PMI-SWIC MENTORSHIP PROGRAM

MENTOR’S HANDBOOK
This Handbook provides you, The Mentor, with an assortment of background information and ideas for engaging with your Mentee.  Mentors play a unique role in that they can provide insights and advice, but are not a family member, the Mentee’s boss or a PMI Certified Trainer.  As an “objective outsider with substantial experience as a project manager,” you have the ability to support, challenge, and inspire your Mentee by providing “real world” experience and your historical perspective of the PMI examination process and advice on skills and processes that will improve your Mentee’s job success.  Remember, it takes time to build a trusting, reciprocal relationship, so do not expect it to happen overnight.  However, given time and a commitment from you and your Mentee, we are confident your mentoring experience will be an enjoyable and rewarding one for both of you!

Leadership skills are critical for project managers and organizations, and one of PMI’s top priorities is nurturing those skills in our members.  It is our hope that this program will add to those skills in you and prove to be great opportunity for you to exhibit your dedication and passion for the profession through your volunteerism and to pass this along to your Mentee

As a Mentor, the guidance you provide is invaluable; however, you are not expected to “do it all.”  Mentees have many other resources available to them such as, local and on-line approved courses, classes, presentations, and even study group opportunities.  You can help your Mentee engage in chapter networking as well as with providing information about joining one or more of PMI’s online groups.  Your VP Professional Development maintains and up-to-date list of professional books, journals, articles, and blogs, as well as PMI approved exam study guides and exam simulations.  Any or all of these might be made a part of your Mentee’s study strategy plan.  These and other resources can help you guide and discuss with your Mentee how s/he can best leverage these resources and activities to reach their program goals.
WHO IS YOUR MENTEE
For some, you may be the first person that they know who is willing and able to offer them professional advice and perspective as they plan for their PMI Exam or to advance in their career.  Some may be a bit intimidated or shy and others may be more comfortable both with you and in a professional mentoring setting.  Each Mentee volunteered for this program because they think it (and more specifically YOU) can help them on their path to advancing their career.  You can help them figure out how to make the most of this experience and have fun getting to know each other along the way!

INSTRUCTIONS TO YOUR MENTEE

The PMI-SWIC Mentorship Program is a unique program that offers one-on-one professional mentoring by matching those of our Chapter Members seeking to be mentored with a Mentor from the Chapter based on a variety of characteristics such as the ambitions and personalities of the Mentee with the strengths of the Mentor to ensure an experience of learning and development for both parties. We also consider geographic location, career interests and personality. Our Mentees benefit from valuable study and professional advice as well as a different perspective on questions and situations that may be different from or outside of your work experience. It provides both Mentee and Mentor an opportunity to create a unique and lasting relationship with another Chapter member. A Mentor enhances this professional partnering by serving as role models, coaches and advisors to the Mentee as they learn new information and consider how to best demonstrate and apply their new skills and knowledge in the pursuit of their professional goals.

The program consists of a minimum of one meeting or phone call per month for a maximum of 12 months; however, participants are encouraged to meet and communicate above and beyond these minimums as personal schedules allow.  As previously stated a Mentee is responsible to be the initiator of communications in regards to sending emails and setting up times to meet.  To ensure a quality experience for both Mentees and Mentors, the Chapter provides a variety of meetings, workshops, training, and additional support for all Chapter Members throughout the program.

First and foremost, as the Mentee prepares to advance their career in project management, we require them to be a member of PMI and our local PMI-SWIC Chapter where they can engage face-to-face with our members for additional educational and networking events.  One of the early decisions that each Mentee must make is the educational options they will undertake.  The field of educational options includes taking a classroom course, self-study of exam prep books, PMI exam simulations, books on specific knowledge areas, taking online project management training, purchasing audio programs, taking refresher courses, joining study groups, and in most cases, using combinations of these options.  The choice is based on the Mentees individual experience, knowledge of project management, financial resources, time available, self-sufficiency, and level of discipline.

