to emotions, values, and beliefs. Another
essential rule of public speaking etiquette is to know your audience and tailor your
speech accordingly. You should research your audience's background, interests,
expectations, and needs before you design your speech. You should also adapt your

speech to the context, occasion, and setting of your presentation. For example, if you
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are speaking to a professional audience, you should use formal language, avoid

jargon, and cite credible sources. If you are speaking to a casual audience, you should
use conversational language, humor, and stories. Respecting your time limit is a sign
of professionalism and courtesy. You should practice your speech beforehand and
time yourself to ensure that you can cover your main points within the allotted time.
You should also check with your host or organizer about the schedule and the format
of your presentation. For example, if you are part of a panel or a Q&A session, you

should leave some time for interaction and feedback. If you are the only speaker, you
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people with a smile and a hello. If ¥e ¢ what to say, a simple “Hello, how
are you?” will suffice. When meeting someoné for the first time, it is also important to
introduce yourself and make eye contact while shaking hands. Be clear and concise
when communicating with others. Avoid using slang or jargon that may be unfamiliar
to the other person. Be mindful of your non-verbal communication, such as body
language, as it can convey a lot of information about your intentions and emotions.
Conclusion. Good manners and a professional attitude is an important intangible
skill in the work environment. Employers want to hire and your peers will want to
work with friendly, pleasant, and polite people. These intangible skills are called

Business Etiquette. Business etiquette refers to the expected behaviors and norms
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governing how individuals conduct themselves professionally. It goes beyond

social gatherings and encompasses various aspects of professional interactions,
including how individuals present themselves, communicate, and behave in the
workplace. office etiquette is an important aspect of professional behavior that
contributes to a positive work environment and helps employees establish strong

relationships with their colleagues.
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