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MENTORING PROGRAM

Purpose:


To provide development experiences to Hispanic Professionals that enhance their personal and professional skills.

Program Objectives:

This program has been created for our HAPA members and its objectives are as follows:

1. Assist in the development of future managerial talent

2. Provide HAPA members with additional organization visibility

3. Provide a means for mentés to discuss their own career and current position with a neutral, objective party

4. Build professional relationships and expand internal networks

5. Develop HAPA members for broadened future assignments

6. Assist them in career development

7. Provide those at higher levels with the opportunity to work with and coach individuals who have growth potential

8. Contribute to build a strong, diversified company with more capabilities

Definition of Mentoring:

Structured processes by which mentors coach and advise employees with potential and help groom them for leadership positions.

Definition of Mentor:

A mentor is an employee with knowledge or experience who takes a personal interest in the growth and development of a menté.  A mentor assists the menté by sharing personal and professional insights and provides guidance and support that can enhance the menté’s performance and career development.

A mentor is an individual whose career achievements the menté admires and wants to learn from or emulate.

Although good supervisors are also good mentors, a supervisor should not be expected to act always as a mentor. A supervisor’s job is to deal with the specific objectives and requirements of the job.  A mentor, in contrast, deals less with specifics and more with generalities.  Mentors are good sources of information about the corporate culture and politics, the informal network and career strategies.  They can also be sources of support and special encouragement.  They should not be asked for, nor should they offer, advice that falls, within the supervisor’s domain.  Both the menté and the mentor need to be very careful not to allow the mentoring role to interfere with the supervisor’s role.

A mentor is not a therapist.  Mentoring is a business relationship, focusing on business skills and problems.  It is usually not appropriate to discuss personal problems with a mentor.

Definition of Menté:

A menté is an employee who has significant potential in functional, professional, or managerial areas and who aspires to higher levels in the organization. To be a menté, the person must have the following characteristics:

· Seeks advice and counsel from others

· Stretches oneself and is interested in new opportunities

· Observes carefully

· Assumes responsibility for own development

· Assesses potential to succeed one or more levels above their present position

· Able to perform in more than one skill area

· Seeks challenging assignments in new responsibilities

· Seeks feedback and coaching

· Learns from mistakes

· Has a history of excellent performance 

· Has an open mind and is flexible

· Is willing to take risks

Matching of Mentors and Mentés:

HAPA will match the mentor with the menté.  This matching will be based on the menté’s development requests, objectives and career plans and on the mentor’s experience, skills, expertise, and knowledge.  HAPA will contact the mentor and menté with their match. After two straight mentoring sessions either the mentor or the menté can terminate the relationship (go or no go checkpoint) if any of the parts considers it will be unlikely for them to fulfill the expectations set in the initial meeting. Causes can be several, for instance, lack of rapport, lack of interest, lack of time, concerns of mismatch, etc. However mentor and menté must make their best effort before deciding that such relationship should end.

Mentés are encouraged to request specific people as mentors. HAPA will try to do the match once it determines whether the potential mentor has the following characteristics:

· Interests in serving as a mentor

· Comfortable discussing wide range of business related issues

· A strong teacher and/or excellent coach and provides feedback

· Not threatened by younger, ambitious employees

· Willing to share his/her own experiences and information

· A genuine team player

· Interacts well with others

· Endorses company’s values

· Possesses strong interpersonal skills

· Has organizational knowledge; has an extensive network of resources

· Has exemplary management skills, has managed groups of people successfully, and has chaired task forces/committees

· Possesses technical competence, has the skills the menté needs 

· Has opinions that are sought by others

· Willing to support someone else’s growth

· Has the ability to share credit; lets the menté take risks and fail, if necessary

· Has patience and takes risks

Recommended Topics:

The following are some suggested topics for discussion:

· Company’s / organization’s strategic direction from mentor’s viewpoint

· Current issues/events that are important to the menté or the company

· “Unwritten rules of success” 

· Corporate Politics

· Review career path, skills needed, and path to get there

· Career strategies 

· Career boosters and derailing

· Mentor’s perspective on the values and attributes of a good leader

· Mentor’s organization and what they do

· Mentor’s experience and career path and experiences

· Mentor’s perspective on Global leadership and international assignments

· Mentor’s perspective on Depth vs. Breadth on skills/knowledge

Other activities may include:

