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MENTOR - Personal Reflection Exercise
1. As you think back on your early years in the library profession, are there any librarians who were particularly memorable? 

2. Which librarians who really made a positive difference in your life? Make a list of them below. 

3. Why do you think they took a special interest in you? What qualities did you have that made them want to spend time with you or encourage you? 

4. What qualities or characteristics did they have that made each a good mentor? 
5. What lessons can you take from these mentoring role models? 

Mentor - First Meeting: A Planning Worksheet
My mentee’s name is: 
Nickname (if any): 
Phone number(s):

Email address: 
Best time to call/ contact:
What would I like my mentee to call me?
Has my mentee been told who I am and that I will be calling? 

Yes 
 No 
Don’t know

If the answer is “no” or “don’t know” and you are working through a formal program, please contact program staff and find out. Calling before your mentee has heard about you can make the first conversation awkward and confusing. 

Thinking Through the First Meeting 

Typically, first meetings allow two people to get to know a little bit about each other, attach a face to a name and gain a bit of comfort. To do so, you need to think about what setting would feel comfortable for both of you, and plan out some conversation starters — knowing that these are tools if you need them, not a formula. 

1. Where might I meet with my mentee where we both would feel comfortable? List a few ideas below.
2. What could I tell my mentee about me that would help us get to know each? 
3. What about me and my professional life might be interesting and relevant to my mentee?

4. What questions could I ask my mentee to get to know him/her without prying? (Write some possible open-ended questions below. Note: these are questions that cannot be answered with a ‘yes’ or ‘no.’)
5. What do I want to gain from mentoring relationship — what are my hopes? 

6. What questions might I ask to discover what my mentee hopes to gain? 

We recommend you look over these answers shortly before your first meeting with your mentee. You might even bring it along to offer it as a bit of a roadmap for you both to follow. Use your judgment — but remember to review your responses before the meeting.  This will make you more comfortable and relaxed. 

Mentor – Personal Snapshot

As of            (fill in date) 

Instructions 

This is a two-part exercise, one for you and one for your mentee. After each has completed the worksheet, talk about each question and share your answers with each other. 

Remember: the purpose of this is to help you get a real picture of where your mentee is.  If you’re not honest, s/he’ll end up with a picture of someone else and that will not help at all. 

Questions 

Keeping in mind the goals your mentee has begun to explore, answer these questions as honestly as you can: 

(1) What are my mentee’s top 5 strengths, the top 5 things about him/her I admire and think s/he should really be proud of? 

1. 

2. 

3. 

4. 

5. 
(2) What are his/her 5 weaknesses, the 5 things s/he might want to consider working on or improving? 

1. 

2. 

3. 

4. 

5. 
(3) What are the top 5 opportunities available to my mentee at this moment, things s/he could take advantage of to help develop and reach his/her potential? (These are opportunities in the environment such as applying for a new job, taking a work related class, etc.)

1. 

2. 

3. 

4. 

5. 

(4) What are the top 5 threats my mentee is facing right now, things “out there” in the real world that could keep him/her from achieving his/her goals? 

1. 

2. 

3. 

4. 

5. 

(5) What are the 5 most important things my mentee can do over the next 6 months to build on his/her strengths and overcome his/her challenges? 

1. 

2. 

3. 

4. 

5. 

Mentor - Feedback Worksheet 
Step 1: Identify the behavior you want to give feedback on. 

I would like to give my mentee some constructive feedback on… 
Describe the focus of your feedback in terms of behavior. 

I’ve observed / noticed that…

Step 2: Describe the effect of the behavior 

When you do…, I …

Step 3: Describe the change in behavior you are recommending. 
Double check your statements to avoid using judgmental language or making generalizations. Then try it — keeping the following tips in mind:
• Pick a time and place — give feedback when you are both in a good frame of mind and in a private setting. Do not attempt to give feedback in the heat of the moment if you are upset or angry — wait until you have both calmed down. 
• Give your mentee a “heads up” that you want to give him/her some feedback so s/he’s prepared to listen. 
• Remember to listen and be empathetic — but not be derailed by apologies or excuses. Acknowledge what your mentee is saying, but keep going. 
• Get feedback on your feedback! Ask your mentee how s/he feels about the experience — what worked best and what you could do better. 

How Are We Doing? 

Mentor’s Worksheet 

Instructions: Complete and share with this worksheet with your mentee after you have been working together for approximately 3-4 months. It is time to do a “checkup” if you have already done goal-setting and gotten to know each other reasonably well. You can also use this worksheet when things get rocky and feel some honest mutual feedback might help. 

My mentee and I have been meeting for ___________ (amount of time). 

