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Workplace Etiquette & Conduct

 

Program Positioning
 

Block1— UnderstandingProfessionalBehaviorin the Modern
Workplace (Expanded)

Best For

Delivery Style
 

Outcome Level
 

This program is ideal for:

Early to mid-career professionals
Individual contributors
New team leads
Professionals working in corporate and client-facing environments

Corporate environments
Client-facing roles
Cross-functional teams
Hybrid and digital workplaces

 Well suited for professionals with 0–7 years of experience
Ideal forthose preparingfor lead, client-facing, orleadership-trackroles

Highlypractical,behavior-focused, and designed for real workplace application.

In today’s fast-changing professionallandscape,how you behave at work is just as important as what
you know. Professional behavior, workplace etiquette, and conduct directly impact trust, reputation,
teamwork, and career growth.

This program is designed to help professionals build modern workplace etiquette, professional 
behavior, and strong conduct standards across communication, meetings, digital interactions, 
teamwork, and client environments. It eliminates common behavioral mistakes that damage credibility 
and replaces them with habits that reflect confidence, maturity, and professionalism.
This program is especially valuable for professionals working in:

Participantsdevelop strong professional conduct, workplace etiquette awareness, confident behavior,
and credibility in modern work environments.

✅

✅



Maintaining professionalism in quick chats and informal messages
Managing digital tone during stressful conversations
Knowing when to reply, follow up, or escalate
Avoiding over-sharing and digital misinterpretation

 Outcome: Confident, respectful, and disciplined digital behavior.

This session focuses on daily workplace etiquette and professional manners. Participants learn how
to behave appropriately across different work situations.

Additional focus includes:

Professional greetings and first impressions
Respectful interaction with peers, seniors, and clients
Managing personal behavior in shared workspaces
Handling informal environments without losing professionalism

✅ Outcome: Strong awareness of proper workplace etiquette and consistent professional manners.

Block 3 — Digital Etiquette & Online Professionalism
(Expanded)
This block strengthens behavior in digital environments. Participants learn how professional conduct
applies in emails, messaging tools, video meetings, and online collaboration.

Additional focus includes:

This session establishes what professional behavior truly means in today’s workplace. Participants
learn the difference between casual behavior and professional conduct and why perception plays a
major role in career growth.

Additional focus includes:

How everyday behavior shapes long-term professional image
The difference between intention and perception at work
How professionalism evolves across roles and seniority
Why consistent conduct matters more than occasional performance

✅ Outcome: Clear understanding of what professional behavior looks like in modern workplaces and 
how it impacts career growth.

✅

Block 2 — Workplace Etiquette & Professional Manners
(Expanded)

Block 4 — Professional Conduct in Meetings & Workplace
Interactions (Expanded)



This session focuses on respecting diversity and working professionally across cultures,
backgrounds, and communication styles.

Staying composed during workplace provocation
Responding to criticism without emotional reactions
Handling mistakes with accountability and maturity
Maintaining dignity during conflict or correction

 Outcome: Calm, controlled, and mature professional behavior in challenging situations.

This session builds awareness around ethics and responsibility at work. Participants learn how
professional behavior connects with honesty, integrity, and accountability.

Additional focus includes:

Understanding gray areas in workplace ethics
Handling sensitive information responsibly
Taking ownership without fear of blame
Protecting personal and organizational reputation

✅ Outcome: Strong ethical awareness and dependable professional conduct.

Block 6 — Handling Difficult Situations with Professionalism
(Expanded)
This session builds the ability to behave professionally under pressure. Participants learn how to
manage behavior during stress, disagreements, and sensitive workplace situations.

Additional focus includes:

This session focuses on how professionals should conduct themselves during meetings and everyday
interactions.

Additional focus includes:

Preparing mentally and behaviorally before meetings
Handling disagreements without creating tension
Being assertive without sounding aggressive
Demonstrating confidence through posture, voice, and timing

✅ Outcome: Strong professional presence and influence in workplace interactions.

Block 5 — Ethical Behavior & Workplace Responsibility
(Expanded)

✅

Block 7 — Cross-Cultural Etiquette & Inclusive Professional
Behavior (Expanded)



On successful completion of the program, learners receive:

Knowledge Que – Course Completion Certificate
Recognition of 8 Professional Development Units (PDUs)
A digital certificate suitable for:

LinkedIn
Resume & Portfolio
Professional Profiles

Issued by Knowledge Que – Powered by Experts

Participants complete the program with:

Strong professional behavior awareness
Improved workplace etiquette and conduct
Higher professional credibility and trust
Better control in difficult situations
A clear personal professional behavior improvement plan
A Knowledge Que Course Completion Certificate (8 PDUs)

Additional focus includes:

Understanding unconscious behavioral bias
Respecting differences in communication styles
Avoiding language or actions that may offend others
Creating psychologically safe professional environments

✅ Outcome: Respectful, inclusive, and globally appropriate professional behavior.

Block 8 — Personal Professional Brand & Long-Term
Workplace Conduct (Expanded)
The final session focuses on building a strong professional image and maintaining consistent long-
term workplace conduct.

Additional focus includes:

Aligning daily behavior with long-term career goals
Developing a reputation for reliability and integrity
Avoiding behavior that damages trust slowly over time
Creating a sustainable professional growth identity

Each participant creates a 30-day Professional Behavior & Etiquette Action Plan.

✅ Outcome: Strong professional identity, credibility, and long-term career conduct.

✅ What You Will Walk Away With

 Certification (Delivery-Neutral & Legally Safe)✅



✅ Why Knowledge Que
Expert-led, workplace-relevant training
Practical behavioral frameworks with real application
Skill-focused learning for immediate results
Programs designed for modern professionals
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