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Who is This Guide For?  

 

Managers who want to: 

- Inspire their directs to improve their skills, 
- Help their staff grow professionally and,  

- Assist their staff with career development.  

 

Why do you need the Mentoring Hand Guide? 
 

Great managers know that mentoring is a valuable tool for inspiring positive growth 
and development in employees.  

 

What will the Mentoring Hand Guide do for You? 
 

 
 

This guide will show you: 

- How to engage your directs and gain commitment to a mentoring program, 
- How to help your staff choose a suitable mentor, 
- How to be a mentor yourself, 
- What the responsibilities of the mentee are, 
- Key phases in the mentoring process and guidelines for implementing each 

stage.  
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1. What is Mentoring?  
 
Everybody is a mentor and everybody has mentors. Most of us just don't use the word. 
Think back to all those who have helped you throughout your life to achieve the successes 
you have had. Remember that teacher in high school who helped you understand math, or 
that coach who worked with you to be a better sports team player? Remember the times 
your parents helped you through tough periods and supported you? They were mentoring 
you, providing assistance in the form of counsel to help you perform better and to assist 
you in your personal and professional growth. 
 

In the workplace, more professionals these days are actively pursuing mentoring to 
advance their careers. And whether you're on the giving or receiving end, these types of 
partnerships can benefit your career. 
 

Mentoring is a relationship between two people with the goal of professional and personal 
development. The "mentor" is usually a more experienced individual who shares 
knowledge, experience, and advice with a less experienced person, or "mentee." 
 

2. Mentoring Vs Coaching and Training 
 

Training: 
 

- Training is about teaching specific skills or knowledge, 
- Trainers “tell” learners what to do and how to do it, 
- The training agenda is usually fixed by the trainer, 
- Training sessions are pre-planned and structured and, 
- Information is delivered in a “formal” way. 

 

Coaching: 
 

- Coaching is about helping people learn and find solutions for themselves, rather 
than telling them what to do and how to do it, 

- Coaching is a formal relationship whereby coaches help coachees identify specific 
development goals, 

- Coaches don’t need to have direct experience or skills related to the development 
goal, 

- Coaching is a collaborative relationship and the coach will work with the coachee to 
strategize solutions and facilitate problem solving. 

 
 
 

 

The Mentoring Hand Guide 

 
 

“People, Performance, Profits” 



 
 
 
 
 
 
 
Mentoring: 
 

- Mentoring is about passing on personalized knowledge and advice, 

- The mentor-mentee relationship is characterized by a more experienced person 

offering guidance to a less experienced person, 

- It’s a far more personal and friendship-based relationship, 

- Mentors become trusted advisers and role models – people who have, “been there 

and done that,” 

- Mentors are usually older and they encourage mentees by offering suggestions and 

knowledge, 

- Mentors may offer coaching but their role is based more on counselling and support. 

 

3. The Benefits of Mentoring  
 

Benefits to the Mentor: 
 

Becoming a mentor can enrich your life on a personal and professional level: 

 

 By building your leadership skills, 

 Leverage your unique strengths, expertise and experience, 

 Be recognized as a mentor and leader, 

 By strengthening your interpersonal and communication skills, 

 Gain satisfaction from helping someone with their personal development and 

knowing that you added value to their career, 

 Learn new ways to grow and develop others – a fundamental manager skill, 

 

Benefits to the Mentee:  
 
A trusted mentor can help the mentee by: 

 
 Passing on valuable advice based on years of personal experience, 

 Exposing them to new ideas and new ways of thinking, 

 Encouraging them to set goals and leverage their strengths, 

 

 

 

The Mentoring Hand Guide 

 
 

“Managing Made Easy” 



 

 

 

 

 

 Showing them how to see things from different perspectives, 

 Boosting their self-confidence, 

 Providing encouragement and moral support, 

 Providing networking opportunities, 

 Encouraging them to think “out the box”, 

 Providing career advice, 

 Helping them to evaluate new opportunities, 

 Assisting with decision making, 

 Acting as a sounding board for new ideas, 

 
Benefits to the Organization:  
 
Encouraging and supporting mentoring programs within the organization leads to: 

 
 Improved employee motivation and engagement, 

 Improved employee performance, 

 Easier onboarding of new hires, 

 Increased employee retention, 

 Improved communications, 

 A stronger corporate culture of personal and professional growth, 

 Improved employee morale, 

 Increased work happiness and job satisfaction and, 

 Enhance leadership and coaching skills in managers 

4. Skills, Roles and Responsibilities of the Mentor  
 

Mentoring is a partnership between two individuals, the mentor and the mentee. In 

considering the roles of the mentor, he or she must wear many hats throughout the 

process: 

