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Success on the job
                                                
How to make small talk                                                                                      
What is small talk?
“Small talk” is a term for informal conversation that can occur during the course of the day, it may have nothing to do with business at hand.  However, being able to converse with fellow workers can be an important part of the job.  
In order to be an effective “small talker” keep the following attitudes

· Everyone is potentially a friend

· Be curious about other people (not nosey)

· Start a conversation with someone you do not know well

· Be open to other people’s ideas

· Be a good listener (act interested) and ask appropriate follow-up questions

· Realize that some people may not talk back other than single word answers, don’t take it personally
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Small talk can take place in many different situations, for example:

· An office party, or social event

· Staff meeting (before the meeting has started, or after it is over)

· Job interview

· Business meeting

· Conference

· Dinner or entertainment with a client

· Casual conversation in the office

· Anywhere you may meet people

Small talk opening questions:
· “How was your weekend?”

· Weather comments – “Wow, isn’t that storm something”
· “How was your commute?”

· Comments on clothing – “I like your ___________, where did you find it?”

· Sporting events – What did you think of the ____________ game?

· What led you to work here?

· How do you spend your free time?
· Where do you go on vacation?

Techniques:

· Try to find things you have in common with the person you are speaking to (work, classes, hobbies, sports interests, movies, books, common friends)
· Avoid topics that may cause disagreements such as: politics, religion, or talking about others behind their backs
· Listen, listen, listen, do not interrupt
· Ask questions that require more than a one work response for example, “What did you think of the movie?”  Not, “Did you like the movie?”
· Be ready to ask them to “Tell me more about ____________”
· Try to read their body language, if they are in a hurry, it may not be a good time to start a conversation with them.
Exit Lines:
· Try to end a conversation gracefully, politely excuse yourself by saying “I just saw another friend of mine, please excuse me.” 
· “Well it was nice meeting you; I hope to see you again.”
· End with a handshake (if appropriate) and you may even want to ask for a business card for future reference.
Source: http://www.baruch.cuny.edu/careers/students/job_success/smalltalk.htm
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