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Chapter 1  Business manners

We have many situations in our life that have manners. These include dining etiquette,
dress code, and manners in vehicles. Like general manners, business manners are the
mannerisms you need to have when working as a member of society. In a working situation,
business manners collectively refer to the consideration for others, social rules, ways of
thinking, speaking rhetoric, gestures’, toward the people you work with. Business manners
are important for all the people involved in a job to work comfortably. By learning business
manners, you will be able to have good communication with the people you interact with

at work.

An important part of business etiquette is to put yourself in the other person's shoes.
There are many things to learn in business etiquette, but they can all be learned by taking
care of one thing. That is consideration for other persons. Consideration means care and
concern for others. In your interactions with friends and people you like, you would never
say hurtful words to them or take a violent attitude suddenly toward them. It means that
you should not do anything that would make others feel uncomfortable. Manners are
necessary for both parties in a relationship. Unfortunately, however, people have different
values and different ways of thinking. It is necessary to know that you may not always be

able to communicate well. Now, let's get started and learn some business manners.

2 gestures: The body language, movements, attitudes, and gestures used when

interacting with others.

1 Necessity of Business Manners ‘ 4 ‘
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Chapter 1  Business manners

H Keigo (polite language usage)

The Japanese language has multiple honorifics (keigo), and in a business environment,
these must be used correctly. It is necessary to understand not only the basic honorifics, but
also the use of humble and respectful words, and to be able to use these polite expressions
appropriately depending on the place, the state of the other party, and the situation such as
in everyday conversation or e-mail. Let's learn how to use language with consideration for
others.

Keigo can be divided into three types.

@ Sonkeigo: Sonkeigo expresses respect for the other person. It is used to compliment
the other person with a sense of respect, presuming that the other person is superior
to you.

@ Kenjyogo: Kenjyogo is used by getting yourself humble instead of respecting the
other persong.

@ Teineigo: Teineigo expresses politeness in the way it is said. It is a polite way of saying
things by adding “0” or “go” at the beginning of a word or by ending a word with “desu,’

“masu,” or “gozaimasu.”’
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myself myself
looking up to taking a step back and humble
3 Kenjyo: To humble yourself by condescending to the other person.

2 Keigo (polite language usage) ‘ 6 ‘
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Chapter 1  Business manners

Honorifics for main verbs

verb honorific expression | humble expression | polite expression
(Sonkeigo) (Kenjyogo) (Teineigo)
say (iu) ossyaru moushiageru iimasu
speak (hanasu) mousu hanashimasu
see (miru) goranninaru haikennsuru mimasu
hear (kiku) okikininaru ukagau kikimasu
haichosuru
go/come/visit (iku) | irassyaru ukagau ikimasu
come (kuru) Irassyaru mairu kimasu
omieninaru
be in (iru) irassyaru oru imasu
leave (kaeru) okaerininaru shitureisuru kaerimasu
meet (au) oaininaru omaenikakaru aimasu
know (shitteiru) gozonnjidearu zonjiteiru shitteimasu
zonnjiageru
do (suru) nasaru itasu shimasu
sareru
read (yomu) oyomininaru haidokusuru yomimasu

There are a few things to keep in mind when using honorifics.

It is not always polite to use “0” or “go” in every word. Some Japanese words cannot be

u_n

accompanied with the prefix, “0” or “go!” It is also important to remember that adding “0” and

“go,"as in the example below, may result in strange, wrong Japanese.

e.g.) bus (x obasu), PC (x opasokon), garbage (x ogomi), etc.

2 Keigo (polite language usage) ‘ 8 ‘