 Listening to problems, questions and ideas, 

 Offering wise counsel, 

 Offering encouragement, 

 Helping to build self-confidence, 
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 Stimulating creative thinking, 

 Sharing knowledge, experiences, information and resources, 

 Acting as a role model, 

 Encouraging positive changes in behavior, 

 Confronting negative behavior and attitudes, 

 Providing constructive and supportive feedback, 

 Expressing empathy and understanding, 

 Setting high performance expectations, 

 Giving personal and professional advice, 

 Challenging ideas, 

 Providing growth experiences, 

 Encouraging and assist with goal setting, 

 Teaching, coaching and nurturing, 

 Providing support. 

5. Skills, Roles and Responsibilities of the Mentee  
 

A mentee must also perform several roles. The mentee is the student who needs to 

absorb the mentor’s knowledge and have the ambition and desire to know what to do with 

this knowledge. Key skills, roles and responsibilities of the mentee include: 

• Commitment to the mentoring relationship, 

• Being open to new ideas, 

• Willingness to listen to feedback, 

• Ambition to grow and improve, 

• Sharing information about  strengths, development needs and ambitions, 

• Being open and honest, 

• Being receptive to challenges, 

• Being proactive and open to learning, 

• Actively listening during conversations and discussions with the mentor, 

• Able to approach the relationship with respect, good humor and openness, 

• Respect for the mentor’s time, 

• Meeting commitments and carrying out tasks by agreed times, 
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6. The Mentoring Process  
 

Mentoring involves a number of processes.  Whatever approach or style you use, working 

within a well thought out, robust and flexible framework will ensure you are most effective 

in helping your mentee. 

Phase 1: Connect  
 

Phase one is about building rapport. The mentor and the mentee become acquainted and 
informally clarify their common interests, shared values, and future goals and dreams. 
Taking the time to do this at the outset of the relationship will ensure that the process gets 
off to a good start. Bearing in mind the number of informal mentees we have in our lives, 
this phase may occure over an extended period of time – even years. Key actions in 
phase 1 include: 
 

• Introductions: sharing of backgrounds, interests, experience, golas and personal 

information, 

• Objectives: identifying the purpose of the mentoring relationship, 

• Roles and responsibilities: defining mentor-mentee roles and responsibilities and 

expectations 

Tip: Adapt your behavior style to make stronger connections with people using the 

DISC behavior model.  

Phase 2: Clarify  
 

Once the relationship is established, and trust and confidentiality created, the mentor and 
mentee will begin to outline goals for the relationship. Phase 2 involves: 
 

• Questioning: the mentor should ask open-ended questions to encourage the 

mentee to explain his/her development needs, aspirations, goals or even concerns, 

• Active listening: it’s important for the mentor to listen to, and challenge, the 

mentee, 

Tip: Relevant Skill: Active Listening  
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• Recognize strengths and weaknesses, 

• Establish development needs and priorities, 

Phase 3: Collaborate  
 
In phase 3 the mentor and mentor engage in problem solving to identify a plan of action: 

• Problem solving: joint analysis of problems and issues. The mentor helps the 

mentee discover his/ her own solutions to problems, 

• Strategies and Plans: the mentor and mentee collaborate and brainstorm to identify 

possible development resourources, 

• Implementation and evaluation: they work together to plan work assignments for 

the mentee and establish work flow, time management, support and evaluation of 

the results. 

Phase 4: Support  
 
Phase 4 is about offering support, encouragement and guidance to the mentee: 

• Maintain momentum: periodically review the goals and objectives and ensure that 

the mentee is on track. If something isn’t working then adjust the activities to 

increase effectiveness (worry less about following plans and more about 

accomplishing a plan’s purpose), 

• Performance communication: the mentor should recognise and celebrate 

achievements and confront and reflect on less positive behaviors and actions, 

• Encouragement: reinforce the mentee’s self-esteem and confidence. Use personal 

experiences to provide inspiration and motivation. 

 

Tip: Relevant Skills: Inspiring Performance Communication 
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Phase 5: Evaluate  
 
The final phase is a time to reflect on the lessons learned, wisdom gained and progress 

made: 

• Review and evaluate: was there a successful outcome? 

• Challenges: what were the greatest challenges? 

• Learning: what lessons were learned? 

• New Skills: how will the mentee use his/her new skills moving forward? 

