
 

 



 

 



 
 
 
 
 
 
 
 
 
 
 
 
 

INTRODUCTION 
 
 
 
 
 
 
 
 
 
 
 

WHAT IS MENTORING? 

Today, mentoring is a process in 
which an experienced individual 
helps another person develop his 
or her goals and skills through a 
series of time‐Limited, 
confidential, one‐on‐one 
conversations and other Learning 
activities. 

 

A mentor often has two primary 
functions for the mentee. The 
career‐related function 
establishes the mentor as an 
instructor who provides advice to 
enhance the mentee's 
professional performance and 
development. The psychosocial 
function establishes the mentor 
as a role model and support 
system for the mentee. 

 

 
Mentors can also benefit from a 
successful mentoring relationship 
by deriving satisfaction from 
helping to develop the next 
generation of Leaders, feeling 
rejuvenated in their own career 
development, Learning how to use 
new technologies, or becoming 
aware of issues, methods, or 
perspectives that are important to 
their field. 

 

As a mentor, you will have the 
opportunity to share your wisdom 
and experiences, evolve your own 
thinking, develop a new 
relationship, and deepen your 
skills as a mentor. 

 

Reflect on these questions prior to meeting with your mentee: 
 

- What experiences and learning can I bring to the_mentoring relationship? 
- What are my own expectations for the relationship?_ .  . - Are there any obstacles that could impede the relat1onsh1p s development? 
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KEY 

MENTORING 
SKILLS 

 
 

 
 

Active Listening 
Active listening techniques are a 
valuable listening skill, to make a 
conscious effort to understand what 
people are really saying. 

 
Examples include the following: 

 
• Show interest in what he or she is 
saying, and reflect back important 
aspects of what he or she has said to 
show that you've understood; 

 
• Reserve discussing your own 
experiences or giving advice until 
after your mentee has had a chance 
to thoroughly explain his or her issue, 
question, or concern. 

Determining Goals & 
Building Capacity 

 
Being a mentor also means you should 
continue learning about what's going on 
in your industry or business, your 
school, your community, or the world at 
large. You will develop your mentee's 
capacity for learning and achieving his 
or her goals by doing the following: 

 
• Assist with finding resources such as 
people, books, articles, and tools. 
• Imparting knowledge and skills by 
explaining, 9iving useful examples, 
demonstrating processes, and asking 
thought-provoking questions; 
• Discussing actions you've taken in 
your career and explaining your 
rationale. 

Availibility 
Your mentee must feel comfortable 
approaching you for advice or 
consultation; however, he or she must 
keep your availability and your schedule 
in mind. So, it is good policy to establish 
a set day and time for regular sessions 
or meetings. 

 

Encouraging & 
Inspiring 

• Describe experiences, mistakes, and 
successes you or others have 
encountered on the road to achieving 
your goals; 

 
• Talk with him or her about people 
and events that have inspired and 
motivated you; and 

 
• Introduce him or her to your 
colleagues who can be additional 
useful contacts or inspiring models. 

Building Trust & 
Authenticity 

Trust is bui t over time. You will 
increase trust by keeping your 
conversations and other 
communications with your mentee 
confidential, honoring your scheduled 
meetings and calls, consistently 
showing interest and support, and by 
being honest with your mentee. 
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I. Initiation Stage 
At Engineering IT, we take the free market 
approach to choosing a mentor and a 
mentee. Because we are a small community 
and tend to know each other (or at least 
about each other) we are approaching the 
initial stage of finding a mentor and 
accepting a mentee up to the individuals 
seeking those relationships. 

 
Building the Relationship 

 
During this phase, you will get to know each 
other and begin to establish trust. During 
your first meeting (ideally face-to-face]. 
discuss your backgrounds, experiences, 
interests, and expectations. You will also 
make agreements about confidentiality and 
the frequency of contact. During this first 
stage, it is important to establish a schedule 
for communicating regularly, whether in 
person, by phone, or e-mail. 

 
 

• Tell me a Little more about yourself, your 
skills, your organization or community, some 
key challenges you are facing, etc. 

11. Cultivation Stage 
During the next stage, it is recommended that 
you set goals. As the mentoring relationship 
unfolds, be attentive to practicing active 
Listening and consistently expressing 
encouragement. 
Helping Your Mentee Set Goals 

By exchanging information, you will gain insight 
into the goals your mentee hopes to achieve 
through the mentoring relationship. Mentors 
have provided their mentees with input and 
support on a great variety of issues and 
challenges. 

 
Goals are helpful because they help the mentee 
see beyond the day-to-day demands of his or 
her position and help him or her gain clarity on 
how to get the most out of the mentoring 
relationship. Encourage your mentee to discuss 
his or her goals with you. Suggest that he or she 
complete the Goal Form and share it with you. 

