KELAJAK SARI YANGI O ZBEKISTON:
ILM-FAN, TEXNOLOGIYA VA TA'LIM

COMMUNICATION ETIQUETTE: VERBAL AND NON-
VERBAL

Mamajonova Sarvinoz Isroil gizi, student
Andijan State Institute of Foreign Languages

Supervisor: Abdurakhmonov Turakhon Saydullayevich
ORCID ID: 0009-0004-0439-4868

Annotation
Communication etiquette, encompassing verbal and non-verbal elements, plays
a pivotal role in fostering effective interactions in professional and academic
environments. This article looks into the principles of verbal etiquette, such as
active listening, polite language, and clear articulation, alongside non-verbal
aspects including body language, facial expressions, and personal space.
Drawing from established literature, the study examines how these components
influence perceptions, build trust, and prevent misunderstandings in settings
like conferences, meetings, and classrooms. Practical conclusions highlight the
need for integrated training programs, while proposals include developing
cross-cultural etiquette workshops and digital tools for self-assessment.
Recommendations advocate for mindfulness in daily interactions to enhance

professional relationships and academic success.
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Annomauyusn
Omuxem obujenus, GKaOUAOWULL 8epOalbHble U HedepOalbHble JleM

uepaem Kuoyesyrd poib 8 obecnedeHuu >QoexmusHbIX 83auUmoo
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CCUOHANBbHOU U  aKademuyeckou cpede. B osmou cmamve
paccmampusaromcs NPUHYUNsl 86epOAIbHO20 IMUKemd, maKue KaKk akmugHoe
CIyUanue, 8exHCIUBbIU A3bIK U YeMKAasl APMUKYIAYUSL, HAPOY C He8epOaIbHbIMU
ACneKmamu, 6KI04as A3bIK mend, MUMUKY U JU4YHOEe NPOCMPAHCMEO.
Onupasce Ha cyuecmayowyro Iumepamypy, UCCc1e008anue aAHaIuupyem, Kaxk
9Mmu  KOMNOHEHmbl GIUAIOM HA  BOCHpuUsAmuUe, Ccmpoam oosepue U
npeoomepaujarom HeOONOHUMAHUSL 8 YCI08UAX KOH@epeHyul, ecmpey u
ayoumopuu. Ilpakmuueckue 661860061 NOOUEPKUBAIOM  HEOOXOOUMOCHb
UHMESPUPOBAHHBIX NPOSPAMM  OOYYeHus, a NpeoNoNCeHUs. GKII0UAIOM
paspabomky Kpocc-KyJIbmMypPHbIX CEMUHAPO8 N0 dMuUKemy U YUu@dposwix
UHCMPYMeHmO8 OJisl camooyenku. Pekomenoayuu npeonaeaiom 0co3HaAHHOCHb
8 MNOBCEOHEBHLIX B3AUMOOCUCMBUAX OISl VIVUULeHUs NPODeCcCUOHAIbHBIX

OMHOWEHUN U AKAOEMUYECKO20 ycnexa.

Knrwouesvie cnosa: smukem obOwenus, eepbarvHoe obujeHue,
HegepbavHoe o0OWeHue, SA3bIK mend, NpoghecCUoHabHble HACMPOUKU,
akaoemuiecKast cpeoa, aKmueHoe cryulanue, KYIbIMYPHAS

uyecmeumeslbHOCmbs, MUMUKA, TU4YHOE NPOCMPAHCME0

In today's interconnected professional and academic landscapes,
effective communication extends beyond mere words to include subtle non-
verbal cues that often convey more than verbal expressions. Communication
etiquette—defined as the norms governing respectful and clear interactions—
encompasses both verbal and non-verbal dimensions, which are essential for
building rapport, avoiding conflicts, and achieving collaborative goals. Verbal

communication involves spoken or written words, while non-verbal includes

body language, facial expressions, tone, and gestures. In academic settings,
such as lectures or conferences, and professional environments like meetings
or networking events, mastering these elements can significantly influence

outcomes, from student-professor relationships to career advancem
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explores verbal and non-verbal etiquette, drawing on scholarly insights
0 highlight their applications. The discussion culminates in practical

conclusions, proposals, and recommendations to enhance etiquette practices.

Verbal etiquette focuses on the use of language to convey respect, clarity,
and engagement. In professional and academic interactions, it involves
choosing appropriate words, tone, and structure to ensure messages are
received as intended. This form of etiquette is critical in scenarios where
immediate feedback is possible, such as during negotiations, teaching sessions,
or team briefings, as it directly impacts how ideas are perceived and

relationships are formed.
Key principles include:

. Active Listening: Respond with verbal affirmations like "I
see" or paraphrasing to show understanding, crucial in academic
discussions to foster collaborative learning. Additionally, active listening
involves asking open-ended questions to encourage deeper dialogue,
which can lead to innovative solutions in group projects or seminars.