• Acknowledgement: it’s important to recognise and celebrate the successes and 

accomplishments over the mentoring period, 

• Redefine: mentor-mentee relationships may last for a season, a reason or a lifetime. 

With more formal relationships this is a time to redefine the partnership and identify 

new objectives. It may also be a time to decide to end the mentoring relationship.  
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6. Tips to Make the Mentoring Arrangement Work Better  
 
Remember that the relationship is a more experienced Mentor who 

helps the Mentee by sharing their experience, knowledge, coaching, 

connections etc. The Mentor does get some benefit from the 

relationship but most of the benefits go to the Mentee. Usually 

Mentors are not paid for this (because this is then a formal coaching 

arrangement) and so this is considered that the Mentor is doing the 

Mentee a favour. There are some things that a Mentee can do in 

return to help the process to work: 

 Mentee responsible for running the process - includes making bookings and 

logistical arrangements, 

 Mentee to keep track of actions, 

 Mentee to be respectful of the Mentor's time (which is of course allowed to 

challenge), 

 Mentee to take on board the Mentor's advice - do the suggested actions or provide a 

meaningful challenge, 

 Mentee to feedback to the Mentor about what they have done and how it has or has 

not worked out, 

 Mentee should offer to pick up the bill (meals/ coffees etc.) as a token of 

appreciation, 

 Commit to a time for the relationship to show dividends but be open to ending the 

arrangement if it is clearly not going to work, 

 Review the arrangement each 12 months and decide whether to continue or not, 

 Arrange regular meetings in advance. Best is monthly, minimum is quarterly, 

 Mentor has a responsibility not to hold their tongue where they see the Mentee doing 

something wrong or where they have a blockage. The Mentee needs open 

communication to identify their problems and they probably don't get this from their 

boss.  
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Thank you for using this resource. We hope that you have found this useful. This 
resource is a sample of a larger solution. 
 
 

The Mission of Manager Foundation is to: 
 

• Help managers to manage their employees 
• Increase job satisfaction of employees 
• Increase productivity for company profitability 
 

By supplying practical, proven, people management solutions. Employee 
performance with less time and effort. 
 
 

The Business Case for Management: 
 

Investing in employee performance is the best investment you can make. To find 
out why see this article: http://bit.ly/1a4K1q1. Selling solutions is how we fund the 
creation of this content. 
 
 

Solutions - Options: 
 

Essential for new managers, helpful to experienced managers: Find out how to 
improve employee performance:  
 

 Good self-learner? Find out how the management system works online. 
Suitable for budget conscious, disciplined DIY’ers  

 Prefer a personal, guided touch? Hire one of our experienced business 
coaches  

 
 

Relevant Help for this Resource: 
 

This is part of the Inspiring Growth System. 
This system is about growing and developing employee skills and 
competencies to improve performance and productivity. Skills 
development also leads to: 
Greater job satisfaction and, 
Increased employee engagement and retention. 
 

 
 

Managing Diversity by using Behavior Models 
 

 Using the DISC model to improve employee performance 

 Powerful communications by tailoring your message 
 

http://bit.ly/1a4K1q1


 

 

 

 

 

Building Functional Employee Relationship and Communications is a fundamental 

manager skill. The other key manager skills that make up the Management Foundations 

are:  

 

 

The Foundational Techniques 
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Make Managing Easy: 
 

 
Sign up for the free “Make Managing Easy” email series and find out about how 
the Management Sweetspot can: 
 

 Make the lives of Managers easier; 

 Make employees happier and; 

 Make companies more profitable 
 

www.ManagerFoundation.com/signup 
 

 
 

Become a Manager Foundation Super User: 
 

 

Help Us to Spread the Message:  
 

Work, isn't working if:  
 

 Staff are unhappy at work; 

 Managers are stressed and; 

 Company profits suffer.  
 

The vision is to work towards a place where: 
 

 Employees are engaged and get job satisfaction from intrinsic motivators; 

 Managers have effective, time-efficient ways to manage staff and; 

 Companies are productive and profitable.  
 
If this is a vision that you feel is worth spreading then please help me to spread the 
message because I can't do it on my own.  
 
Join: http://managerfoundation.com/super-users/ to become part of the community and 
find out more. 
 

 

 

About Manager Foundation 
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Copyright and Licence Agreement: 
 

 

These materials are licences for the use of the license holder only. They may be 
amended as wished but if you do so you must credit the original source. The licence 
holder is the person who received the document as part of a purchased module/training 
course or as a promotional download.  
 
If you are not a licence holder and wish to get your own copy then see the Manager 
Foundation website www.managerfoundation.com for more information. 
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