 
Coach your mentee to refer back to his or her 
goals periodically as a way of refocusing 
on goals and measuring progress. Referring to 
the goals regularly is also a good way for you to 
know if you are helping him or her achieve 
them. 04 



Stages of 
Mentoring 

Relationship 
 
 

Ill. Separation Stage 
During this stage, planning for the mentee's 
continued success is balanced with 
bringing the formal mentoring relationship to 
a close. Work with your mentee to 
define the types of support he or she may 
need in the future. You may want to 
connect him or her with additional 
colleagues who can provide benefits other 
than those provided by you. This is also a 
good time to explore your mentee's 
own interest in one day mentoring someone. 
Adjournment brings closure to the journey. 

 

Your final discussion should be 
dedicated to the following: 

 

• Reflecting on accomplishments, 
challenges, and progress towards 
goals; 

 

• What will your proteqe remember most 
about the relationship? 

• What challenges lie ahead for him or her? 
 

• Exploring other types of support he or she 
may still need; 

 

• Discussing whether the relationship will 
continue informally and how you will 
implement that; and 

• Expressing thanks and best wishes! 
 

IV. Redefinition Stage 
Complete Closure 
• When either or both parties do not want to 
have future contact, complete closure is the 
best option. On occasion, one party wants to 
stay in touch and the other doesn't. As 
difficult as it is to convey this is the end, it is 
worse to pretend there will be ongoing 
communication if you are certain there will 
not be. 

 

 
Continuation of the match 
• Some programs allow matches to recommit 
for a second term. This is a good option if the 
mentee still meets the program 
requirements and there are additional goals 
to be met. If this is the case and all invested 
parties are in support of a recommitment, it is 
important to discuss any desired changes. 
Perhaps the mentee will take the lead in 
communication in second term or visit 
frequency or duration will be adjusted. 
Changes do not need to be made, but this is a 
good time to determine if there are any that 
would be beneficial. 

 

Continuing the relationship outside of the 
program. 
• Sometimes a mentor and mentee develop a 
strong relationship that transcends the 
program. If both are interested in maintaining 
contact this can be an ideal situation. This 
new stage of the relationship might look 
different - in real life, we often do not get to 
see our friends weekly and perhaps that isn't 
needed in this new version of the friendship. 

Mentor or mentee rematch. 
 
• When a match ends, some mentors or 
mentee will choose to transition to a new 
match. Think about what you learned from the 
last match and share any preferences for your 
new match. 

 
 

Each party should take time to think about the 
various options and determine what is right for 
themselves moving forward. 
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Coaching?  Mentoring? What's the Difference? 
Coaching as you may know, involves asking open 
ended questions, listening to the other person's 
responses and  letting her/him come to his/her   
own solution.  When you are new to coaching it 
may be difficult to turn down the volume of your 
inner dialogue and really, really listen to what the 
other person is sharing.  For many people who are 
learning to coach it is also challenging not to give 
advice.  Our brain likes to solve problems even 
when someone hasn't asked you too. 

 
If a person has the capability or experience to think 
out his/her own solution, then most times it is 
better to use coaching. The reason is if individuals 
can figure out how to solve the problem, then they 
own the solution. When people have developed the 
solution they are much more invested in taking the 
next steps. Just as people don't wash "rental 
cars" because they don't own them, you may not 
accept advice from others because it's not yours. 

 
Another reason to use coaching in these situations 
is the person you are coaching is developing 
his/her own mental capability.  You could really be 
helping them learn "to fish" as opposed to giving 
them a fish.  This is important for those with whom 
we work as we would like them to be able to think 
through solutions on their own.  Coaching is also 
applicable outside the work setting as you help 
your children, family, or friends develop their 
ability to think through an issue. 

It is often the case that when a new person is hired 
or when an emerging leader is taking on a new 
unfamiliar initiative, we will suggest s/he take 
advantage of the experience of someone who has 
done this before. 

 
A thoughtful mentor can be particularly helpful 
when you are confronted by a challenge you know 
little about and he/she has been there and done 
that. A mentor can be a great resource when you 
are considering your own professional development 
or career pathways or life choices that matter to 
you. 

 
Jim Bruce, the former CIO at MIT and now a Senior 
Fellow and Executive Coach at MOR Associates , is 
someone who plays both roles well. Jim will coach 
individuals on their goals in the l   eadershi p 
programs and he may mentor people who are 
thinking about whether they want to go down the 
CIO path. 

 
In the first instance the person needs to own the 
goals so asking questions and letting them come to 
their own conclusions is important. In the second 
instance, Jim has al ot of experience and the 
wisdom that comes with the years he served as a 
CIO.  He can share his experience and 
considerations with someone contemplating this 
path. 

You too can serve others by being a coach when 
needed or as a mentor.   06 

Full article by Brian McDonald available at 
http://www .morassociates.com/insighVbr ian-mcdonald/coaching-mentor ing 

 
 



 

 



 

 


