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The Wpsic rule of fhumbl]s to treat,others as
The fjgllo ing ard some(pasic tip

u ould like to be treated.

(@]

In GHneral
Shpile Friendliness goesalong a
KHep con ersations about o ork, ol golleagues and clients
pHSsiti e. It s important to bring up challe.! sin a constructi e
mynner
Wait until someone is finished speaking before making our point.
Ne erinterrupt
Focuson our ork.An te ting, surfingthg¢ eb, phone calls, and
Facebook updates can ait until ou are on break

A oid contro ersial topics (politics, religion); instead chat about safe
topics like sports and ne s facts (not opinions)

Be tactful and diplomatic hen ou are e posed to confidential
and/or personal con ersations

A oid making assumptions about someone s intent. If ou are
concerned ith something, gi e the indi idual the opportunit to
clarif in a non-confrontational manner.

A oid profanit /s ear ords

Your Supervisor
Make sure that ou understand our super isor s e pectations. If ou
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