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Professional Etiquette

Unit 3

Diversity in the Workplace
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Requirements & Outcomes

* Time Required:

— This unit should take approximately 1 hour to complete.
* Learning Outcomes:

— Upon successful completion of this unit, you will be able to:
Define the phrase diversity in the workplace.
Describe how cultural diversity affects the workplace.

may be practiced in the workplace.

workplace.
Describe how to express an appropriate awareness of
international and other customs.

Diversity in the Workplace Video

by The Saylor Foundation is licensed under CC BY 3.0

*  Full URL:

Identify common cultural differences, taboos, and customs that

Discuss ways to navigate and honor cultural differences in the
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Diversity in the Workplace Introduction

The workplace is made up of unique individuals who embody various cultures, attitudes, and
philosophies. You may have heard the phrase, “two heads are better than one,” and
diversity can indeed add value to a company due to the benefits gained from additional
perspectives and talents. In recent years, diversity in the workplace has grown to be an

important and valued issue within corporate culture. However, diversity is not without its
because the r i ip between individual values and workplace culture can be

complex.

ication and il itivity may occur when are unaware of colleagues’
or clients’ customs. Mastering professional etiquette includes gaining an understanding of
the various cultural norms in your own work environment. In the third and final unit of this
course, you will discover the impact of diversity in the workplace and study the importance
of practicing cultural awareness. You also will identify resources for learning about different
cultural practices and taboos in order to avoid any insensitivity.

Section 3.1 Diversity and Cultural
Awareness in the Workplace

* In this section you will learn about the following topics:
— Intercultural Communication

— Common Cultural Characteristics

3.1 Diversity and Cultural Awareness
in the Workplace

3.1 Reading Assignment:

— Reading these sections should take approximately 30 minutes.

— *External Links: Business Communication for Success, v. 1.0:

— “Chapter 18: Intercultural and International Business Communication

— Full URL: http://www.saylor.org/site/wp-
content/uploads/2012/10/PRDV104-3.1.pdf

— Instructions: Click on the link above to access Professor McLean’s
online textbook, and read Sections 18.1 through 18.3 in their
entirety to learn more about cultural awareness and diversity in the
workplace.
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Section 3.2 The Impact of Diversity
in the Workplace_

* In this section you will learn about the following topics:

— 3.2.1 Awareness of International and Other Customs

— 3.2.2 Resources for Learning about Cultural Taboos
and Practices

3.2.1 Awareness of International and
Other Customs

3.2.1 Reading Assignment:

— Reading this section should take approximately 15 minutes.

— *External Link: Business Communication for Success, v. 1.0: “Chapter
18: Intercultural and International Business Communication — Section
18.5: International Communication and the Global
Marketplace” (PDF)

— Full URL: http://www.saylor.org/site/wp-
content/uploads/2012/10/PRDV104-3.2.1.pdf

— Instructions: Please click on the link above to access Professor
McLean’s online textbook, and read “Section 18.5: International
Communication and the Global Marketplace” in its entirety.

3.2.2 Resources for Learning about
Cultural Taboos and Practices

Reading Assignment 3: Learning about Cultural Taboos and Practices
— Reading this article should take approximately 15 minutes.

— *External Link: Executive Planet’s “Essential Business Culture Guides for the
International Traveler” (HTML)

— Full URL:
http://executiveplanet.com/index.php?title=Main_Page#Guidelines_for_bus
iness_etiquette

— Instructions: Click on the link above to access Executive Planet’s guides to
business culture in various countries. When you click on a particular country,
you will have access to helpful information about the selected country,
including the language, government, safety issues, proper dress,
entertaining, etc. Select three countries to investigate. You may want to
bookmark this website for a starting point in approaching any future
international business trips.
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Credits

This presentation, “Professional Etiquette Unit 1: Workplace Courtesy", is a derivative of
“saylor.org PRDV104 ional Etiquette” by
The Saylor Foundation (http:// d under CCBY 3.0"

Etiquette Unit 1: Workplace Courtesy " is licensed under CCBY 3.0 by Rx Tennessee.
PowerPoint template by Rx-TN is licensed under a Creative Commons At
license.

Unless otherwise noted, all external links (if included within the presentation) are the
property of a third party who retains ownership of the linked content. These external links
were not created as part of the RXTN grant, but function only as supplemental resources to
what has been provided in this module presentation. Unless otherwise noted, this work by
Rx-TN is licensed under a Creative Commons Attribution 3.0 license.

CC BY by Rx-TN. RX Tennessee is funded by a grant from the U.S. Department of Labor,
Employment and Training Administration. This project is funded by 100% federal funding
in the amount of $12.6M. Volunteer State Community College, a Tennessee Board of
Regents institution, is an AA/EEO employer and does not discriminate on the basis of race,
color, national origin, sex, disability, age, religion, sexual orientation, or veteran status in
its programs and activities. The following person has been designated to handle inquiries
regarding the nondiscr ctor of Human Resources, Affirmative A
Officer, Title IX Coordinator, 1480 Nashville Pike, Gallatin, TN 37066, 615-230-3592
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