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Foreword 

By Cyndee Paulson-Heer 
 

I met Tina at a networking event.  She was as polished as 
she was beautiful.  Her smile radiated and her eyes 
sparkled.  It was easy to connect with her and I found her 
to be delightful.  Over a period of about one year our 
paths crossed multiple times.  Even though I considered 
myself as one who knew a lot about etiquette, I decided to 
take one of her classes.  It proved to be both informative 
and enjoyable.  
 
I initially thought of etiquette as a set of “courtesies” that 
guide “proper” behavior.  I enjoyed it, and always loved 
the old-fashioned movies that portrayed that set of skills, 
but I was also left with a feeling that etiquette was for 
“stuffy” people.  To my surprise and enjoyment, working 
with Tina opened my eyes to a whole new understanding.   
When Tina contracted me as her book-coach and 
publisher, I embraced her vision of reaching teens and 
young adults with this set of skills so that they can improve 
their confidence, connections, and open more personal 
and professional doors.  
 
Tina is a boomer girl.  She grew up in Richmond, California.  
She was not born with a silver spoon.  She worked her way 
through college and into a job that stretched her beyond 
her comfortable limits. Driven by her determination she 
set out to learn the skills that would help her grow and 
feel more at ease and confident in her new world.  She 
learned how to dress, how to present herself in various 
situations, and how to start and maintain a conversation.  
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By learning these skills Tina was able to improve herself 
and open new doors.  
   
Throughout her book, Tina breaks through out-dated 
thinking about etiquette and brings her reader into the 
21st century telling why and how it is relevant to the 
quality of one’s life.  She spotlights a world without 
etiquette: i.e. sneezing, coughing, belching, speaking 
loudly, and using inappropriate language in public.  She 
builds etiquette upon a foundation of consideration, self-
respect, and respect for others, and shows how it can 
enhance your world, and move you closer to your goals. 
 
When you break life down, it is based upon a series of 
relationships, not only with people, but with concepts, 
beliefs, thoughts, and things (material objects such as our 
cars, houses).  The meaning we give to these relationships 
string together to form our beliefs, fears, passions, and 
values; they, in turn, form our view of the world and shape 
our attitudes.  Our attitudes drive our thoughts and 
behaviors, close or open doors for each of us, and 
influence what we do when we walk through a particular 
door.   In bringing you “Getting Ahead with Etiquette”, it is 
our hope that you will soften your heart, develop these 
social-skills, and interact with people and life in a “soft” 
respectful way.  Through this process, you will make better 
connections and build better relationships because it is 
from that place of softness that you discover your true-
self, and create yourself and your life with purpose and 
intention.  
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Introduction 
 

“Getting Ahead with Etiquette” is my gift to teens and 
young adults.  My main purpose for writing this book is to 
help you understand how you can get ahead with a set of 
soft-skills called etiquette.  In a competitive marketplace, 
understanding and exhibiting proper etiquette behaviors 
will give you a “leg up” in the professional world, and keep 
you a step ahead of others.    
 
In reading my story, you can better understand how 
etiquette was the underlying component to my success. 
 
My name is Tina Hayes.  This is my story . . . 
 
High School Years - I was raised in Richmond, California.  
As a teenager, I never considered myself smart; therefore, 
I dedicated much time to my studies.  As a result, I earned 
high grades and graduated with honors in just three years.  
What an experience to graduate as a Junior!   
 
College - Following high school, I immediately went to 
college, California Polytechnic State University, San Luis 
Obispo, to study Graphic Arts.  During my five year college 
tenure, I changed majors and schools.  In 1985, I 
graduated with a Bachelor of Science degree in Business 
from California State University, Hayward.  I then married 
my high school sweetheart and we had two children. 
 
Career - After graduation, I was hired as a Personnel 
Supervisor for a temporary agency.  I was responsible for 
interviewing candidates for temporary work assignments.  
After two years, I went to work for a small corporation 



                               Getting Ahead With Etiquette 9 
 
performing a variety of accounting and administrative 
functions.   
 
My next job was with a large corporation where I worked 
for 17 years in a variety of positions.  The majority of these 
positions were in accounting; however, I also assisted with 
College Recruiting and worked as a Training Coordinator.  I 
was hired as an entry level accountant, and then worked 
my way into accounting management.  Through my 
“actions” and self presentation skills I earned a good 
reputation.  Working as an accountant in Corporate 
America was not easy for me.  To compensate for my lack 
of technical (accounting) skills and knowledge, I developed 
strong business soft-skills (personal qualities, habits, 
attitudes and social graces that make a person a good 
employee and compatible to work with).   
 
