
The Perfect Handshake

1. STAND 2-3 feet away
2. Look the person in the eye and 

SMILE
3. Extend your RIGHT hand
4. Fingers together, thumb 

extended, palm facing in
5. Grasp (firmly but not too hard) 

the right hand of the other person
6. WEBS touching!!
7. Pump hand up and down 2-3 

times
8. Let go : )



Remember:
● The word 

“minute” is longer 
than the word 
“hour”  

● The marks 
between the 
numbers each 
represent 1 
minute.





1. Start with the total 
amount of the 
purchase in mind

2. You are going to add 
enough money to 
that to equal the 
amount that the 
customer gave you

If the bill was 15.50 and the 
customer gave you $20  
Begin at 15.50 and make it 
an even 16 by giving them 
.50, then count out $1 bills 
until you get to $20.  
Simply count out loud until 
you get to the required 
amount.  There is no 
adding or subtracting 
needed!!!!!



Hold the door open if:

● The door will 
not have time to 
completely 
close before the 
next person 
enters

● The next 
person has 
their hands full 
or is 
pushing/pulling 
something

● You are 
greeting 
someone or 
welcoming 
them into your 
home or 
business

Holding The Door: Notice that he is standing outside of 
the doorway!! Do not block the entry with your body.



Calculate a Tip
20% for Excellent Service 15% for Average Service

NEVER TIP LESS THAN 10%----ALWAYS CONSIDER THE TIP 
AMOUNT WHEN CHOOSING TO EAT OUT!!!



How to write a great Thank You note!
1. Greeting.  (Dear Mr., Mrs., Ms, Miss, Dr. etc…)
2. Direct statement of thanks. (I am very grateful for, Thank you very much for, 

It was very kind of you to etc…)
3. How will you use or benefit. (The candle you gave me will look beautiful in 

my living room.  Your generous donation helped us to…  Your kindness made 
me feel…)

4. Restate your gratitude in closing. (We can never thank you enough.  I look 
forward to seeing you next year.  Your generosity will continue to help…)

5. Closing. (Sincerely, Gratefully, With Thanks, Love, With Gratitude etc)



How to Read a   Medicine Label

ACTIVE INGREDIENT
The parts of the medicine that 

make it work

USES
Describes the symptoms 

that the medicine treats

DIRECTIONS
Indicates the amount or dose 

of medicine to take, how 
often to take it, and how 

much you can take in one 
day

INACTIVE INGREDIENTS
Ingredients not intended to 
treat your symptoms (e.g., 
preservatives, flavorings)

WARNINGS
Safety information including side 
effects, the questions you should 
ask a doctor before taking the 
medicine, and which medicines to 
avoid using at the same time. You 
can also find the Poison Control 
Center phone number here.

OTHER INFORMATION
How to store the medicine.

QUESTIONS OR 
COMMENTS
Call the company if you 
have questions about a 
specific medicine.



Introduce Yourself
And Others

● Speak CLEARLY
● Look them in the eye
● LISTEN for their name
● Repeat their name

○ ‘Hi George, it’s nice to meet you”



Open a Frozen Car Door Method 1: Using your whole body, 
apply pressure to the outside of the 
door, this can break the ice and 
allow you chip it away.

Method 2: Pour luke warm (not 
boiling or hot) water around the door 
seal and handle.

Method 3: Use a hair dryer with an 
extension cord.

DON’T: Use boiling water, or yank on the handle.  This can cause damage to your door!!



Is it Really THE FLU?????
● The flu is a virus! 
● There is no cure!
● The best prevention is the flu shot
● And lots of hand washing.  
● STAY HOME if you have a fever
● Flu can spread from 6 feet away!

80,000 flu related deaths in 2017!!!!!



Phone Etiquette

Do’s

● Smile while talking
● Use clear verbal answers 
● Have everything you will need 
● Minimize distractions Don’ts

● Chew gum
● Have side conversations
● Make calls when you have 

limited time



Table Manners: Elbows OFF the table!

ONLY OK in casual setting

Proper elbow 
placement for 
any setting.



Calculate a Sale Price

        You Try

Original Price: 32.99

Sale: 20% off

New Price:



Avoid Hanger Dimples in Sweaters
Ha

nger dimples (shoulder bumps) are 
ugly but preventable!!!



A Good Apology

1: I am sorry for….

2: This was wrong because….

3: In the future I will…...

4: Do you forgive me?

5: High Five, Fistbump, Handshake or Hug!



Funeral Procession Etiquette
What is it?  When mourners travel from the 
building where the funeral was held to the cemetery 
they typically travel together in one long line.

How do I know I’m meeting one? They will 
be moving slowly, possibly with a police escort.  You 
might see a hearse or limousines at the beginning. 
MOST cars will have headlights and hazards on.

What do I do? 

● If you get behind one, settle in.  DO NOT 
PASS!  

● If you are meeting one PULL OVER.  Remove 
caps for an added touch of respect.  

● If you are pulling out and you see one coming, 
DO NOT attempt to pull into the middle of it.



Where to go when you’re sick
Primary Care Provider-Your regular doctor (not everyone has one).  Usually at a clinic or 
“doctor’s office”. Appointments are necessary.  Can see you for most illnesses, injuries 
and preventative care.  Could take a few days to be seen.  Preventative care can be 
booked months in advance.

Walk-In Clinic-No appointment needed.  Best for sickness or minor injuries (sprains, 
blisters, rashes etc).  You will be seen by ANY doctor that is available.  Sometimes the 
wait is VERY LONG.

Urgent Care-No appointment needed but you can call ahead.  Go here for sudden onset 
of illness (sudden high fever, dizziness, uncontrollable vomiting or diarrhea) or minor 
injuries (minor burns, sprains, cuts).  

Emergency Room-Go straight to ER for major injuries (broken bones, lacerations) or 
severe illness (loss of consciousness, seizure, disorientation, tightness in chest).



Check Tire Pressure
1. Park in a safe, flat area
2. Remove the cap from the stem
3. Firmly attach the pressure gauge
4. Some air might leak out--it’s OK!
5. Wait for the gauge to stop moving
6. Check your car’s manual 



How to Set a Table 
Think of the word

FORKS



Some helpful tips:

● Choose an appropriate sized box
● Have all supplies (paper, tape, scissors) 

nearby
● Trim paper to manageable size
● If in doubt, tape it



How to Tie a Square Knot

1.



Iron a Shirt



Leave a Professional Voicemail



Conversation etiquette-don’t interrupt



Thread a Needle
● Don’t lick it!
● Cut the tip at an angle
● If it frays, snip the end off
● Be patient!!!


