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Business Career Mentor Program

Introduction

This booklet provides an overview of the roles and opportunities for participants in the Business
Career Mentor Program.

Contact information:

Business Careersteam

Email: businesscareers@unisa.edu.au
Phone: 08 8302 0658

Team Members:

Fiona Hui— Senior Consultant

Tammie Blackmore — Communications Officer
Jamie Ameen —Program Coordinator

Julie Dahlitz—Administration Officer

Objectives

The Business Career Mentor Program supports UniSA Business and Law students by engaging
alumni and industry partners who are experienced business professionals to provide advice and
careerguidance. The mentor may facilitate development by sharing knowledge, exposure to the
industry and career planningrecommendationsin anumber of ways, including:

e Insightsintothe practical work environment and Australian workplace culture
e Industryspecificskills, abilities orknowledge

e Networking opportunities

e Careerguidance and planning

Benefits for Mentees

Having a mentor provides you with afriendly and supportive member of the profession. You are
encouragedtoforma meaningfulbusiness relationship with your mentor.

In return, your mentor may help you develop your professional networks, assistinthe
exploration of your career options, help identify yourinterests and skills and match them with
appropriate career paths. They may offerinsights into the expectations of employers and assist
youto locate broaderwork experience (either personally orvia contacts).

In addition, mentors might help you to develop generic “job-readiness” skills such as
communication, goal settingand teamwork.

Menteesinthe program will receive a certificate from the University upon successful completion
of the program requirements.
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Benefits for Mentors

As a mentor, youwill find reward in giving back through sharing your knowledge and expertise. You will
alsobe contributingtothe education and training of future colleagues. You will find it beneficial toyour
professionallife by learning new skills, networking and reflecting on your own experience. Thisisa
leadership opportunity that demonstrates alevel of accomplishmentin your professional lifein addition
to maintainingaconnection with your University and Business School.

Participants Obligations

e Mentorsand mentees must completeacontract and be prepared to stay in contact for the term
of the agreement April to November.

e [tisessential thatmentorsand mentees understand and discuss their separate expectations for
the program. Mentees will participate in a Training and Preparation session to develop aseries of
goalsthat will help direct and focus the meetings. Mentees and mentors should discuss and agree
on the purpose of the mentoring partnership and how it will work in practice.

e While every effortis made to match appropriate mentees and mentors, if interests and areas of
expertisedo not coincide, both needto take responsibilityfor having an open mind and consider
how they might still work togetherto achieve a positive outcome. This canbe a great opportunity
to broaden perspectives and “look outsidethe square”.

Mentee Obligations

To successfully complete the program, mentees must:
Complete eitherthe online interview or the group interview
Committo the Program from April - November
Participateina Trainingand Preparation session in April
Submita contract and goals forthe BCMP
Attend Connect (the networking event) in May
Organise and attend a minimum of 6, one hour meetings (face to face, online or phone)
Lodge a minimum of 5 monthly reflections

>

*
*

Itisthe responsibility of the mentee to make contact with their mentor once they have received
an email notifying of amatch. The first meeting should take place priorto May 31, 2020.

If you encounter problems in establishing communication after your first meeting please
contact a member of the Business Careers team.

< Rememberthat mentors are volunteeringto participate in this program and that being offered a
mentorisa privilege. If youfail to demonstrate your commitment to the programyou may
jeopardise yourown reputation and fail to successfully complete the program. Be proactive and
show initiative.
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Mentor Obligations

All mentees registered forthe mentor program have beeninterviewed and are required to
participate ina Training and Preparation session. This session covers etiquette, networking and
goal setting. Itis important forthe success of the mentoring relationship that you both discuss
and documentyourexpectations and plan how you will meetthem. Appendix 2—Mentoring Plan
may assist you with this.

Mentees have committed toa minimum of 6, one hour meetings forthe duration of the program.
This may be face to face, online (email, Skype, etc), by telephone ora combination of these
options. Mentees have been made aware that flexibility is crucial in orderto allow for busy
workloads and unexpected commitments. Itis strongly advised that guidelines forrescheduling or
cancelling meetingsis established atyourfirst meeting.

Structure of the Program

Training and Preparation Session— Mentors (Thursday 2 April 2020)
Mentors are encouraged to attend this session. For continuing orexperienced mentors anonline
sessionisavailable.