. Polite Language: Use courteous phrases such as "please"
and "thank you," maintaining a positive tone to build trust in workplace
conversations. Incorporating empathy in phrasing, such as "'l understand
your concern,” can de-escalate potential conflicts and promote a
supportive environment.

. Tone Awareness: Adjust vocal pitch and volume to match

the context; a calm tone in feedback sessions prevents escalation.

Furthermore, modulating speed—speaking slower for complex topics—
ensures accessibility, particularly in diverse audiences where not

everyone may be a native speaker.
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. Adaptability to Audience: Tailor vocabulary and formality

levels based on the listener's background, such as using simpler terms in

introductory lectures versus advanced jargon in expert panels.

In academic environments, verbal etiquette during office hours or
presentations can enhance student engagement and professor accessibility,
while in professional settings, it aids in effective client interactions or

leadership communication.

Non-verbal etiquette, often subconscious, communicates attitudes and
emotions through physical cues, accounting for a significant portion of message
interpretation—up to 93% in some studies. It includes body language, facial
expressions, and spatial dynamics, which must align with verbal messages to
avoid mixed signals. This aspect is especially influential in face-to-face or
virtual interactions, where visual elements can reinforce or contradict spoken

words, affecting trust and rapport.
Essential aspects are:

. Body Language: Maintain open posture, such as uncrossed
arms, to signal approachability in meetings or lectures. Slouching may
convey disinterest, while nodding indicates attentiveness. Leaning
slightly forward during conversations demonstrates interest and
engagement, encouraging reciprocal openness.

. Facial Expressions: Smile to express warmth, but ensure
expressions match the context; a furrowed brow can show concern

without words. Micro-expressions, like brief eye widening, can reveal

genuine emotions, so practicing control is key in high-stakes
negotiations.

. Eye Contact and Personal Space: Direct but not prol
eye contact builds trust, while respecting personal space
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ength) prevents discomfort. In virtual settings, maintaining camera-level
gaze simulates eye contact, enhancing connection.

. Gestures: Use subtle hand movements to emphasize points
in presentations, avoiding aggressive or culturally insensitive ones. For
example, thumbs-up may be positive in some cultures but offensive in
others, requiring awareness.

. Paralanguage: Elements like sighs, pauses, or laughter
complement verbal content, adding nuance; a well-timed pause can

emphasize importance.

In professional settings, non-verbal cues like a firm handshake (or
alternatives post-COVID) set the tone for interactions, while in academia, they
influence classroom dynamics. Cultural differences in interpreting these cues
highlight the importance of awareness in international and multicultural

environments.

Verbal and non-verbal elements are interdependent; incongruence can
undermine credibility. For instance, positive verbal feedback paired with
crossed arms may signal insincerity. In academic contexts, integrating both
during group work enhances team dynamics, while in professional meetings,
alignment fosters rapport.
Similarities include their role in conveying respect, while differences lie in non-
verbal's subtlety and cultural variability. Prioritizing non-verbal adaptation in

diverse settings can significantly reduce miscommunications.

To address the identified gaps in current communication etiquette

practices, the following initiatives are proposed:

. Integrate mandatory cross-cultural communication etiquette
modules into university curricula, teacher training programs

corporate professional development courses. These modul
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over both verbal and non-verbal aspects with a strong emphasis on
cultural variability.

. Develop and promote specialized workshops and seminars
focused on cross-cultural etiquette, particularly tailored for international
academic collaborations, conferences, and multicultural workplaces.

. Create and widely distribute Al-powered mobile
applications or browser extensions that provide real-time feedback on
non-verbal cues during video calls, presentations, or recorded

interactions, helping users improve self-awareness.

Individuals and institutions are encouraged to adopt the following
practical steps to strengthen communication etiquette in everyday professional

and academic life:

. Regularly record and review one’s own video interactions
(presentations, meetings, teaching sessions) to objectively assess
alignment between verbal and non-verbal messages and identify areas
for improvement.

. Professionals and academics should periodically seek
structured feedback from trusted colleagues, mentors, or supervisors
specifically on their communication style, focusing on how their verbal
and non-verbal signals are perceived by others.

. Cultivate daily mindfulness regarding communication:
before important meetings, presentations, or conversations, take a
moment to consciously check posture, facial expression, tone of voice,

and choice of words to ensure they convey respect, openness, and clarity.

Implementing these proposals and recommendations will help

individuals and organizations create more respectful, inclusive, and effective

Aprel 2026 129



I KELAJAK SARI YANGI O ZBEKISTON:
ILM-FAN, TEXNOLOGIYA VA TA'LIM

nication environments in both local and global professional and

academic contexts.
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