· Attend a formal or informal management meeting with your mentor and discuss the effectiveness of various leadership/management styles

· Ask if you can help your mentor on a project he/she is working on

· Ask for feedback on a proposal, presentation, or action plan 

· Meet and learn from members of mentor’s staff

Benefits of a Mentoring Relationship:

Mentés benefit by:

· Having an objective “coach” who provides feedback and  is not responsible for evaluating their job performance

· Expanding their internal network of professional contacts across boundaries of function, age, race, and gender

· Gaining visibility throughout Xerox

· Gaining a historical perspective on Xerox, its businesses, policies, and procedures

· Getting answers to “How should I…..” and “Why is it done this way”

· Having an experienced resource to help guide them toward their professional growth

Mentors benefit by:

· Gaining insights through sharing and reflecting on their own career experiences

· Staying current and comparing their own approaches to those of someone younger

· Gaining exposure to some new ideas/theories and approaches of another individual

· “Giving back” what their mentors gave them

· Directly influencing the development of Xerox’s culture

Xerox benefits by:

· Increased resources for people development

· More effective employees

· Increased skills in people management (mentors)

· Increased productivity

· Improved employee satisfaction

· Enhance awareness of diverse backgrounds

HAPA benefits by:

· Increased promotion/development of Xerox Hispanics

· Increase retention due to promotions/development

· Increased recruitment due to increased representation 

Confidentiality:

Confidentiality should be maintained at all times.

Length of Relationship:

The length of the mentor relationship should be determined after the first 2 sessions by the two people involved. It could be as short as 2 sessions and as long as eighteen months. All depends on how much mentoring the two parts decide is necessary to achieve the goals set in the first meeting.

Measurements:

Approximately six months and twelve months from the time the match is confirmed, an informal evaluation will be conducted requesting your feedback on the mentoring process.  A final evaluation form will follow at the end of the mentoring relationship.

Some of the questions that will be asked may include:

· Did you review your goals/objectives with you mentor?

· Have you met any of your objectives?

· Did you effectively use your time together?

· Were you both clear on your roles in the relationship?

· Do you feel it is worthwhile to continue the mentoring relationship?

· What did you gain from your meetings?

· What was the most worthwhile outcome from your meetings?

· What would you like to have changed about the meetings?

IMPLEMENTATION

1 - Present the program at the HAPA Kick Off meeting

2 - E-mail Speech, Mentoring Program Package and FORM A and B to HAPA members

3 - Contact the potential mentors asking them to fill out the Basic Biography Sheet (FORM B) 

4 - Contact the members that sign up for the program 

5 - HAPA does the matching

6 - Communicate to the menté the mentor match and mentor information. If the match satisfies the mentor and the menté continue to step 7, if not do another match.

7 - Set up initial mentor-menté meeting. This first meeting should include a review of the mentoring self-assessment worksheet as well as other information such as Development Action Plan (DAP), biography, skills, etc.

8 - Begin the mentoring relationship

9 - After the 2 first meetings the mentor or the menté decide for how long they wish to have the mentoring relationship.

10- Both mentors and mentés respond to the informal evaluation after the second session and then at the middle and at the end of the agreed mentoring period

FORM A

Do you totally understand what the HAPA mentoring program is about:



Yes
…..

No
…..

Would you want to participate in the HAPA mentoring program as:



Mentor



…..



Menté



…..



Don’t want to participate
…..

If you do want to participate please fill out FORM B if you want to be a mentor and FORM C if you want to be a menté, and skip the rest of the questions. 

If you don’t want to participate please briefly explain why:

…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………….

What should HAPA do differently in order for you to be willing to participate:

…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………….

FORM B   (for mentors)

Name:
 

………………..

Location: 

………………..

Telephone/Ext: 

………………..

Years with Xerox:
………………..

Title: 


………………..

Education Background:

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………….

Main Responsibilities in your current job:

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………….

Main positions hold in your professional life (within and outside Xerox):

…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

Other interests you have:

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

FORM C    (for mentés)

Name: 


………………..

Title: 


………………..

Location: 

………………..

Telephone/Ext: 

………………..

Years with Xerox
………………..

What do you expect from this process and from your mentor?

What skills/knowledge/tools/processes are you looking to acquire? (e.g. greater understanding of Finance)

What is your area of Expertise: Technical/Business/Interpersonal Skills
Do you have any specific potential mentors in mind, please tell us their names:

[image: image2.png]


