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MENTORING

Mentoring is a reciprocal and collaborative at-will relationship that most often occurs

between a senior and junior employee for the purpose of the mentee’s growth, learning,

and career development. Often the mentor and mentee are internal to an organization,

and there is an emphasis on organizational goals, culture, career goals, advice on

professional development, and work-life balance. Effective mentors often act as role

models and sounding boards for their mentee and provide guidance to help them reach

their goals.

Mentoring can be formal or informal. In an informal environment, mentees set goals, but

they are usually not measurable and the relationships are unstructured. For a formal

mentoring relationship, there are actionable and measurable goals defined and set with

determined requirements.

Source: https://www.td.org/talent-development-glossary-terms/what-is-mentoring 01

https://www.td.org/talent-development-glossary-terms/what-is-mentoring
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GETTING STARTED AS A MENTOR

Mentoring is a great way to support the

development of those less experienced than you.

It allows you to gain experience as a leader and

is an opportunity to support your community or

organization. 

You can mentor somebody on any topic, skil l ,  or

area, assuming you have experience to pass on

through the relationship. Your role as a mentor is

to share experiences, insights, and provide

feedback that wil l guide the mentee towards

achieving their objectives. 

Leadership skills development

Increased confidence & self-
awareness

Exposure to new and different
viewpoints

Improved communications skills

Increased chance of promotion

Benefits of mentoring:



KEY MENTORING SKILLS

Once you’ve gained practical experience, you are well

positioned to mentor somebody else in the same area.

However, there are non-technical skil ls that wil l help you

to be a more effective mentor. These include:

A good mentor wil l

engage in active

listening. This wil l help

you to connect with

your mentee and to

understand their

needs, goals, and

objectives. 

Active Listening

A mentor wil l be able

to help their mentee

set goals that are

SMART. Aiding your

mentee in setting up

clear goals wil l help

to ensure that you’re

able to provide the

support they need.

Goal Setting
As a mentor, you will be

able to transfer skil ls or

thought leadership to

your mentee. This

requires an ability to

provide clear instructions

and examples of how

skil ls or tools can be

used practically. 

Education / Guidance

A good mentor wil l

encourage and motivate

their mentee. You’l l be

able to assess when

your mentee is facing a

confidence challenge

and will encourage them

to seek growth

opportunities. 

Motivation

https://novoresume.com/career-blog/active-listening
https://www.indeed.com/career-advice/career-development/smart-goals


FINDING A MENTEE

Once you decide to become a mentor, it ’s time to

find a mentee. In some cases, you may work for an

organization that offers a formal mentorship

program that you can participate in. However, if

your company doesn’t offer a program (or you’re a

business owner / entrepreneur), look for these

opportunities to connect with potential mentees. 

Oftentimes you can find people that need your

support right within your own network. Scroll

through your contacts and reach out to anybody

that you think might be needing your support. 

Within Your Network

These groups may already offer formal programs

or will help to connect you with people in the

same industry / skil ls area. The International

Association of Women offers a mentor match

program where members can connect based on

industry, skil ls and experience.

Professional Groups & Associations

Check in with your alumni group to see if they

have the ability to connect you with a pool of

potential mentees.

Alumni Group



MENTORING BEST PRACTICES

As a mentor, you will take ownership of the relationship with your mentee.
The mentee will be looking to you as a leader. 

Util ize templates to help track the mentor/mentee relationship. This can be
achieved in a shared document (ie Google Drive). 

Create an environment for open communication and feedback. This also
requires confidentiality. 

Provide encouragement outside of the regular mentor/mentee meetings. If
you know your mentee has an important meeting or milestone approaching,
a one-off text or email can be really encouraging. 

Be respectful of the time commitment. Be prepared for your scheduled
meetings with your mentee.



I think mentors are important and I don't think
anybody makes it in the world without some form

of mentorship. Nobody makes it alone. Nobody has
made it alone. And we are all mentors to people

even when we don't know it.

Oprah Winfrey
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GETTING STARTED AS A
MENTEE
Mentorship is a great opportunity for you to connect with somebody who can help to

guide you through challenges and career milestones. Seeking mentorship is a proven way

to help you achieve success. 

When you decide to seek out mentorship, it’s important to have a clear goal in mind (this

can include long term and short term goals). You will want to identify specific challenges

or issues that your mentor can support. 

Research potential mentors in your company or network. You can reach out informally to

ask if they would be open to taking you on as a mentee. Remember, asking somebody to

mentor you is a big ask and you’ll want to be prepared. 

https://www.npr.org/2019/10/25/773158390/how-to-find-a-mentor-and-make-it-work


OBJECTIVES OF
MENTORING

Career Guidance

Specific Skills

Promotion

Confidence

Short and Long Term Goals

Leadership Skills

Professional Development

Entrepreneurship

Business Development

Mentoring can cover a variety of topics and areas. It is

intended to support challenges that you are currently facing. 



MENTEE BEST PRACTICES

Be respectful of your mentor's time. Stay on track with the goals of your
mentor plan, be prepared for meetings, and communicate any issues. 

Be ready to learn and take action. Your mentor is volunteering their time to support
you. 

