
 

 

 

 

 

 

 

 

 

A few skills that will help you make that great first impression: 

• Don’t be late 

• Be confident 

• Demonstrate good listening skills 

• Use your new acquaintances name frequently 

• Be careful when using humour 

• Avoid being confrontational 

• Make sure you dress appropriately 

• Try to speak correctly avoiding slang 

• Understand your subject, be knowledgeable regarding the 
company or product you represent. 

• Answer question clearly  

• Ask relevant questions 

• Keep your word 
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• Repeat the person’s name whilst 
speaking to them. “That’s very interesting 
David”. “David would you like a cup of 
coffee”. 

• If you are in a meeting and there are 

many people sat around the table, draw 
the shape of the table on a sheet of 
paper. Then write the names of the 
attendees on the paper where your 
drawing represents their location at the 
table. 

• Try using imagery to recall any 
individual’s name e.g. Philip Sargent is 
the manager of an IT company, imagine 
him dressed as an army officer shouting 
at a computer.   

• The most effective way of remembering 
someone’s name is because you want to 
remember it as you are genuinely 
interested in them. 
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