Training and Preparation Session — Mentees (Friday 3 April 2020)

Mentees are required to attend this session to understand etiquette, networking and goal setting.
Itismade very clear that thisis a development opportunity and nota recruitment exercise.
Mentees who are unable to attend the session will still need to participate as the sessionis filmed
and handouts supplied. Goals must be submitted online priorto being matched with a mentor.

Connect- Networking Event (Wednesday 13 May 2020)
This networkingeventis opento participants of the Business Career Mentor Program, prospective
mentorsandindustry partners.

Mentor Focus Group (Tuesday 25 August 2020)
The forums are an opportunity for mentors to provide feedback mid-way through the Program.
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Suggestions for Best Practice in Mentoring
Staying in touch:

1. Menteeshave beenadvisedthatitistheirresponsibility to establish and maintain
communication and drive the program, but mentees are often reluctanttoseemtoo
demanding. Toavoidthis, planforthe nextcontact or meetingatthe end of each
communication. While mentees are responsible forarranging meetings, encouraging emails
fromthe mentorcan be very helpful.

2. There willinevitably be timeswhen eitherthe mentoror mentee has to cancel, butensure
you follow the guidelines established in the first meeting and arrange an alternative date
straight away to avoid loss of momentum. Balancing time pressuresis acommon difficulty so
discussissuesopenly and renegotiate asrequired. If there isgenuine commitment, thereis
always a solution.

3. Ifyou have not beenincontactfor a while, it can be hard to re-establish the link. However, an
email takes onlyafew seconds andis usually all thatis required. For mentors, sending a quick
“how are you going?” email can be the triggerto reconnect. For mentees, who sometimes
feel awkward if they feelresponsible forthe lack of contact, try sending an email with an
update of your progress so far thisyear. If no response, contact the Business Careers team.

Findingdirection

1. Thementeeisrequiredtoestablishaseriesof goalsintheirTrainingand Preparation session.
Thiswill assistin providing direction and structuring meetings. Of course, thisisa guide so
flexibility is encouraged if it supports the development of the mentee or providesan
opportunity to gain additional skills or experience.

Possible activities

e MentoringPlan (highly recommended, see page 10)

e Orientationtothe mentor's workplace (aquicktour, meet other staff, etc)
Job-shadowing (following the mentorora colleague through atypical day/morning)

e Explorelearningaspecificskill, such as networking, report writing, job seeking strategies
and resume writing.

e Professional practice tasks

e Followingaprojectthroughitsvarious stages, including client meetings orteam meetings,
site visits or final inspections.

o Self-development activities (self-assessment, setting personal goals, career paths, skills
audits and personality profiling)

For moredetailed information see Appendix
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Ending the Relationship

Incompatibility is a part of life. Itis no one’s fault! If eitherthe mentororthe mentee finds thattheyare
having difficulty with the mentoring relationship, supportis available from other mentors and the
Business Careers team—please referto the Supportsheetin yourcompendium.

By exploringissues objectively, some of the potential problems can be avoided atan early stage. If thisis
not possible, then eitherthe mentororthe mentee can endthe relationship without any blame attached.

If the mentee decidesto endthe relationship, they should rememberthatitislikely they will encounter
theirmentorlateronin their professional life anditisimportanttoleave agood impression —always
rememberto say thank you.

If a mentordecidestoendthe relationship, theyshould be aware of the impact this may have on the
mentee, and ensure that the mentee hasreceived adequate communication to understand the decision.

Policies and Procedures
Matching

Mentee and mentor pairs will be established through a confidential process based on the information
providedin the mentor registration form or profile and the mentee’s application and interview.

Privacy

All contact details will be kept confidential except those between identified mentor/mentee pairs.

Legal Issues- Insurance

Your Business Career Mentor Program contract includes insurance cover forfield trips, site visits and work
shadowingforthe term of the mentoragreement (until November 30, 2020). Please note: placements,
practicums & internships are nota requirement of the Business Career Mentor Program, however if the
mentor offers a project or placement opportunity the terms can be negotiated to ensure compliance with
the Fair Work Act 2009.

Occupational Health and Safety

Mentors should be aware of relevant occupational health and safety issues relating to any mentee visit
withintheir office environment and ensure mentees are adequately advised orinducted —referto the
Duty of care insert.

University Policies

All participants should be aware of and abide by all University policies relating to discrimination and
harassment—information provided onthe Duty of care insert.