Support your mentor by providing a testimonial on LinkedIn or another
platform.

Show your thanks. A simple thank you card goes a very long way!

Share your success. Make sure your mentor knows how much they’re helping
you achieve.

Stay in touch. Once your mentoring relationship ends, you can stay in touch
with your mentor and check in throughout the year. 



STAGES OF
MENTORING

DISCOVERY GOALS ONGOING
SUPPORT

PLANNING FOR
THE FUTURE

12



STEP 1

Before committing to a mentorship relationship you will

want to setup time to do a discovery session. During this

time you can make introductions and determine if you are

a good fit for each other. 

Discovery

Goal: Determine if we both

agree that we're a good fit

for each other



What’s the best advice you can give to help plan
a career rather than simply work to keep a job?
How do you encourage innovative ideas?
How have you been impacted by your own
mentors?
What do you do to constantly challenge your
underlying beliefs and assumptions?
Would you do anything differently in your career
given the opportunity?
How and where do you find inspiration?
What values are you committed to?
How do you find balance in your work and
personal l ife?
Do you have any books that you would
recommend?

QUESTIONS
TO ASK
MENTOR



What is currently your biggest career
challenge?
What are your goals for the next 90 days,
2019, next 5 years?
How do you define success? How do you
measure success?
Why do you do what you do?
If you could change one thing about your
current professional situation what would
that be?
What have you recently failed at? Why do
you think you failed? How did you respond?
What are you reading?
What skil ls or knowledge would you like to
gain in the near future?
Why do you want a mentor?

QUESTIONS
TO ASK
MENTEE



STEP 2

Once you agree to the mentoring relationship, you will

want to set specific goals for the relationship. This can be

tracked through the Mentoring Plan and Timeline .

You'l l want to determine the following:

Setting Goals & Timeline

What is the purpose of us working together?

How will we communicate with each other? 

How frequently wil l we schedule check-ins

(and what format)?

How long will the mentoring relationship last?

https://f.hubspotusercontent30.net/hubfs/2675739/Mentoring%20Template.pdf


STEP 3: ONGOING
WORK

You will meet with your

mentor/mentee according to the

timeline established. It wil l be helpful

to track your meeting agenda, goals,

action items, ongoing issues. 



STEP 4: PLANNING
FOR THE FUTURE

Your mentoring relationship will come to an end at the designated

time. You may decide to extend the relationship if both parties

agree. Regardless, your final meeting should set the stage for

future growth. You can recap the mentorship relationship (what

did you both learn) and provide feedback on future action plans.



MUTUAL RESPECT
As with any relationship, mutual respect is a critical
component of any mentoring match. Be respectful of each
others time, maintain confidentiality, provide timely
notification of any schedule changes, and communicate
openly with each other. 



IAW MENTOR MATCH

The IAW Mentor Match program is designed to connect

members for a one-on-one mentorship. Mentorship is a

proven self-development method that can help both

mentee and mentor develop perspective, build

confidence, gain new skil ls and knowledge, and further

personal development and career goals.

*The Mentor Match program is available exclusively to

Innovator and Influencer members. If you have questions

about how to access the program please contact

member services at memberservices@iawomen.com. 

Exclusive Offering For IAW Members*
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Your profile includes selections for industry, experience,

and mentoring topics. You can also identify the time

period for matching and if you are a mentor, how many

mentees you will match with at one time. These settings

can be adjusted at any time. 

SET UP YOUR PROFILE

5KG

Click the links below to access your profile (login at

community.iawomen.com required). 

Mentor Profile

Mentee Profile

https://community.iawomen.com/network/members/profile/mentorinfo
https://community.iawomen.com/network/members/profile/menteeinfo


PROFILE SETTINGS
Update profile settings to include your
industry/sector, mentoring topics, and
years of experience. 

You may adjust these settings at any
time. 

If you are unable to access or change
these settings please contact member
services to confirm your level of
access. The mentorship program is
available to Innovator and Influencer
members. 



MENTOR STATUS
Update mentor status to show your
availabil ity for matching on the
platform.

You may adjust these settings at any
time. 



MENTEE STATUS
Update mentee status to show your
availabil ity for matching on the
platform.

You may adjust these settings at any
time. 



FINDING A MATCH
The platform allows you to search for a mentor or to search for a
mentee. You may setup a mentor and a mentee profile (so you can
be a mentor and a mentee at the same time). 

Click the links below to begin your search.

Search for a mentor

Search for a mentee

Your search will return a list of potential matches based

on the criteria that you selected. 

Review the users profile (are they a good fit)

Reach out to confirm availabil ity and schedule

introduction

Once you both determine that it is a good fit ,

navigate to the users profile and complete the

connection. 

When you complete the mentor relationship,

return to the community and select the Finish

Relationship button from your mentor or

mentee profile page. This action can be taken

by either person. 

These buttons will be found on the members profile page

(under their photo). Use these buttons to initiate the

connection on the platform. 

https://community.iawomen.com/network/findmentor
https://community.iawomen.com/network/findmentor/findmentee


QUESTIONS/SUPPORT
memberservices@iawomen.com

888-852-1600