I feel we have established enough trust between us that we can work well together. 

____Yes ____No ____Not Sure

If s/he’s upset or unhappy with me or our working relationship, I am confident my mentee would talk to me about what is occurring. 

Strongly Agree   Agree   Neither Agree nor Disagree    Disagree    Strongly Disagree

If I were upset or unhappy with my mentee or our relationship, I would feel comfortable talking with my mentee about what is occurring. 
Strongly Agree    Agree    Neither Agree nor Disagree    Disagree    Strongly Disagree

I feel we have made real headway in setting goals and take steps to implement them. 

Strongly Agree    Agree    Neither Agree nor Disagree    Disagree    Strongly Disagree

Five things I feel are working in our mentoring relationship are: 

1. 

2. 

3. 

4. 

5. 
One thing I might change about how we interact is… 

If I had to guess what my mentee likes best about how we work together it would be… 

Sometimes I think my mentee wishes I would… 

After you have completed this worksheet and your mentee has done the same, consider devoting one of your meetings, or part of one, to sharing your responses. Remember to remind your mentee, and yourself, that no relationship is perfect and that constructive feedback is healthy and can help strengthen your connection. 

Compare your responses. Be sure to value both where you agree and disagree, it is all good information. After you are done sharing, talk about next steps and what you each can do to strengthen the “good stuff” and overcome any difficulties.  Commit to a plan of action together. 

Mentee - First Meeting: Planning Worksheet

Basic Background Information 

My mentor’s name is: 
S/he likes to be called: 
Phone number(s): 
Email address:
Best time to call/ contact:
What would I like my mentor to call me? 

Typically, first meetings allow two people to get to know a little bit about each other, attach a face to a name and gain a bit of comfort. To do so, think about what setting would feel comfortable for both of you and plan out some conversation starters, knowing that these are tools if you need them, not a formula. 

1. Where might I meet with my mentor where we both would feel comfortable? List a few ideas below.

2. What are some things I could tell my mentor about me that would help us get to know each other better? 
3. What things about me and my professional life might be interesting and relevant to my mentor?  What does s/he need to know about me to be a good mentor?
4. What are some questions I could ask my mentor to get to know him/her a little bit without prying? (Write some possible open-ended questions below. Note: these are questions that cannot be answered with a ‘yes’ or ‘no.’)

5. What do I hope to gain from the mentoring relationship.  What are my hopes? 

6. How can I find out what my mentor hopes to gain from the relationship?  What questions might I ask? 

We recommend you look over these answers shortly before your first meeting with your mentor. You might even bring it along to offer it as a bit of a roadmap for you both to follow. Use your judgment but remember to review your responses over before the meeting.  This will make you more comfortable and relaxed. 

Mentee – Personal Snapshot

As of                 (fill in date) 

Every once in a while it’s a good idea to step back from your day-to-day life and ask yourself, where am I? How am I doing? This activity helps you to do just that and to get feedback from your mentor on how s/he sees you too. 

Instructions 

This is a two-part exercise, one for you and one for your mentor. After each has completed the worksheet, talk about each question, sharing your answers with each other. 

Remember, the purpose of this is to help you get a real picture of where you are.  If you are not honest, you’ll end up with a picture of someone else and that will not help you become who you want to be! 

Questions 

Keeping in mind the goals you’ve begun to explore, answer these questions as honestly as you can: 

(1) What are my top 5 strengths, the top 5 things about myself I feel good about and am proud of? 

1. 

2. 

3. 

4. 

5. 
(2) What are my top 5 weaknesses, the 5 things I most want to work on or improve? 

1. 

2. 

3. 

4. 

5. 
(3) What are the top 5 opportunities available to me at this moment, things I could do or take advantage of to help me develop and reach my potential? (These are opportunities outside yourself, such as applying for a new job, taking a work related class, etc.) 

1. 

2. 

3. 

4. 

5. 

(4) What are the top 5 obstacles I’m facing right now, things “out there” in the real world that could keep me from achieving my professional goals? 

1. 

2. 

3. 

4. 

5. 
You’ve just completed a strategic planning “SWOT Analysis”.  Use your answers to come up with a plan of action to make the best use of your strengths and opportunities to overcome your weaknesses and difficulties. Use the question below to help start that planning process.
5) What are the 5 most important things I can do over the next 6 months to build on my strengths and overcome my challenges? 

1. 

2. 

3. 

4. 

5. 

Mentee- Crafting a Career Mission Statement
A career mission statement explains who and where you are in your profession and who/where want to be. You can use it to guide you when making choices and decisions, large and small, by asking yourself, ‘does it help me become who I want to be?’ 

