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Agenda



93% of communication’s effectiveness is 
determined by nonverbal cues.

Source: Albert Mehrabian, author of Silent Messages.  7% of any message is conveyed through words, 38% through certain vocal elements, and 55% through 

nonverbal elements (facial expressions, gestures, posture).  Subtract 7% for actual vocal content leaves one with the 93% statistic.



Eye contact (gaze)

Eye Contact (glance)

Proximity

Gestures

Facial expressions

Pause (silence)

Dress

Posture

Smell



Head tilted to one side A tilted head demonstrates that a person is listening keenly, or is 

interested in what is being communicated.

Placing the tips of the fingers 

together

“Steepling" of the fingers (placing the fingertips together) is a 

demonstration of control and authority. This type of body language can 

be used to demonstrate confidence and control.

Palms open, facing upward An open palm is a sign of openness and honesty. It can be a show of 

submission – in older days when many people carried weapons, this 

was used to show that they were not holding one – or of sincerity and 

innocence.

Hand placed on the cheek. This can indicate that a person is lost in thought, or is considering 

something. Accompanied by a furrowed demonstrates concentration.

Standing up straight, shoulders 

back

This position shows that a person is feeling confident of him or herself, 

and is often accompanied with walking at a brisk stride.



Arms crossed over the chest This can indicate a person is defensive. It can also demonstrate that 

the individual with crossed arms disagrees with the opinions or 

actions of other individuals with whom they are communicating.

Tapping or drumming the 

fingers (or feet) 

This demonstrates impatience or tired of waiting.

Touching the nose This can signify disbelief or rejection, or it can also demonstrate that 

an individual is being untruthful about what they are saying.

Nail biting Nail biting demonstrate stress, nervousness, or insecurity. 

Oftentimes people bite their nails without even realizing it.

Pulling of the ear People often pull the lobes of one of their ears when they are 

attempting to make a decision, but remain indecisive. This motion 

demonstrates the inability to come to a conclusion.





Before you ever get a chance 
to speak, the way you dress 
and present yourself speaks 
volumes! 

Even if you think you know 
how to dress (and act) 
professionally, be sure to 
practice and consult with 
someone who is in the know. 



Solid, conservative suit–skirt suit or 
pantsuit; skirt length should be at least to 
the knee

White or light‐colored blouse–avoid low‐cut 
necklines and busy patterns

Conservative shoes–moderate heel, closed 
toe, coordinated with suit

Limited, conservative jewelry–no facial 
piercings

Neat, professional hairstyle

 Neutral hosiery

Light make‐up and perfume

Manicured nails with light polish

Small purse, coordinated to 
match shoes and suit

Portfolio, pen paper & copies of 
your résumé



Conservative dark suit

White, long‐sleeved, button‐down 
dress shirt

Conservative tie coordinated with 
suit

Dark socks –black, dark gray or dark 
blue

Polished leather dress shoes–black or 
brown

Belt–black or brown, to match shoes

No earrings, facial piercings or 
gauges

Tattoos covered

Neat, professional hairstyle

Clean‐shaven or neatly trimmed 
beard 

LIGHT aftershave and/or cologne

Neatly trimmed nails

Portfolio with a pen, paper  & copies 
of your résumé



http://youtu.be/1qnTzCzjn4Q _ Ace the Job Interview 



“Half the world is composed of people who have something to say and can't, 
and the other half who have nothing to say and keep on saying it.” 

Robert Frost 



 Are you clear & concise?

 Do you use filler words “umm..like”

 What  is your message?

 Do you use proper grammar or slang? 

 Do you convey enthusiasm? 



What does your online presence say 

about you? 

Social media outlets can be 

extremely beneficial to your 

networking abilities

They can also be detrimental to your 

professional reputation 

Put your best foot forward at all 

times and continue to present 

yourself professionally. 



 91% of hiring managers surveyed (by 
Mashable) said they use social 
networking sites to screen 
prospective employees. 

 69% of job recruiters say they 
rejected a candidate based on what 
they saw about them on a social 
networking site (Source: Mashable)) 

2011 Mashable Survey



 Lock down social media accounts except for the ones you can use in a professional 
capacity. 

 Untag yourself from any questionable photos, potentially offensive comments, 
criticisms against current or former employers, etc. may come back to haunt you.

 Don't post things that can be interpreted as: Sexist, Racist, Lewd, or otherwise 
offensive ANYWHERE or ANYTIME! 

 Keep private conversations private. Do not use wall posts or comments to share 
personal stories, emotions, relationships, etc.

Everything you put online stays out there somewhere in 

cyberspace, anyone (like prospective employers) can see it. 



 If you don't have one already, set up a LinkedIn account, with a strong summary that 
includes keywords and phrases for skills employers. 

 Join and participate in several groups related to your career interests. LinkedIn has 
tons of these; choose a few relevant groups and make intelligent comments and/or 
start conversations (check your spelling and grammar!).

 Get LinkedIn references 

 Follow companies in your industry, and "like" them. That way, you can keep track of 
what's going on in companies you may be interested in, and show your interest.

 Connect with people who come up, with whom you have common professional or 
personal (not TOO personal) interests.





 Know what the STAR technique is

 Develop 5 core stories about yourself

1. Your skills, ability & education

2. Your strengths

3. A challenge (a “weakness”) 

4. Your leadership capacity

5. You ability to problem solve

Rehearse but don’t memorize the stories 
and have these in your toolbox. No 
matter WHAT you are asked, you can give 
an examples. 



 Hello, you have reached Page Tisdale.  I am sorry I missed your 
call.  Please leave me your name & number and I will return 
your call as soon as possible. 

 Hello, Miss Thompson.  This is Page Tisdale.  I am a Junior at The 
Citadel. I am sorry I missed you, but I would like to follow up 
regarding my interview. I am still very interested in the position. 
I can be reached at 843-953-1616. Again, that number is 843-
953-1616.  I will try to call again Monday at 1:00.  Thank you, 
have a great weekend! 



 Are you using proper sentence structure? First word capitalized with appropriate 
punctuation? Multiple instances of !!! or ??? 

 Make sure your e-mail includes a courteous greeting and closing. 

 Address your contact with the appropriate level of formality and make sure you 
spelled their name correctly.

 Spell check - emails with typos are simply not taken as seriously.

 Read your email out loud to ensure the tone is that which you desire. 



 “Hi, my name is Elizabeth Jones. I am currently a sophomore at The 
Citadel. My major is in Health and Exercise Science. I am a student 
athlete on the women's soccer team and I have been involved in campus 
leadership positions and our Service Learning Program. I'd like to know 
more about your Internship program in Marketing.” 

 Last summer I completed an internship with The Museum of Modern Art, 
and I’m hoping to find an internship in finance this summer in the Atlanta  
area. I have always had an interest in healthcare and I’m also finding that 
I have a knack for business. In the future I’m hoping to combine these two 
very different disciplines and find myself a career that includes them 
both.”



 A good business card says “I'm a 
professional.”  

 It helps recruiters put a check mark next 
to your name and says this student is 
ready to work in an office, meet with 
executives and contribute to our team. 

 It's an action that is worth a thousand 
words to most employers who are 
constantly afraid that after making their 
student hires, they are going to spend 
the next month teaching interns 
professional basics rather than getting 
work done. 

Citadel Student 

The Citadel

Business Administration 

Email:pagetisdale@gmail.com

843-9531616

mailto:pagetisdale@gmail.com

