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For Beginners

Take-Aways
	Business casual does not mean casual.
	Sneakers are never acceptable in a business casual environment.
	If there is no written dress code, dress like the boss.
	Your image at work is directly tied into the clothing you wear.
	Always keep an emergency professional change of clothes in your office.
	Your briefcase should look as good as your shoes do.
	Always wear a jacket to meetings.
	Business casual style is one notch down from the formal office dress style.
	Always plan how you will dress for a video-conference.
	Dress for a plane flight as if the airline will lose your luggage.


Recommendation
Self-help books tend to be either insightful or dumb. Author Ann Marie Sabath manages to accomplish both results in the same book. At times, the book provides useful examples on topics that are truly unclear, but other times it tells you to wear your galoshes in the snow. If you are willing to shift through some incredible obviousness, then you will find enough pearls. The lists of common mistakes that start each chapter are particularly helpful. If you do nothing else, read these lists and find out if you are committing a dressing gaffe. If you can honestly say that you have not or never will commit any of the mistakes on the lists then you are ready to navigate the business casual workplace confidently. getAbstract recommends this book to anyone who is clueless or forgetful about how important appearance is to workplace success.

Summary
Clothes, Image and Success
Your clothes paint a visual picture of you. Whether you are aware of it or not, they speak volumes to the world about your personality and image. At work, they also project the type of status you have or want to achieve. Knowing what to wear and when is a learned art. Since the early 1970s however, the game of dressing for the office has gotten tougher. With the advent of "business casual," men and women have had to grapple with fuzzier standards of appropriate dress. In fact, it is even difficult to get two people to agree on a definition for the term "business casual." To some it is a golf shirt and Dockers, to others it is jeans and T-shirts. Even the law has gotten involved in office dress: You have to learn how to enforce a dress policy with appropriate language and terms so you do not open yourself to a sexual harassment or discrimination suit.
“Invest in silk ties.”

If you want to "look the part of an executive and achieve your professional goals," you can use these rules to learn how to make a terrific first impression, to demonstrate that you pay attention to detail and to assess your organization’s "dress culture" correctly. You can use your wardrobe as a tool for climbing the ladder of success. Just remember, when in doubt, dress more conservatively.
General Rules of Dress
You must know these dress-rule infractions and avoid them at all times.
	Failure to buy clothes designed for long-term wear.
	Mixing up the difference between casual clothes and "grunge."
	Wearing business casual clothes that are not clean and crisp.
	Wearing clothes that do not match or clothes that do not flatter your body type.
	Keeping any clothes that you have not worn for more than two years.
	Failure to realize that you are judged by the way you dress.
	Failure to realize that every organization has a dress code.
	Failure to find a "dress mentor" within your office.

Dressing Rules that Affect Productivity
You should know that some dress rules affect your productivity at the office. As such, these rules go beyond clothing in application. Be sure to:
	Have an emergency professional outfit at the office at all times.
	Properly accessorize your outfit.
	Recognize that first impressions can make or break you professionally.
	Realize that your clothes must work for you.
	Your hands are the second thing people notice about you, so keep your nails perfect.
	Maintain tinted hair as often as necessary.
	Own a trench coat with a zip-out lining and keep a nice umbrella and rain gear handy.
	Have your organizer (electronic or notebook) with you at all times.

Dress Rules that Project Attitude
You should also know about these "dress attitude" mistakes. These apply to knowing how you use your dress to project a specific attitude. Be sure you:
	Remove your hat immediately when you enter a building.
	Understand that eyeglasses are more important to your appearance than to your vision.
	Own a pair of quality leather winter gloves.
	Wear boots, not shoes, in slushy winter weather.
	Wear a belt that matches your shoes.
	Only wear jewelry that enhances your outfit.
	Keep your briefcase in as good as or better condition than your shoes.
	Wear lighter colors only when you want to project a casual look.

Dress Rules for Men
Men make these wardrobe mistakes. To avoid them, commit these mistakes to memory:
	Wear a t-shirt underneath your dress shirt.
	Purchase custom fit shirts.
	Don’t wear a short-sleeve shirt with a blazer.
	Don’t place your tie over your shoulder when you eat "sloppy" food.
	Button your jacket when standing.
	Wear socks that cover your calves.
	Don’t use a worn briefcase unless it is in a classic style.
	Don’t wear facial hair when no one in top management has any.