A career mission statement should answer 3 questions: 

(1) What is my career about?  What is my career’s purpose? 
(2) What are my professional values? 
(3) What accomplishments am I working toward that will help me fulfill my career’s purpose in a manner consistent with my values? 
Step 1: Clarifying purpose and values 

A. Write a list of at least 20 talents you have. 

B. What excites you about your career? What angers you about your career? 

C. Imagine that you are retiring and a reporter is writing a story about what you have done in your career. What would you hope your bosses, peers, co-workers and customers would say about you to this reporter? What difference would you hope you had made in their work and (in some cases personal) lives? How do you want to be remembered? 

Step 2: Drafting a Mission Statement 

Look over what you have written during Step 1. Then look again at the 3 questions a career mission statement should answer: 
What is my career about?  What is my career’s purpose? 
What are my professional values?
What accomplishments am I working toward that will help me fulfill my career’s purpose in a manner consistent with my values? 

Now write a rough draft of your career/mission statement. It should be short but still tell who you are. When you read it, you should feel something, like “yes, that’s who I really am!” 

Keep your draft career/mission statement with you and look at it several times during the day.  See how it makes you feel. You may want to bring it to the next several meetings with your mentor to talk about it and see if you want to change it. 

 Mentee - Writing Goals and Objectives 
To create the kind of career you want, have a clear picture of where you’re headed, your personal mission.  It is equally important to make a plan on how to get there and how to make your dreams come true, one day at a time.  To do that it is a good idea to set goals and objectives for yourself.  Goals are the things you want to accomplish in the next several years. Your objectives are the smaller steps you are going to take tomorrow, next week and/or next month to get there. 
Mentee - Goals & Objectives 

Goal: 

Objectives: 

• 

• 

• 

Goal:  

Objectives: 

• 

• 

• 

Goal: 

Objectives: 

• 

• 

• 

Goal: 

Objectives: 

• 

• 

• 

How Are We Doing? 

Mentee’s Worksheet 

My mentor and I have been meeting for (amount of time). 

I feel we have established enough trust between us that we can work well together. 

Yes
No 
Not Sure

If s/he’s upset or unhappy with me or our working relationship, I am confident my mentor would talk to me about what is occurring. 
Strongly Agree    Agree    Neither Agree nor Disagree    Disagree    Strongly Disagree

If I were upset or unhappy with my mentor or our relationship, I would feel comfortable talking with my mentor about what is occurring. 
Strongly Agree    Agree    Neither Agree nor Disagree    Disagree    Strongly Disagree

I feel we have made real headway in helping me set goals and take steps to implement them. 

Strongly Agree    Agree    Neither Agree nor Disagree    Disagree    Strongly Disagree

Five things I feel are working in our mentoring relationship are: 

1. 

2. 

3. 

4. 

5. 
One thing I might change about how we interact with each other is… 

If I had to guess what my mentor likes best about how we work together it would be… 

Sometimes I think my mentor wishes I would… 

After you have completed this worksheet and your mentor has done the same, consider devoting one of your meetings or part of one to sharing your responses. Remember to remind your mentor, and yourself, that no relationship is perfect and that constructive feedback is healthy and can help strengthen your connection. 

Compare your responses. Be sure to value both where you agree and disagree, it is all good information. After you are done sharing, talk about next steps.  What you each can do to strengthen the “good stuff” and overcome any difficulties.  Commit to a plan of action together. 

Sample Mentor/Mentee Agreement

We, the mentor and mentee have developed together.  We are writing down ground rules on how we want our mentoring relationship to work. By creating and signing this agreement we are both committing to do our best to honor these ground rules. 

As we spend time together, we will both try to: 

• Meet a least once per _____________, for at least _____________ (amount of time) 

• Pick meeting places and times that allow us to talk 

• Call ahead, giving at least 24 hours notice if possible, if we have to cancel or reschedule 

• Come to our meetings prepared. If we have agreed to do some assignment between meetings, we will have it completed.  We will not invite friends or family members to meetings without talking about it first. 

• Communicate if we have a problem or something does not feel right to one of us, we will talk about it. We will not avoid facing a problem. We will deal with it together. 

• Keep what is said between us and maintain confidentiality. This means that we will not go telling other people what our mentor/mentee told us. We’ll keep it private. 

• Work on our shared goals for this mentorship, which include (list goals below): 

• Recognize that we are two different people and can learn from each other.  We will respect and value each other and the ways we are alike and the ways we are different. 

• Listen to each other and try to understand the other person’s viewpoint. 

• Make sure we get things done and have fun doing it.  Remember to laugh. 