Page 6 of 11



U

University of | Business 2 ¢
South Australia 5Ch00|.‘ sccrtorreo

Ethical Requirements

Duty of care requiresthat mentors undertake all reasonable steps to ensure the safety of the mentees.
Mentees and mentors must behave in an ethical and responsible manneratall times. Anyone who
experiencesany uncertainty or discomfort with the mentoringrelationship should contact the Business
Careersteamimmediately.

No Warranty

The role of mentorisvoluntary and will vary according to the individualsinvolved, and the agreed goals.
Neitherthe mentor nor UniSA warrant that a particular outcome will necessarily be achieved and neither
UniSA nor any mentor has any liability to any mentee in respect of any failure by the mentee toachieve
any particulargoal or desired outcome.

GUIDE TO BEING A GOOD MENTEE

Theitemslisted beloware certainly not exhaustive but merely provide a few suggestions.

1. Ifyou have beeninvitedtothe mentor’s workplace ask about dress codes. As a minimumwe
would suggest smart casual. This meanssmarterthan a t-shirt, jeansand runners.

2. Always confirmmeetings. Forexample, if your meetingis on Wednesday, phone oremail your
mentor by Monday and confirm the activity orfocus of the meeting.

3. Rememberthat your mentoris busy and participatesinthis scheme free of charge. However, be
assured that mentors have offered their time with agenuine interestin supportingyou. They are
very keenforit to work. Don’tbe embarrassed orfeel uneasyaboutasking forinformation.

4. Do not be late for meetings orotherobligations. If you are runninglate call the mentorand
explain.

5. Ask questions. Thinkaboutyour meetings well inadvance andinvesttimein preparation. You
will know what activity you will be doing, so think about what you want out of it. Record your
guestions and take them with you.

6. Ifintroducedaroundthe office ask about expectationsin advance such as shaking hands. If you
don’tcatch the name, a simple “how do you do” will suffice.

7. Askthe mentorwhat youshould call him/her. Don’t be embarrassed aboutasking, asitis
courteousto ask rather thanassume. Be conscious of notbeing overfamiliarwith your mentor.

8. Rememberthatsome of the information you willbe exposed to may be confidential. Always

respect and be aware of the confidentiality of information.
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GUIDE TO BEING A GOOD MENTOR

1. Provide encouragement and recommendations for development.

2. Learn aboutyour mentee —our studentbodyisverydiverse ranging from no experience in
businesstowell established professionals. Mentees will have differing levels of need from their
mentors.

3. Please prepare forthe meetingsandif rescheduling or cancelling follow the guidelines established
inyour first 1:1 session

4. Allcommunication should be conducted in a professional manner, and using methods (face to
face, e-mail, Skype, telephone) that are appropriate for both participants.

5. Mentorsshould be conscious of their position as a trusted advisorto the mentee, and not

overstep any social boundaries.
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Appendix 1 - Meeting Record and Planner

Date Time Venue Proposed activity Notes & Follow up Next meeting
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Appendix 2 - Mentoring Plan

We have agreed onthe following goal (s) as aguide:

The areas of focus for this mentoring relationship include:

Possible activities:

Guidelinesforcancellingorrescheduling meetings:

Preferred contact details

Mentor Mentee
Phone: Phone:
Mobile: Mobile:
Email: Email:
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Appendix 3 — Responsibilities

Mentor responsibilities

Mentee responsibilities

Act as a source of information and/or
insight into the professional field;

Take time to contact and meet mentor,
both in the initial stages and on an
ongoing basis;

Provide practical business experiences;

Articulate areas of concern or interest and
receive advice or observe professional
practices;

Recommend career development
opportunities for achieving professional
goals;

Explore career opportunity and career
development;

Assist with personal goal setting and
planning;

Think about goals before meeting a
mentor and being willing to openly
discuss these goals with their mentor;
negotiating activities in order to obtain
goals;

Assist with specific professional skills
including job seeking strategies and
resume writing;

Identify weakness in their knowledge and
application of professional skills;

Listen with an open mind, challenging and
encouraging the exploration of ideas;

Develop a trust relationship and sharing
concerns;

Encourage professional behaviour;

Explore professional practice;

Facilitate self-directed learning;

Embrace learning and exploration with
enthusiasm and commitment;

Provide feedback on observed
performance;

Be willing to listen and when appropriate
take advice;

Advise on effective coping strategies;

Learn to accept feedback and use it
positively;

Conduct a skills audit to identify areas of
strength a opportunities for development;

Implement mentor suggestions.
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