
       
 

    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Why You Should Attend This Course: 
 
In today’s competitive business world, projecting a positive, 
professional image as a representative of your company is vital 
to your company’s and your personal success. Before selling a 
product or your company, you have to sell yourself first. 
 
This course focuses on non-verbal communication and 
behavioral skills. By utilizing role-playing, brainstorming 
sessions and discussions, the course will provide the 
knowledge and skills required to project a professional image. 
 
Learning Outcome: 
 
At the end of this course, YOU will be able to achieve the 
following: 
·  Project your company©s corporate branding through an 

understanding of the principles of successful personal 
imaging 

·  Conduct yourself confidently in business and social 
occasions with people of different cultural and social 
backgrounds 

·  Build rapport, business leads and profit with effective skills 
in networking and small talk 

·  Identify and project a positive image for yourself and the 
company 

·  Understand how body language influences your 
professional image 

·  Demonstrate good western and chinese dinning etiquette 
·  Know the two golden rules of business etiquette 
·  Demonstrate good telephone and e-mail etiquette in the 

work environment 
 
Course Outline: 
 
Projecting Your Positioning Statement 
 
You need to understand the link between your personal image 
and the role you represent at your company. We will discuss: 
·  The identity and corporate branding of the company and 

product 
·  Your image and personal branding 
·  The link between the company, your role and yourself 
·  Discover the 5 ways in which you communicate your 

personal brand 
 
Business Small Talk 
 
The ability to do this well goes a long way in uncovering needs, 
and promoting mutual understanding and respect. Through a 
role-play we will discuss: 
·  What is it? 
·  Why do you do it? 
·  Where do you do it? 
 
 
 

·  How do you do it? 
·  Starting the conversation 
·  doesn’t want to talk 
·  Introducing yourself 
·  Introducing others 
·  Appropriate topics 
·  Topics to avoid 
·  Leaving the group 
·  Dealing with the person who doesn’t want to talk 
 
Networking 
 
·  Building relationships 
·  Where and how 
·  Attending receptions 
·  Making the most of every event you attend 
·  Protocol for making introductions, meeting new people, 

handshakes and exchanging name cards 
·  How to approach prospects 
 
Dining Etiquette 
 
The discussion will include the specific do’s and don’ts of Western 
dining etiquette. 
·  Role of the Host and Guest 
·  Absolute no-no’s 
·  The order of the meal 
·  The difference between American and European style of 

dining 
·  Understanding the table setting 
·  The napkin 
·  Types of cutlery 
·  Holding cutlery, rest position, finished position 
·  Bread and butter 
·  Common terms like “aperitif”, “entrée” 
·  Seating arrangements for VIPs and Guests-of-honour 
·  Do’s and don’ts during business entertainment 
 
Wine Selection and Appreciation 
 
·  Old World and new world wines 
·  Types of wine 
·  Which type of wine goes with different food 
·  Selecting a wine 

i. From the menu 
ii. From the wine waiter 

·  Receiving the wine 
·  4 S’s of drinking wine 
·  Wine glasses 
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A Sit-down Western Lunch  
 
A practical session where participants will have the opportunity 
to practice seating protocol, playing hosts, guests and western 
style dining. At the end of the session there will be a debrief. 
 
Dressing to Influence 
 
You will learn tips on dressing successfully to project your 
company’s corporate image and yourself with confidence and 
success.  Topics include: 
·  Business Dressing do’s & don’t for men and women 
·  Colour Co-ordination 
·  Grooming 
·  Accessories 
·  Special occasion dressing – White tie, black tie, formal, 

semi-formal and smart casual 
·  The Total Look 
·  Upfront feedback 
 
Deportment and Body Language 
 
Your body message can create a positive or negative response 
depending on the situation and the person you are 
communicating with. Participants will discover how to project a 
positive body image. Topics discussed will include: 
·  Positive Postures – standing, sitting, walking, during 

presentations 
·  Eye contact with different people 
·  Confident and warm Facial Expressions 
·  Open and polite Gestures 
·  Positive and negative indicators of body language 
 
Chinese Dining Etiquette 
 
The discussion will include the many subtleties and nuances in 
Chinese dining, including the crucial cultural etiquette involved 
in business entertainment in China. 
·  Key concepts in understanding Chinese culture 
·  Differences in formal and informal dining 
·  The courses and table setting 
·  Handling cutlery 
·  Alcohol selection and toasting 
·  Seating styles 
 
A Sit-down Chinese Lunch  
 
A practical session where participants will have the opportunity 
to practice seating protocol, playing hosts, guests and Chinese 
style dining. At the end of the session there will be a debrief. 
 