Here are the 3 primary study strategy approaches without a Mentor:

1. For those working toward a PMI certification, they may opt to take a fast track or bootcamp course from a PMI approved training organization, and these courses provide great short term mentoring.  Bootcamp courses put students through an immersion process for a week, at the end of which they often take the exam while the material is fresh in their minds.  This is the ultimate in mentoring as the student is essentially surrounded by mentors, not to mention other aspirants, for the entire week.  The only negative about bootcamp training is that it is the ultimate in cramming, and retention for the longer term does not necessarily happen.  Also it is the most expensive training, both in terms of raw cost, time away from work, and most likely will require travel to another city

2. Many Mentees combine training methods into a personalized or customized program, where maybe they attend a multi-day class for a couple either in person or on-line, join a local study group, network with others in online groups, and read several articles and books.  This provides an economic alternative; but, from a mentoring standpoint the candidate is on his/her own during most of the process.  The classroom, and possibly review sessions are great supplemental opportunities that can help fill the mentoring gap, but these also are for limited times, and the student is otherwise on his/her own

3. Another viable option also involves multiple sources of training materials, but includes some sort of online training that incorporates a limited and specific mentoring option.  Due to time and money constraints, it may also exclude any classroom or course review sessions.  In these “self-sufficient” programs, the student gets the benefit of training on their own schedule, with little lost time away from work, and with low cost and time commitments.  If they pick the right online training, they can receive the benefit of on demand access to the training organization’s short term mentors, as their questions occur.

Mentoring can be a valuable and indispensable part of any such program of study with the goal of a PMI certification in mind.  The members of PMISWIC care deeply about a Mentee’s development, success and contribution to their profession and their future ability to share your success with in the Chapter because they are the next generation of leaders.  Let’s get started!

WHY WORK WITH A MENTOR

Perspective

As a Mentor you help a Mentee gain new and thoughtful perspectives on the information that they are studying both in preparing for the exam questions and how they may find the information of best use in their job.  You can help your Mentee greatly reduce their learning curve.
Benefit

Each Mentee’s situation and ambitions are unique, but you may have faced similar challenges and have achieved success. Discussing a Mentee’s options and concerns will clarify their path forward and will energize their efforts. There's no need for the Mentee to go it alone.
 

Experience

You support your Mentee’s through conversations at a collegial level with someone who has been in their situation and who continues to work toward achieving ambitions of your own.
Community
As a Mentor, you can alert a Mentee to unique opportunities as well as provide access to a network of events and contacts available through the Chapter and its membership as well as through PMI and the world-wide community professional project mangers.

GETTING STARTED IN THE MENTORSHIP PROGRAM

Schedule
Currently, there is no formal schedule for beginning or ending your participation in the Mentorship Program or of activities that you must accomplish.  Mentors and Mentees will begin as soon as the Mentee has fulfilled the initial requirements and end 12 months from their start date.

Requirements
Mentors must meet the following requirements to participate in the Mentorship Program.

1. Be a PMI Member in good standing

2. Be a PMISWIC Member in good standing

3. Have at least 5 years of experience as a project manager
4. Hold a PMP or other PMI certification
5. Be committed and available to Mentor 1 or more Mentee participates for 12 months

6. Completed a Mentor Application Form

7. Watched the Mentor Training Slides provided by the VP Professional Development upon receiving your Mentor Application Form

8. Worked with the VP Professional Development to learn about your responsibilities and accessing suggested materials and opportunities available to Mentees

9. Prepared a current resume or professional bio to share with your Mentee prior to or at your first meeting

1. Assist your Mentee in developing a written Exam Study Strategy to achieve their Mentorship goals

2. Assist your Mentee to complete an executed Mentorship Partnership Agreement as part of your initial meeting with each of you getting an executed copy

Mentees must meet the following requirements to participate in the Mentorship Program although if they have not yet completed all of the written documents you, their Mentor, will help them create these.
3. Be a PMI Member in good standing

4. Be a PMISWIC Member in good standing

5. Identified the PMI Certification that they are seeking to obtain (if applicable) 

6. Fulfilled the educational and/or experience requirements to apply for the PMI Certification that they are seeking to obtain

7. Fulfilled, or at least identified, the classroom requirements needed to apply for the PMI Certification that they are seeking to obtain (if applicable)
8. Completed a Mentee Application Form

9. Been assigned a Mentor

10. Submitted a current Resume or professional bio to share with your Mentor prior to or at your first meeting
11. Developed a Personal Statement to share with your Mentor prior to or at your first meeting

12. Created, with your Mentor, a written Exam Study Strategy

13. Submitted a complete and executed Mentorship Partnership Agreement developed with your Mentor.  This will be provided to you when you are assigned a Mentee and should be taken to and completed during your initial meeting with each of you getting an executed copy

MENTEES MAKE IT HAPPEN
A successful Mentorship is up to the Mentee!  They are the only one who can do the work necessary to achieve their goals in this program and they are the one who will most benefit from the work that they do.  You are there to help them, but it’s their responsibility to be prepared to work and ask pertinent questions.  It’s up to you to remember that sometimes they may not know what questions to ask so stay alert.  
Some of the responsibilities that you and your Mentee have are listed below.

