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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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Аннотация  

Этикет общения, включающий вербальные и невербальные элементы, 

играет ключевую роль в обеспечении эффективных взаимодействий в 
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профессиональной и академической среде. В этой статье 

рассматриваются принципы вербального этикета, такие как активное 

слушание, вежливый язык и четкая артикуляция, наряду с невербальными 

аспектами, включая язык тела, мимику и личное пространство. 

Опираясь на существующую литературу, исследование анализирует, как 

эти компоненты влияют на восприятие, строят доверие и 

предотвращают недопонимания в условиях конференций, встреч и 

аудиторий. Практические выводы подчеркивают необходимость 

интегрированных программ обучения, а предложения включают 

разработку кросс-культурных семинаров по этикету и цифровых 

инструментов для самооценки. Рекомендации предлагают осознанность 

в повседневных взаимодействиях для улучшения профессиональных 

отношений и академического успеха. 

Ключевые слова: этикет общения, вербальное общение, 

невербальное общение, язык тела, профессиональные настройки, 

академическая среда, активное слушание, культурная 

чувствительность, мимика, личное пространство 

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 advancements. This 



 

126 
 

Aprel   2026 

article explores verbal and non-verbal etiquette, drawing on scholarly insights 

to 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 "I 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 prolonged 

eye contact builds trust, while respecting personal space (e.g., arm's 
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length) 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, and 

corporate professional development courses. These modules should 
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cover 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 AI-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 
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communication environments in both local and global professional and 

academic contexts. 
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