I brought to work a positive attitude.  I dressed 
professionally.  I took pride in my work.  I was reliable 
and kept a good attendance record.  I was courteous, a 
team player, and considerate of how I treated others.  I 
also showed a high level of respect toward others and 
easily adapted to new situations and challenges. 
 

One of the requirements of my first management position 
involved travel and attending meetings where I had to 
represent the company I worked for in both business and 
social settings.  When I first began attending these 
meetings, I felt intimidated and under-qualified.  I was 
unfamiliar with business protocol outside of the office and 
I lacked networking skills. 
 
I was often faced with situations which required me to 
mingle and connect with people I didn’t know.  I will never 
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forget how uncomfortable I felt walking into a convention 
hall with more than 300 strangers and having to start a 
conversation.   
 
Oh, and the feeling of defeat when I dined at the formal 
dinners held in huge, beautiful, five star ballrooms.  I was 
awed by the nice china place settings, crystal glassware, 
chandeliers and cloth napkins but had no idea how to 
present myself or how to eat in that type of fancy 
environment: I didn’t know which fork to use, how to hold 
my fork and knife correctly or how to properly cut my 
food.  
 
Here I was a College Graduate, in management, and 
making a lot of money; however, I could not “dine” 
properly!  Could you imagine my embarrassment? . . . 
and that is putting it mildly! 
 
As a result of these experiences, I eventually developed 
strong social, business, and dining etiquette skills.  The set 
of skills I developed softened and refined me.  I grew more 
comfortable within myself.  I also grew in confidence and 
success.  It is now my goal to teach you these soft-skills so 
that you will never have to feel uncomfortable and 
awkward in social and professional environments. 
 
The success that I have achieved is the result of my soft-
skills, and how I interact with, and present myself to 
others.  Etiquette is not about the ability to look 
sophisticated.  It is about a set of skills that can refine 
you, help you better connect with others, be more 
comfortable with yourself, and feel more confident.  
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I truly believe that every person reading this book will 
learn tools to be more successful and accomplish great 
things in life.  That is my wish for you!   
 

Tina Hayes 
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The Value and History of 

Etiquette 

 
Many people think etiquette is a list of rules that tell us 

how we should behave.  These rules are loaded with many 

expectations that, if not understood, can put some people 

off.  The list includes such things as: 

 Chew with your mouth closed. 

 Cover your mouth when you cough. 

 Keep your elbows off the table. 

 Say excuse me when you belch. 

 Shake someone’s hand when you meet them. 

 

Most people have learned that the above gestures are the 

Proper and Polite things to do to show respect for others 

and to behave in a respectful manner; however, it goes 

much deeper.  

 
Etiquette is about Consideration and Respect. 
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Proper Etiquette will: 

 Change the way people view and treat you. 

 Help you gain the respect of others. 

 Build self-esteem, self-confidence, and self-respect. 

 Help you step into another’s shoes, and connect 

you with how you would like to be treated. 

 Teach you how to behave and help you feel at ease 

in a variety of environments including Social, 

Dining, Networking, and Professional Situations. 

 Help you feel more comfortable around people of 

varying social backgrounds. 

 
The soft-skills of Etiquette can help you open and grow as 

a person, and soften you so you can experience more 

fullness of life.  Etiquette can open doors for you. 

 
A World without Etiquette 
 
What would the world look like without etiquette? 

 Selfish, boorish, uncivilized behavior. 

 People sneezing and coughing without covering 

their mouths, possibly spreading disease. 

 People talking loudly on their cell-phones. 

 There would be no “Please” “Thank You” or “After 

You.” 
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What is Etiquette? 
 
The Webster Dictionary definition of Et-i-quette is 1. the 
forms, manners, and ceremonies established by convention 
as acceptable or required in social relations, in a 
profession, or in official life.  2. the rules for such forms, 
manners, and ceremonies.   
 
Etiquette, therefore, is the set of social rules we live by, to 

show respect toward others and ourselves.  In its most 

simplistic form, etiquette is defined as, “The rules that 

guide people’s behaviors.”  

 
Etiquette is Not: 
 

 Some old-fashioned set of rules that is not needed 
or used anymore.  

 Something that is taught only in finishing schools. 

 A set of behaviors associated only with dining. 