· Set realistic Expectations
· Determine their Keys to Successful Learning
1. Attend as many Chapter meetings as possible with you there to make them welcome, meet other members, and feel included in the Chapter activities
2. Attend all of the scheduled Mentor/Mentee meetings

3. Invest time in the Mentee/Mentor relationship

4. Maintain confidentiality between the Mentor and the Mentee

5. Both must continue your PMI membership in good standing

6. Both must continue your PMISWIC membership in good standing

7. Both must be professional at all times during the Mentorship Program
· Remember and treat the Mentor/Mentee work as a Professional Partnership
· Stay Connected to each other
Staying Connected

One of the hardest things most people have to learn to do is communicating in such a way as to “Stay Connected”.  Here are a few of the most important things that Mentees and Mentors need to remember and do to keep open and honest communication between each other. 

· Be upfront and honest about your expectations and other time commitments

· Establish a regular schedule for meeting and/or communicating

· Email once or twice between meetings to ask about a professional news item, answer a question from the Mentees’ most recent activity, class of study, or inquire about an upcoming Chapter event

Remember to always use good etiquette and communication skills to minimize the constraints of your chosen communication medium.

Email Etiquette

· Make your emails CLEAR and SUCCINCT—no more than 1 screen (25 lines)

· Use complete sentences, short paragraphs and bullet points to list options/ideas
· PROOFREAD your messages-forward and backward

· Use a clear Subject Line

· Save sensitive content for voice-to-voice meeting.  Be sensitive to issues of confidentiality

Phone Etiquette

Even for Mentors with local Mentees, much of your communication may be via phone.  Here are some suggestions for improving your phone etiquette and communication skills.  Use these skills whenever you have a phone interview, as well.

· Posture:  Sitting erect with your head up is ideal posture for both listening and speaking on the phone.  Thirty percent of the energy in your voice is lost in a phone transmission.  Upright posture supports better breathing, which supports a more animated voice-which encourages active learning.

· Hear: When someone says, “I hear you,” they usually mean that they really “get” what you are saying.  Conversation between mentoring partners requires this intense and focused effort to really hear what the other means-beyond the words.

· Open:  It’s a good idea to start the conversation by confirming that it is still a good time for both partners to talk.  This courtesy underscores your commitment to focused communication.  Be willing to reschedule if your partner sounds rushed or unavailable.

· Note Taking:  Writing as you listen focuses your visual attention and documents your conversation for later reference.  We suggest that you create a Mentoring Journal for your meeting notes.  This confirms and clarifies information as well as gives you an historic perspective on the mentoring progress

· Eliminate Distractions:  Find a comfortable space that is free from distractions.  Resist the temptation to multitask during a conversation with your mentor.  Listening efficiency drops dramatically even with small distractions.

First Meeting
Mentees are asked to initiate contact with their assigned Mentor and to structure the first meeting with their Mentor to make a solid connection.  Get things started off in the right direction.  Make sure both of you set aside the time to really listen and learn about each other in order to establish a solid foundation for the work ahead.

All Mentees should have prepared the following to review with their Mentors at the initial meeting:

· A brief “Personal Statement” 

· Two to three Mentoring Goals the Mentee wants to achieve from the program, other than “…help me pass the exam.”

· Professional Resume

· Mentorship Partnership Agreement—This agreement is intended to help both of you clarify your roles and expectations and provide a solid foundation for your partnership.  Each of you should keep a copy and email a .pdf copy to the VP-Professional-Development@pmiswic.org.
Community
Honest and helpful feedback on the program is important so that the Chapter can make continuous improvements.  Towards this end we will periodically ask both the Mentee and the Mentor to provide feedback to the VP Professional Development about the program and your experience in it.

