PROFESSIONAL PROTOCOL PROFILE

         Choose the number that best describes you:


0 – Not at all          1 – Hardly ever
      2 – Neutral

     3 – Often
 
 4 – Always

Networking Protocol

I easily establish important contacts and follow through on business opportunities.…………………………………..
0 1 2 3 4

I’m at ease walking into a room full of strangers and introducing others and myself…………………………………..
0 1 2 3 4

I know all the elements of making a favorable first impression………………………………………………………….. .
0 1 2 3 4

I can initiate a conversation and keep it going………………………………………………………………………………..
0 1 2 3 4

I follow the rules of space, eye contact, hand positioning, grip and pump for a proper handshake…………………...0 1 2 3 4

Dining Protocol

I can navigate a place setting that has four forks and knives, 2 spoons, and 5 glasses……………………………….
0 1 2 3 4

I know how to correctly hold and use a knife and fork, and know the “silent service signals.”………………………
0 1 2 3 4

I know the rules for when to begin a meal, napkin usage, and passing the salt and pepper…………………………
0 1 2 3 4

I’m confident finessing the business meal from extending the invitation to paying the bill…………………………
0 1 2 3 4

I follow buffet line etiquette and know tips to use the time in line wisely………………………………………………
0 1 2 3 4

Digital Age Protocol

I know and follow appropriate usage of speakerphones and cell phones………………………………………………….
0 1 2 3 4

I know how to use the telephone as my #1 business communication tool…………………………………………………
0 1 2 3 4

I know how to send clear, concise and respectful e-mails that are answered…………………………………………….
0 1 2 3 4

I know how to organize a voice message so my message is returned………………………………………………………
0 1 2 3 4

I know how to create a voice greeting that is inviting and encourages callers to leave a message……………………
0 1 2 3 4

International Protocol

I’m at ease dining with anyone American or Continental Style…………………………………………………………….0 1 2 3 4

I know the cultural differences of what, when, and how to give gifts……………………………………………………
0 1 2 3 4

I know the differences of gender roles, gestures, and other business protocol before going abroad…………………..
0 1 2 3 4

I know how to host an international visitor so they feel welcome in my country………………………………………..
0 1 2 3 4

I seek expertise and develop pre-meeting strategies before going to my target country.
………………………………0 1 2 3 4

Customer Service Protocol

I know how to meet and greet my customers so they want to do business with me……………………………………..
0 1 2 3 4

I know the right words and phrases that communicate effectively and keep my customers happy…………………..
0 1 2 3 4

I know how to be a team player and recognize that everything I do affects the bottom line…………………………
0 1 2 3 4

I know how to run a meeting effectively and how to be a contributing participant…………………………………   
0 1 2 3 4

I know how to satisfy difficult, demanding customers………………………………………………………………………
0 1 2 3 4




















Professional Protocol Profile Total…………………………
________

  90  –   100
Outstanding

Your project a professional image. Polishing will make you even better.

  70  –    89
Above Average

A little polish will help distinguish you from your competition.

  50  –    69  
Fair


You have a start, but need to upgrade your professional image to compete.

  Below  50
Poor


A professional makeover will raise your image for a competitive advantage.
 

Want to improve your score? Consider a Professional Makeover. Outshine your Competition with Protocol Intelligence.

www.protocolintelligencecoach.com