 
Some History about Etiquette:  
 
Much of today’s formal etiquette originated in the French 
Royal Court during the 1600’s.  King Louis XIV did not 
appreciate people walking on his lawn and through his 
garden during his parties; therefore, he had signs or tickets 
posted everywhere to guide his guests as to where to walk 
and how to conduct themselves at his functions. These 
signs and tickets were the beginning of Etiquette. 
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Etiquette is a French word meaning Ticket.   

One can think of Etiquette as their  

Ticket to Success 

 

 Etiquette can open doors to a world of possibilities. 
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First Impressions 

 
It is part of the human condition to assess and draw 

conclusions about people and situations.  It is so natural 

that our first assessments are drawn within seven seconds 

of meeting someone.  This chapter is about First 

Impressions and Putting Your Best Foot Forward.  Chances 

are you have heard it said that “First impressions are 

lasting ones, so make them count!” Make it your GOAL to 

leave a Positive First Impression, and you will build a 

respectful reputation and a network of quality 

connections.    

 
First Impressions are formed from your Overall 

Appearance and Demeanor.  

 
The following list will help you pinpoint areas that you can 

control in helping make a good first impression: 

 
Clothes:   

 Make sure your clothes are clean, pressed, and fit 

properly.  
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 Dress appropriately for the occasion. 

 
Hair: 

 Make sure your hair is washed and neatly combed. 

 Style it appropriately for the occasion. 

 

Approachability:  

 Smile. A warm smile has a pleasant effect on 

others.   

 Be friendly and approachable. 

 
Posture:   

 Sit and stand respectfully. 

 Do not look at the ground.  Hold your head up. 

 Do not slouch. Stand with Confidence—Proper 

upright posture conveys confidence.  It will not 

only lengthen your body, but it can also boost your 

spirits. 

 
Speech: 

 Enunciate your words clearly. 

 Commit to expand your vocabulary on an ongoing 

basis. 

 Pay attention to the way you articulate, improve 

where you can. 

 Limit the use of slang and use it ONLY when 

appropriate. 
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Self Presentation Skills: 

 Extend a proper handshake. 

 Genuinely smile.  

 Make eye contact. 

 Control nervous gestures (nervous knee bouncing, 

pen clicking, playing with your hair, scratching, nail 

biting or cracking knuckles). 

Note:  Research shows that body language, including your 
posture and nonverbal communication, is responsible for 
90% of your message.  In other words, people pay more 
attention to how you act, sit and stand than what you say. 
Focus on that first impression.  
 
Some tips to help you with good body posture: 
 

 Exercise regularly to strengthen your bones and 
core. 

 When appropriate, view yourself in the mirror, 

taking note of how you stand. 

 Pay attention to how you sit in casual situations, 
and make small adjustments to improve your 
posture naturally. 

 

“You Never Get a Second Chance to Make a First 
Impression” 
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General Dining Etiquette 

 
Have you ever shared a table with someone who stuffed 

their mouth so full they looked like a chipmunk? Worse 

yet, that someone started talking, sending food particles 

flying in your direction!  They may have even used their 

sleeve as a napkin or talked so loud it sounded like they 

were yelling.  

 
In a fine dining situation, have you ever wondered: 

 Why are there so many forks?  

 Which one do I use first? 

 Which glass is mine?   

 What do I do with the napkin after I finish my 

meal?   

 That’s my bread plate… I think?  

Long ago, we were taught the answers to these questions, 
either at the dinner table or in school.  Today, schools 
place more emphasis on sports than manners, and table 
etiquette is rarely taught in the home.  Does this mean 
that etiquette is no longer important for those of us living 
in the 21st Century?  No! To the contrary, knowing proper 
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dining etiquette is as important today as it was hundreds 
of years ago.  Etiquette plays a significant role in how we 
are viewed by others, and our dining decorum is a visible 
display of our manners.  Knowing proper table 
mannerisms is not only important for the teen 
experiencing his or her first date, the bride and groom on 
their wedding day, the business professional, or the 
politician, but also the casual diner.  

Here are some tips to help you become table savvy and 

make a good impression: 

 Upon arrival at the table, greet other guests and 

introduce yourself.  Do not shout across the table 

to a guest.  It is impolite!  If you wish to address 

someone further away, at a large table, walk 

around and position yourself within arm’s reach of 

them. 

 In formal settings, remain standing until the host or 

hostess has been seated—a gentleman should seat 

his female guest first (she will be seated to the 

right of him).   