MENTOR RESOURCES AND TOOLS

The following provides a broad array of topics and endeavors that you might want to cover with your Mentee(s) over the course of your 12-month relationship. Please feel free to use it as a reference and starting point for coming up with your own ideas and agenda.  Every mentoring relationship will be different, and every Mentee will have different needs and goals, which will inevitably change over time.  Use what resonates for you and please modify and adapt these ideas to fit your own mentoring style!  If you have other suggestions, we would be happy to incorporate them for future inclusion of this Program.  Please feel free to send your suggestions to PMISWIC’s VP of Professional Development. 

INITIAL MEETING
Establish the Ground Rules

Setting some Expectations and a Schedule can help keep you and your Mentee engaged and in-touch when you both get busy. Some ideas:

· Set a Regular Schedule—We highly recommend setting a regular schedule for communication up front that will work for both you and your Mentee MOST of the time

· Make it a “Two-Way Street”—Mentees are less likely to feel like a burden if they have responsibilities and feel like they’re contributing something.  Learn about their hobbies, travels, projects, perspective in their current position or as a student

· Establish How You Will Communicate—A number of Mentees do not use email regularly especially if they are still a full-time student.  Ask about the best way to reach them.  Let them know how to get your attention – via email (maybe use a special Subject Line?), texting, how to contact your assistant, your mobile number, etc.

· Create Accountability—Feel free to ask for “deliverables.” Whether it’s reading an article, doing some research, planning an activity, or volunteering to help at an upcoming Chapter event.  Make them put some “skin in the game”

· Start a Mentoring Journal—This is a great way to help your Mentees internalize what they’ve learned and will also provide you with insight into their perspective. Ask them to write a short paragraph after each of your discussions with their reflections/insights/questions and send it to you. This is also useful for identifying good topics for follow-up
Build the Foundation

Get to know and respect each other and develop trust.

· Ask About Your Mentee—Their strengths/weaknesses, likes/dislikes, dreams/fears, values and goals – both professional AND personal.  Understand what makes them “tick”

· Tell Your Story—Share your career path and “life lessons,” don’t just focus on successes.  Encourage LOTS of questions, talk about what your learned vs. what you did to study for your PMI exam

· Goal Setting—Make a plan for the anticipated program time period using their Exam Study Strategy as the basis (remember this will change just like any unique project plan).  Set some high-level goals and priorities you can come back to or use as the basis for future meetings

· Ask Questions—Ask them to prepare answers to a question or two that will help you to better understand their values, motivations and passions.  For example:

1. Describe your ideal professional project.  Be as specific as possible (industry, functional area, employee or consultant, hours, location, salary, environment, etc.).  Use this to set goals and define “measurable steps” needed to make progress towards their goals.  The reason for this type of question will focus on the differences of the reality of the examination process and “real world” expectations of a project manager and lets you identify specific areas of need

2. Describe your favorite project and your role in it.  What did you enjoy most? What was your favorite task(s) and why?

3. What is your biggest fear other than failing your PMI exam on the first try? This may give an indication of where they are in their professional/personal development, as well as give you an idea of where you can help early in the Mentoring Program
4. Who are their role models and why? Make a list of 2-3 people who do or have done the type of projects and/or career path that they’d like and would like to talk to then try to figure out HOW to make it happen!

ONGOING DISCUSSIONS AND DEVELOPMENT ACTIVITIES
Stock Their Toolbox—Practical things that you can do to help your Mentee be better prepared to pass their certification exam, fulfill their goals, stand out to their employers, and be more strategic in their career goals is to:

· Offer to Review Their Professional Communications—Such as their resume to make sure that it is accomplishment oriented, project dashboards, management reporting forms, milestone charts, etc.  Help them tailor report forms and standard emails for their industry or corporate culture

· Help Develop Their “Business Mindset”—Suggest reading materials, send articles, blogs, suggest local or industry news sources, etc.

· Other “Soft-Skills” Development—Networking, business etiquette, appearance, agenda preparation, meeting planning and note-taking, thank you notes and other follow-ups

· Advice on Using Social Media—Discuss how to use appropriately, the benefits and pitfalls, help them create their professional profile if they don’t have one

Explore Possibilities—Give your Mentee an idea of the range of opportunities available in project planning (especially in the area of contingency options).  Help your Mentee to broaden their horizons and think creatively but realistically about what they can do to improve any project and why by:

