
  

 

 

 

MENTORING – PROFESSIONAL PARTNERS 
Best Practices and Tips 

 

Here are some ideas to help make your day as a mentor a success: 

 

Preparing for Your Experience 
The Program Coordinator will contact you with the name of the School Point Person (SPP) or St. Charles Community 

College (SCC) student. The responsibility is that of the SPP or SCC Student to contact you and schedule the first meeting. 

Prior to the first meeting, here are a few things you may want to consider:   

1. Find out if your employer has a policy or program in place for mentors. If not, be aware of confidentiality issues 

when dealing with your mentee.  

2. If you work in a union environment, consider seeking its involvement in planning your experience. 

3. When you are contacted to set the date, time and location for your first meeting, it is recommended the first 

two meetings take place at the mentor's site/office. This will save you time, provide a professional setting for 

the meeting, give the mentee a glimpse of reality into your field, and provide an opportunity to show off your 

company. 

 

Structuring Your Experience 

At the first meeting, here are few recommended topics to cover:  

1. A basic introduction of approximately 3-5 minutes per person. We suggest the mentor begin with his/her 

introduction. This will provide a level of comfort to the mentee as well as provide an introductory example for 

the mentee. 

Suggested topics:  

o What made you go into this field?  

o Favorite course(s) you took in college. 

o Brief overview of the path you took to get to the position you currently hold (more detailed explanations 

of the steps you took will most likely come into play in future meetings). 

o List some of your gifts, talents, and/or characteristics that have contributed to your success in this 

particular field 

o Reasons you were interested in this mentoring experience. 

o Ask the student why he/she was interested in the mentoring experience. 

 

2. Discuss and define goals for the experience. Provide time to answer mentee's questions. 

3. Discuss ideas for next meeting. In addition to your thoughts, feel free to engage the mentee and ask if there is 

something specific s/he would like to discuss or see. For example, tour of the company, or a specific 

department.  

4. Set the place, date and time for the next meeting.  



  

 

 

At subsequent meetings, we recommend:  

1. Begin with asking the mentee if s/he has any questions or concerns s/he would like to address. 

2. Plan an activity of the day (i.e., company tour, introduction of coworkers). If you are a member of a civic 

organization or association, consider inviting the mentee to meet you at the next meeting. If you give a tour, 

consider the following: 

o Explain the roles of each person you interact with in addition to just a standard introduction. 

o Explain what company culture is, what your company's culture is and how it is implemented and 

encouraged.  

o Provide a perspective to the student about how your company's product and service impacts the local, 

regional, national and/or international community. 

3. Describe the typical routine, along with the “reality” of your job. 

4. Explain how your work relates to classes the mentee might be taking in school such as math, accounting, 

economics, philosophy, writing, logic, and science. 

5. Explain what soft skills are, their importance and how you incorporate them into your everyday job. 

6. Discuss important keys to success in your industry/field: skill set, technical aptitude, personality characteristics, 

priorities, etc.   

7. Provide time for open conversation 

8. Set place, date, time for next meeting 

 

Maximizing the Experience  

 
1. After each meeting, the mentor should evaluate the commitment, passion, and drive of the mentee to the 

mentoring experience – not necessarily the career path itself. This will help you structure future meetings and 

activities. If a student is unsure about his/her career path or realizes after conversations with you that the career 

path isn't for him, the mentor experience has not been a waste. Nor should it automatically stop. Your life 

lessons and advice on soft skills (timeliness, interviews, attire, etc.) might relate regardless of the industry. (If 

you have concerns or questions regarding the commitment of the mentee, please notify the School Point 

Person.) 

2. Take into consideration personality differences [e.g., Myers-Briggs Type Indicator (MBTI)] when trying to 

connect and interact with your mentee.  

 

At the end of your experience, the Program Coordinator will be sending you and the student an evaluation for you to 

complete and return.  This is an extremely important part of the program as we will use your comments and suggestions 

to improve the experience for future participants. 

 

Thank you providing a career exploration experience!  Because of your donation of time and expertise, our future 

workforce will be better prepared to choose a career and be successful.  

 

Together, we are transforming lives and strengthening communities! 