 Use good posture while seated at the table: chin 

above your plate and hands generally in your lap.  

Elbows are sometimes permitted on the table if no 

food is in front of you; however, my personal 

preference is to keep them off the table.  

 Do not place personal belongings on the table.  

Small purses should be placed on one’s lap, under 

the napkin; larger bags on the floor.   

 Now, even though you may be famished, do not 

begin eating until everyone has been served.  If you 
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are dining buffet style, wait until at least half of the 

diners have returned before indulging.   

 When passing containers with handles, set it down 

on the table with the handle facing the recipient.  

 The salt and pepper shakers are married.  They 

travel in pairs.  If someone asks you to pass the 

salt, you also pass the pepper. 

 Don’t blow coffee or soup, just let it set a minute. 

 Condiments such as ketchup and mustard should 

be placed on your plate then use a knife to apply to 

foods such as hamburgers and sandwiches. 

 Bread board with bread – Place a napkin over the 

bread before you cut it.  Don’t use your hands. 

After you cut the bread, pass it to the person on 

your right before taking some.  Really? You can’t 

take a piece?  

 Once you have used a utensil, do not place it on 

the table.  Don’t even put it partly on the table and 

partly on your plate.  

 Cut   one   bite   of  meat  at  a  time.  Don’t  pre-cut 
your entire meal first. 
 

 

Napkin Etiquette: 

 
The napkin is one of the most important tools at the table.  

It is used to start the meal, end the meal, wipe your mouth 

and fingers, and catch crumbs.  
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To begin a meal, the small luncheon napkin (usually a 

paper napkin) should be completely unfolded, whereas the 

large dinner napkin (18-24 inches) should be folded in half 

and placed in your lap.  Never place your napkin in your 

shirt to be used as a bib.  The napkin remains in your lap 

throughout the meal.  If you have to leave the table during 

the meal, place the napkin on the back of the chair or on 

the table (try to conceal the soiled side).  Do not put it on 

the seat of the chair.  If the napkin falls to the floor, do not 

pick it up, just ask the waiter for another one.  Once you 

have completed your meal, neatly place the napkin to the 

left of your plate. 

 
Dining etiquette applies to all dining experiences, whether 

you are eating at home, a guest at someone’s home, 

Ruth’s Chris Steak House or your local McDonald’s.   

 

How you do anything is how you do everything –  

be the example your friends would like to emulate. 
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Dorm Room Etiquette 

 
For many college students, especially freshmen, dormitory 

living brings about some distress.  You leave the 

comfortable surroundings of your home and family and 

have to share a small space with a complete stranger.  We 

all grow up with different values, habits and philosophies 

and there is bound to be some culture shock.  Getting 

along with your roommate is essential and the best way to 

create a peaceful atmosphere is through mutual RESPECT 

and CONSIDERATION.  

 
Listed below are some simple guidelines to help you create 

a peaceful relationship and enjoy your dorm room 

experience: 

 Keep your area clean.  It is unlikely that your school 

will offer maid service; therefore, it is your 

responsibility to clean up after yourself.  Don’t 

throw your clothes around. Make a special effort to 

make your bed daily.  Take out your food trash to 

avoid smelly odors, ants, roaches, and rodents.  
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 Show respect when your roommate is sleeping or 

studying.  This is not the time to invite friends over, 

blast music, or engage in a lengthy phone 

conversation.  

 Get to know and respect your roommate’s 

schedule.  If you wake-up earlier or keep later 

hours, make an effort to keep the noise level low. 

 Never borrow your roommate’s belongings without 

asking.  Make sure you monitor your guests and do 

not allow them to handle your roommate’s stuff. 

Your guests are your responsibility.   

 Keep valuable items locked away.  Lock your room 

when you leave, even if it is just to go down the 

hall.  You don’t want anyone stealing your 

roommate’s items during your watch.     

 Communicate! If you are having “issues”, discuss it 

with each other.  Don’t gossip and don’t spread 

rumors about your roommate.   

 Consider writing a roommate contract.  The 

agreement can allow each of you to openly discuss 

likes, dislikes, habits, and preferences early on 

before conflict arises.  Establishing rules on how 

each of you would like to be treated helps 

eliminate problems.   

 
Sharing a living space and learning to get along with others 

is part of the college experience.  How successful will you 

be?  By adhering to aforementioned tips and treating your 
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roommate with the highest degree of respect and 

consideration, you can enjoy dorm living! 

 

It takes effort and determination to live in harmony 

with others. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


