
Mac
uaresource library 

     six: tips for mentees

a ly



tips for mentees
01  contacting your future mentor
02  tips for a successful first meeting
03 how to be a great mentee 
04 get the most out of the relationship



contacting your
        future mentor

Getting a meeting with an influential person you admire could change your life, by opening doors and 
providing inspiration or advice. How do you connect with a total stranger who is in demand and make 
that person want to meet you? This great career move requires a first contact that is pitch-perfect: the 
perfect subject line, a winning introduction, a request that isn’t too big or vague, and a hint of what you 
can offer in return.

Most people reach out by email and unfortunately, these emails are often swiftly deleted because the 
sender is asking for too much time or too much commitment by simply asking “Will you help me get a 
job?” In addition, unfocused requests for pointless conversations, such as asking about the recipient’s 
accomplishments or background also tend to land in the trash. So where is the perfect in between?

The first contact should show that you are well informed and prepared for a purposeful discussion. 
Give a succinct summary of who you are, what you want to accomplish, what you are asking for, and if 
possible, something you can offer. Research the person and the company before your first contact and if 
emailing, put effort into the subject line. Depending on the person, your first contact could also be through 
Twitter or LinkedIn!

Generosity is a governing value and the reason most experts are willing to help strangers. Already 
established people want to pay it forward and help nurture the people who are going to be the future of 
their industry.

figure out 
what you want

do your research

they were 
once like you

— Adapted from The Wall Street Journal’s “How to Cold Call Your Future Mentor” by Sue Shellenbarger



tips for a successful
	 	 	 	 first	meeting

Building a solid foundation for your mentorship means establishing trust and communicating openly 
about your goals, accomplishments and objectives for the future. Use these prompts to start the 
conversation with your Mentor.

Discuss what it means to be in a mentorship
•   Why did you decide to become a mentor?
•   What does mentoring mean to you?
•   Have you ever been in a mentorship before?

Discuss your career progression
•   What professional experience do you have?
•   What was the career path you took that led to your current role?
•   How do you handle professional obstacles or roadblocks?
•   What is the best way to obtain and respond to feedback at work?
•   What part of your job do you find most challenging?
•   What part of your job do you enjoy the most?
•   What areas would you like to develop skills in or learn more about?
•   What would you say are your best professional skills?
•   What skills or competencies do you find that new professionals often lack?
•   What are your short-term and long-term goals?

Take the time to get to know one another
•   Who do you talk to when you need advice?
•   How do you deal with criticism?
•   How do you stay motivated?
•   What books or authors have been influential to you?
•   What newspapers and magazines do you read most often?
•   What are your greatest strengths and weaknesses?
•   What are your favorite weekend activities?

Discuss the logistics that will help support your mentorship
•   How often do you expect to meet, talk or videoconference?
•   Who should take responsibility for initiating meetings?
•   What is the best way to get in touch?
•   Consider establishing a monthly communication schedule.
•   What should the focus of your second meeting be?
•   Discuss tangible goals for your conversations.
•   What do you hope to gain from your mentorship?

talk about 
mentoring

talk about 
your careers

talk about your
personal lives
& interests

talk about the
structure of 
your mentorship



how to be a 
    great mentee

The role of the mentor is defined as a guide, a model, and a helper but the role of a mentee is rarely 
clearly defined. How can you be a great mentee?

The role of the mentee is more often than not defined in terms of the benefits received from a mentor. 
There is no doubt that the mentee benefits greatly from this relationship. However, to get the most out of 
the mentoring relationship, the mentee must not be a passive participant. The mentee has an essential and 
active role to facilitate the professional relationship. The quality of the mentoring relationship is driven by 
the mentee.

The mentee is responsible for arranging meetings, preparing the agendas, and any other pre-meeting work 
to ensure that the topics and themes to be discussed are of key concerns to the mentees. Mentees should 
not be passive vessels and should be very proactive in taking responsibility for their own development and 
growth. 

Researchers have surveyed mentees and found that a good mentee must:
•   Listen
•   Act on advice
•   Show a willingness, desire, and commitment to learn and grow
•   Check his or her ego at the door—ask for and be open to feedback and criticism
•   Be open-minded and willing to change

The American Speech-Language-Hearing Association (ASHA) defines the Mentee as a...

RELATIONSHIP DRIVER Identifying goals to achieve and topics to discuss
DEVELOPMENT PLANNER Maintaining schedules and time frames for the mentoring plan
RESOURCE PARTNER Working with a mentor to uncover new resources and people to aid learning
TEACHER Sharing information that might be valuable to the mentor
CONTINUOUS LEARNER Taking full advantage of this learning opportunity

mentees set the 
bar for quality

mentees are
responsible

mentees are
open-minded

mentees are
well rounded

— Adapted from “Being a Successful Mentee: A Guide for Career Services and URR Professionals”
     NACE, Diane A. Safer



get the most out of 
    the relationship

As a mentee, the mentoring relationship is what you put into it. Here’s 10 ideas below for getting the 
most out of a mentoring relationship:

JOURNAL 
Keep a notebook or journal of your meetings. In the journal, include copies of any agendas and highlight 
key learnings to review and revisit later. Reflect on your learning by reviewing the information provided or 
re-reading your notes.

QUESTION 
Use a journal to jot down questions or issues that can be used as topics for upcoming meetings. Do not ask 
questions that can easily be found by simple research. A mentor is there to guide, advise, and teach. Don’t 
waste your mentor’s time by making him or her look for information that you can find on your own.

THANK 
Show appreciation to your mentor often. After each meeting, send a message (e-mail, text, or note) to 
thank your mentor for the meeting and reflect back some insight gained or learned.

KEEP IN TOUCH 
Check in with your mentor between meetings. For example, you may follow-up on advice that you took. 
You also can simply wish your mentor happy holidays or a nice vacation. Confirm the next meeting to make 
sure the date and time still work.

REASSESS 
To determine that things still work on both ends, reassess with your mentor. Midway through your planned 
time together (e.g., at the six-month mark if you plan to work with your mentor for the full year), add a 
check-in session to determine that all is satisfactory.

RESPECT 
A mentor is there for advice and guidance, not to solve personal problems or find a job. Also, your mentor 
meeting should not be a time to grouse. Do not complain about your job, your supervisor, or your co-work-
ers. This is your time to develop professionally and to learn more about the industry. Respect the mentoring 
relationship and do not put your mentor on the spot in any way.

BE ENTHUSIASTIC 
Be eager and excited when you engage with your mentor. Show passion about the
industry. It also helps to be friendly and warm with your mentor to show how the experience is enjoyable 
and how you appreciate his or her time!
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END 
Know when to end the mentoring relationship. At some point, it is time to move on. Summarize the mento-
ring experience in a thank you note. Use your journal to recall all you gained and learned.

SHARE 
Consider sharing the experience with others. Discuss what you learned at a team meeting in your office, 
include any nuggets of wisdom in your center or office newsletter, or make a blog post. Also share with your 
mentor by offering your own fresh perspectives and new ideas.

DETERMINE NEXT STEPS 
Where are you in your career? Determine if there might be a benefit from working with another mentor. 
Finally, consider becoming a mentor yourself.
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— Adapted from “Being a Successful Mentee: A Guide for Career Services and URR Professionals”
     NACE, Diane A. Safer


