
  Business Etiquette    Business Etiquette 
  
 Question 1:  Question 1: 
 If I receive a phone call in the organization, I should answer: If I receive a phone call in the organization, I should answer:
  
 With a formal greeting ie. Good Morning, good afternoon or good evening, pick up the phone quickly, make sure With a formal greeting ie. Good Morning, good afternoon or good evening, pick up the phone quickly, make sure
there are no background noise and make sure that I am positive and friendly end the call with a Thank you. there are no background noise and make sure that I am positive and friendly end the call with a Thank you. 
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