
THE POLISHED 
PROFESSIONAL™

PROFESSIONAL IS NOT A LABEL YOU 
GIVE YOURSELF – IT’S A DESCRIPTION 
YOU HOPE OTHERS WILL APPLY TO YOU.
———— DAVID MAISTER

ONLINE TRAINING

MASTER YOUR SKILLS • GROW & SUCCEED



This business and social etiquette Master Class will set you on the road to 
success by equipping you with all the necessary skills you need to thrive in 
both your professional and personal life. 

The Polished Professional™ is ideal for people who would like to perfect 
their business and social skills, which in turn will equip you with confidence 
to handle yourself in any given situation. It will ensure that you emerge 
from this period of isolation ready to maximise your career opportunities 
by always presenting the best and most polished version of yourself. 

You will learn how to network effectively, communicate with polished 
language skills, impress in meetings and interviews, establish rapport and 
leave a memorable impression on everyone you meet. The course also 
covers personal presentation, body language and communication skills, 
business etiquette, social skills, meeting etiquette and interpersonal skills 
to ensure you both look and act the part.

This programme is accredited by CPD and you will receive a certificate 
on completion of the course. The Polished Professional™ course is also 
accredited by ILM, the UK’s leading provider of leadership, coaching and 
management qualifications and training, part of the City & Guilds Group 
(City & Guilds is the biggest name in vocational education, with over two 
million learners embarking on a qualification every year). Please do inform 
us if you would like to claim this certificate as there is a charge to ILM. 
To find out more about the benefits of undertaking an ILM qualification 
please kindly refer to our accreditations page. 

INTRODUCTION



COURSE STRUCTURE 

YOUR TRAINER: MR PHILIP SYKES

Philip Sykes is the UK’s leading etiquette trainer and consultant with a 
global reputation for professional excellence. He has more than 25 years’ 
experience of engaging with clients at the highest level to bring the 
transformational power of etiquette to the forefront of their business and 
personal lives.

MEET AND GREET - CONVERSATION STARTERS 

Business relationships are often created outside the conventional work 
environment and your ability to conduct conversation starters has become 
critical to your career success. Philip shares how conversation starters act as 
a positive start to any conservation and serves as an ice breaker and goes a 
long way toward furthering a relationship. The ability to make conversation 
starters can help us build business, develop our networking skills, get friends, 
maintain relations, and impact the power of your image.

PERSONAL PRESENTATION 

Personal presentation covers what other people both see and hear. It includes 
how you look, what you say, and what to do. Philip shall share a wide range 
of skills, from improving your personal appearance to your communication 
skills. Improving some basic communication skills and increasing your self-
awareness will improve your ability to present yourself well. Knowing that 
you are more likely to say and do the right things, and look the part, will 
help to increase your confidence.

THE ELEVATOR PITCH 

An elevator pitch is an overview of your business, and, as the name 
implies, it is delivered in the time it takes to complete your average 
elevator ride. It can be one of the simplest yet most powerful 
marketing tools for a small to large business owners. Philip explores 
situations where these are useful, and he shall look at how to craft an 
effective pitch.



BODY LANGUAGE 

Body language is the unspoken element of communication that we 
use to reveal our true feelings and emotions. Our gestures, facial 
expressions and posture, for instance. Philip shares the skills and 
the tools to adjust our own body language so that we appear more 
positive, engaging and approachable. He highlights some positive and 
negative some verbal and nonverbal signals that you should look out 
for to create a powerful brand image of yourself. 

BUSINESS PROTOCOL 

People who interact with others in the workplace and want to ensure 
that they’re putting their best foot forward with every interaction. 
Philip shares the skills and tools that an increasingly diverse workforce 
requires to help people from all walks of life communicate with each 
other and work together. Protocol and etiquette may help bridge 
economic, cultural, knowledge and language gaps.

INTERNATIONAL BUSINESS ETIQUETTE

If you do business with companies from other countries, you must 
understand how international business etiquette varies from place 
to place. Successful entrepreneurs and business people understand 
that good business is about good relationships. Philip shares the skills, 
tools and protocol to behave and conduct business in a respectful and 
efficient manner can naturally improve your ability to land important 
business deals, or even to find a new company to work for if you are 
seeking a different direction for your career.

NETWORKING SKILLS

Networking is the exchange of information and ideas among people 
with a common profession or special interest, usually in an informal 
social setting. In business terms, networking is the process of speaking 
to professional contacts and sharing information with them. Philip 
shares skills and tools to simply build and maintain a network of 
relationships with people that you have met through work, or socially.



EFFECTIVE FOLLOW- UP

The key to effective follow-up is to make each interaction value-added. 
Follow-up is crucial to a business’s success. The faster you follow up, 
the more likely you are to close the deal. Following up with potential 
customers should be a high-priority component of any marketing 
strategy. Philip shares more ideas for different situations and give you 
detailed skills and tools on effective follow-up. 

NETIQUETTE

Today with offices becoming paperless and the world entering the 
era of digital businesses, email has emerged as the popular business 
communication tool- it is fast, effective, and goes directly to the 
concerned person. While, using this tool effectively it can improve 
our image and brand value. While we try to work faster and more 
efficiently, we must not forget the social rules that accompany any 
form of communication. Philip shares some of the do’s and don’ts 
of Netiquette and elaborates on the core rules to build online and 
offline relationships.

DURATION:
1.5 hours each 

(3 Sessions)

CERTIFICATION:
The British School of Etiquette - Polished Professional  

The Continuing Professional Development - CPD

INVESTMENT:
INR 21,500

plus 18% GST
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