Dress Rules for Women
Women make these wardrobe mistakes. To avoid them, memorize these rules:
	Wear a jacket to meetings.
	Don’t have hair longer than shoulder length.
	Don’t carry a purse that is too large.
	Don’t wear hose that is darker than your pants or skirt.
	Don’t wear a "distracting" shirt or blouse.
	Don’t wear false nails that look like "claws."
	Don’t wear an ankle bracelet.
	Don’t wear white shoes after Labor Day.

Dress Rules for Business Casual
You can avoid six common business-casual mistakes by applying these tips:
	Don’t wear casual clothes instead of business casual clothes.
	Business casual dress is one notch down from the next highest level of dress in your organization.
	"Permanent press" does not mean maintenance free. Keep your clothes looking sharp.
	When dressed in business casual, you still must wear proper looking shoes.
	Keep an emergency suit in the office in case you need to change on business casual days.
	Don’t wear your shirt outside of your pants.

“Most people don’t know what they don’t know and sabotage their careers by the way they dress for work.”

When you are interviewing, don’t show body piercings, which may make your interviewer uncomfortable. Try to find out the company’s dress policy, and dress conservatively if you are unsure. If you need to look different for a second interview, you can just change your tie or shirt. Dress for the position you want, rather than for the one you have.
Dressing Rules to Build Presence
When you are trying to build presence in the business casual environment, be sure you maintain and accessorize your clothes in the same manner as your usual business attire. If there is a chance that a professional meeting might come up, don’t wear business casual. Jeans and sneakers are never acceptable as business casual attire and, if you are going to wear a logo shirt, make sure it is your company’s logo.
“Every woman should have a basic black dress.”

When you are participating in a video-conference, plan what you are going to wear. Choose colors that contrast with the walls of the video-conferencing room. Don’t wear "noisy" or "shiny" jewelry. Don’t dress business casual if other participants are dressed professionally.
Dress Rules for the 21st Century
To avoid common "turn-of-the-century" wardrobe mistakes, and to look up-to-date, you should wear clothes that maintain and project your presence. Dress for your desired job, not for your present job. You can use your clothes to identify the status of your job, but don’t use designer clothes in a game of one-upmanship with your office peers. And, although it might have been chic once, don’t wear jeans with a tie or jacket.
Dress Rules for Travel
If you are traveling for business, you should own good luggage that aligns with the status you project with your clothes. Dress for your flight and the next day’s meeting in case your luggage gets lost, and carry-on any critical paperwork. Pack interchangeable clothing.
Dress Rules for Business Abroad
People make some common wardrobe mistakes when doing business outside the United States:
	Never wear shoes with rubber soles or wear multiple pieces of costume jewelry.
	Never dress in flashy colors, or wear shorts or jeans in public.
	Never wear sleeveless shirts regardless of the climate.
	Never wear colors that are offensive in the country you are visiting.
	Never forget that international clients will judge the quality of the work you will do by the quality of your clothing.
	Never forget to wear a striped tie in England and other British-influenced countries.
	Never forget that, internationally, suits are still more common than business casual attire.

Dress Rules around Town
When you dress up to go out, particularly with clients or business associates, don’t overdress or underdress, even for holiday gatherings. Avoid skirts that are too short, blouses that are too revealing and seductive-looking clothing. Learn what "dressy-formal" requires.
Dress-Code Survey Findings
To determine the application of the rules presented here, a range of companies were surveyed in 1999 about their dress codes. The companies included banks, airlines, high-tech firms, educational institutions and health care institutions. Some 75% of company respondents, including human resource directors and training directors, said that their companies had written dress codes. Several organizations defined men’s business casual as:
	No jeans or polo shirts or "Docker"-style pants. (Note: this was the lowest standard.)
	No ties and, on the other hand, no sneakers.
	No jeans (or other denim garments), no shorts, no t-shirts and no offensive logo shirts.
	Wear dress slacks, casual slacks or businesslike slacks, and you must wear socks.
	Wear polo-type sport shirts, golf shirts, shirts with collars and company logo shirts.
	Wear a blazer with slacks or shirt.


About the Author
Ann Marie Sabath is the author of the Business Etiquette and the International Business Etiquette series. She is the founder and president of At Ease, Inc., a nationally recognized company specializing in domestic and international etiquette training. Her training concepts and books have been recognized by The Wall Street Journal, 20/20 and The Oprah Winfrey Show.

Did you like this summary?
Buy book or audiobook:
					http://getab.li/923

OEBPS/cover.jpg
L BUSINESS
{[CASUAL ',

.

WHAT TO
WEAR TO WORK
IF YOU WANT
TO GET AHEAD
.

ANN

IE SABATH | |





OEBPS/logo.png
abstract

compressed knowledge





OEBPS/cover_small.jpg





