
 Cell Phone Etiquette  
Telephone etiquette is one of the most important and yet overlooked practices among 

job seekers and workplace professionals. It can either put you at the head of the pack 

or the bottom of the barrel.  

Etiquette Tips:  

1) Outgoing Voicemail  

 Make sure your voicemail clearly states your 

name and is professional  

2) Answer the phone ONLY when it is 

appropriate  

 Do not answer the phone when you are 

driving, on a bus, in another appointment, etc. 

Sometimes it is better to let your phone go to 

voicemail rather than answering at a bad time.  

3) Do not bring your phone to an interview  

 While waiting for an interview appointment, 

go over talking points, look at the staff, notice their 

dress code. Do not spend it talking on the phone or 

playing a game. During an interview, a cell phone 

ring tone or answering a call can be the deciding 

factor in who is chosen for the position.  

4) How to leave a message  

 Speak slowly and clearly. State your name, 

why you are calling and your phone number.  

5) Returning a call from an employer  

 Speak slowly. If you reach a gatekeeper, 

someone who answers the phone for the person 

you are calling, make sure you state the reason for 

your call and be pleasant. “Hello! This is Jessica 

returning a call from Fred regarding the open 

position at your company. Is he available?”  

Cell Phone Etiquette at Work 

1) Put your phone away!  

 Some companies have specific 

cell phone policies. Make sure you 

know the policy and follow their rules.  

2) Turn off your ringer 

 Set your phone to vibrate or 

silent. Your cellphone ring tone is not 

something that your co-workers or 

supervisor should hear. (Remember, 

keep it professional)  

3) Find a private place to make 

phone calls  

 Only answer your phone if it is 

necessary. Find a private location 

where your call will not interrupt others 

working.  Do not take work time to chat 

with friends or family. Let voicemail 

pick up your calls.  

4) Do not look at your phone  

 Employers do not want to pay 

you to check social media or answer 

personal emails. Keep your cell phone 

out of sight and use it only during 

breaks.  



Put a Passcode on Your Phone  

 The easiest way to protect your information is to put a password on your 

phone. Do not make it something easy to guess (birthdays, anniversaries, the last 

four of socials, etc.).  

Turn off Location Sharing  

 Most phones have a GPS that can pinpoint locations. Many apps collect and 

share location information. Manage your location settings under your phones 

settings and pick and choose what has access to your information.  

Watch out for Synching  

 Know where you’re plugging in your phone. Do not synch your phone to 

pubic computers or download images, etc. from your phone onto public computers.  

Review Downloaded Apps  

 Know what you download on your phone. If you have an unfamiliar app, or 

one that contains lots of spam adds, delete it. Apps are easy to forget, but can 

target personal information.  

Try Not to Store Sensitive Information  

 Do not keep sensitive password and information on 

your phone. If your phone is lost or stolen, you do not want 

that information getting into the wrong hands.  

Use Anti-Virus Software  

 Like computers, cell phones can get viruses. There 

are free and low cost options for keeping your phone safe.  

Remember, it’s not just about having anti-virus installed —  

You have to use it!  