 

Social and Business Etiquette 
 
Be aware by knowing how to create a positive working 
environment by dealing effectively with people you interact with 
everyday. Through a series of role-play we will discuss and 
observe the following: 
·  Visitors 

i. When you are host 
ii. When you are the visitor 

·  Introductions 
�  Handshakes 
�  Business cards 
�  Co-workers 
�  Female executive 
�  Meeting etiquette 
iii. As a chairperson 
iv. As a participant 

·  Telephone and voice mails 
·  E-mail 
·  Tele-conferencing and video conferencing 
 
For the course 
We will divide the dress code as follows: 
·  Formal 
·  Semi- Formal 
·  Lounge Suit 
**Participants are expected to attend the course in the dress code. 
 
Who Can Benefit? 
 
All professionals who want to enhance their success by building 
trust, likeability and competence in their relationships with 
customers and colleagues. 
 
Trainers’ Profile 
 
Sharlyn Stafford is a dynamic and successful corporate coach 
and consultant with more than 20 years of experience facilitating 
corporate training programs in Singapore, South East Asia, 
Australia and North America. 
 
Sharlyn’s personal premise advocates encouraging individuals in 
their life long learning and self-knowledge to achieve career 
results and personal wins. She achieves this by delivering tangible 
outcomes for her clients, which has established her as an expert 
in management development. 
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Date:  7 Aug 2009  
           13 Nov 2009 
Time: 9.00am – 5.00pm 
Venue: Anson Centre, 51 Anson Road #03-53 
Course Fee: 
�  S$480.00 
�  Excludes GST 
�  Lunch and refreshments will be provided 
�  MIS Members enjoy 15% discount 

 
Shirley has a Bachelor of Arts Degree in Economics, Sociology 
and Philosophy from the National University of Singapore. She 
studied Neuro-Linguistic Programming with the Master Trainer 
Institute of New York. 
 
Serving multinationals and statutory boards on a local and 
regional level, her client list cover various industries, including: 
 
·  Banking and Finance - AIA, Citibank, Credit Swiss First 

Boston, MAS, KPMG, UOB, UBS 
·  Education - NUS, Nanyang Business School, Jurong 

Institute, MIS, Ong Teng Cheong Institute of Labour 
Studies, Nanyang Girls’ Secondary School 

·  Government Institutions - NorthEast & SouthEast 
Community Development Councils, HDB, Ministry of 
Environment, LTA, SMRT 

·  Lifestyle - Cartier International, Lancome Cosmetics, 
Readers’ Digest, Glamour Shots 

·  Manufacturing/Logistics - TIMKEN, SANDEN, Singapore 
Technology Logistics 

·  Medical - Baxter Healthcare, Pfizer, SGH 
·  Trade/Property - Temasek Holdings, Sumitomo Trading 

Corporation, Diethelm, Unilever 
·  Travel - Singapore Airlines, Singapore Changi Airport 

Services Enterprise, Aerospace Training Center, United 
Airlines Technology – National Computer Services, 
Singapore Technology College, Defense Science 
Organisation, Hewlett Packard 

 

Her focus on corporate training and executive coaching with a 
firm foundation in interpersonal skills, communication skills, 
presentation skills and professional image – has garnered her 
a steady clientele from UBS AG (Hong Kong & Singapore), 
Ermenegildo Zegna, Reuters (Singapore), Monetary Authority 
(Singapore), United Overseas Bank (UOB), National 
University of Singapore, Singapore Technologies Group, 
Ernst & Young (Singapore and Australia) and many others. 
 
Sharlyn graduated with an honors degree in Business Studies 
and Tourism from the University of Waterloo in Canada. She 
is also a qualified Color and Style consultant from Colors Ltd 
in Toronto, Canada. 
 
She started her image consultancy business in Sydney, 
Australia in 1985, specializing in Color and Style imaging for 
men and women and Corporate Grooming programs. She 
now combines her thorough understanding of cross-cultural 
issues of the East and West, providing consultancy and 
training in Professional Image, Presentation Skills, 
Interpersonal Communication, Customer Service and 
Management Development. Her success in starting her own 
business consultancy and training company has served as a 
rich backdrop to becoming a professionally qualified 
corporate trainer and coach. 
 
Sharlyn has authored and published both “Imaging for 
Women” and “Imaging for Men” in 2003 and 2007 
respectively.  
 
Shirley Han is a Senior Consultant in Personal 
Empowerment courses. These include programs in 
Presentation Skills, Professional/Corporate Image, Grooming 
and Deportment, Interpersonal Communication, Conflict 
Management, Time Management, Customer Service and 
Telephone Etiquette. 
 
She is also a trainer in Singapore Airlines for their Cabin 
Crew and Ground Personnel in Etiquette & Deportment, 
Effective Communication and Professional Imaging. 
 
Besides being a trainer, Shirley’s overall experience covers 
other areas of marketing and communication. This includes 
Business Development, Advertising & Public Relations, 
Marketing & Communications, Client Management, and Event 
Management. Specialising in the lifestyle and service 
industry, she works in the capacity of a Creative Director, 
Copywriter and Art Director. This includes press liaison, 
scriptwriting for television commercials, corporate videos, and 
CDRoms. 
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