· Brainstorming and Scenario Planning—Generate a “portfolio of options” based on their industry, functional area, and 3 most recent projects.  Identify ideas that could improve those projects using “hind-sight” from the projects’ Lessons Learned and the PMBOK®.  Think about some high risk/high reward options, as well as some safer “bets” that management may not have considered and no team member suggested such as the outside-in view of planning that actually embraces external uncertainties as a source of superior opportunities and profit, leveraging the concepts of scenario thinking, real options, and peripheral vision

· Generate a List of Possible Projects in Their Future—Come up with a list of ways that any one of these might be improved by the application of one or more of the knowledge areas or skills that they are studying.  What are the pros/cons of each?  How any of these changes might be implemented or even suggested for inclusion?  Help them keep in mind that corporate cultures and industries differ so discuss the “fit”

· Encourage Self-Evaluation—If your Mentee is uncertain about their knowledge or skill level, suggest that they go to the PMI website and checkout the Career Framework under the Professional Development tab or use PMI’s Knowledge Assessment to evaluate their skills, or access PathPro®, PMI’s online tool that allows PMI members to assess their abilities and plan for appropriate study areas.  At your next meeting, you can review the results with them

Provide Hands-On Experiences—Giving your Mentee opportunities for practice and feedback is invaluable.  Provide, or encourage them to seek, opportunities to gain experience in a professional setting. Specific ideas for hands-on learning include:

· Encourage your Mentee to implement 1 or 2 specific things that they have learned from their studies in a current project and evaluate what differences they might expect and what they actually get 

· Host Your Mentee at Your Office—Arrange for a short tour and allow them to sit in on one of your project meetings/reviews if appropriate
· Practice and Give Feedback—Help your Mentee prepare for different types of functions or timelines in a project through professional visits or interviews with other Chapter members, and professional colleagues as well as seeing if they can shadow one of their superiors for a day or even for a project review followed by a short meeting to discuss what they might have learned.  Hands-on experience is the best teacher.  Debrief with your Mentee at your next meeting.  Were there surprises? Awkward moments?  Brainstorm solutions

· Make a Bet—Challenge them to call on someone they want to meet with or talk to about a professional question.  Praise them if they are successful

· Invite Your Mentee to attend or volunteer at a Professional Conference or Meeting—Debrief afterwards.  Discuss why you are involved, the Role of professional engagement, learning, growth and connections that belonging to and actively participating in the activities that professional associations offer
LATER STAGE DISCUSSIONS

Plan to Action—Around the time that your Mentee is a little more than half way through the execution of their Study Strategy, Mentees need to begin focusing on specific steps they can take to achieve their goals.  From exploration and practice, Mentees need to be pragmatic and action-oriented.  You can help them by reviewing their work, teaching them a new tool, and suggesting new white papers or blog posts.  Discuss and practice actions that will help them to keep calm and focused when making presentations or leading meetings
· Re-visit and Refine Goals—Review what they learned in their classes and studies.  Create a “top 10” list of actions and skills that they can best implement in their current and future projects

· Drive home the fact that project management is the value driver that helps an organization get the most out of its performance and their knowledge and skills enhance their value in reaching their career goals
· Identify Action Items and Resources—Help your Mentee develop a “project strategy” that will outline the steps that they can take that will improve and/or highlight their contributions to their current and future projects focusing on their career goals e.g., researching similar projects for points of improvement and being sure that the lessons learned from previous projects in their company are utilized, observing their own actions toward improving their “people” and communication skills, or increasing their perceived professionalism.  Have them identify what resources they need to be more successful e.g., attending webinars, classes, conferences, background reading, practicing with you or another Chapter resource, etc.

· Discuss and Review the annual requirements for retention of PMI certification especially PDUs—What they are, how to get them, free activities that earn PDUs, etc. Volunteerism is a core value in PMI!  Volunteering for PMI is like volunteering anywhere in your life, it’s a personal responsibility to give back because you’ve benefited so much from it

· Remind them that it is important to maintain ongoing training to close your skill gaps and build your professional value.  The right training can provide the competencies that your Mentee will need to propel their career forward and keep their skills fresh.  Also, point out that their membership in PMI provides substantial benefits and discounts for continuous learning opportunities.  Encourage them to turn to both the PMISWIC’s and PMI’s professional development offerings to manage their career and keep them at the top of their profession.  Whether they are a novice or a veteran project manager there are ways to improve their skill set with a professional event, training course or academic degree and they can find that next step in on the PMISWIC website or at PMI Career Headquarters on-line

· Provide introductions to other Chapter members who may be a future resource, insights into “exam vs. real world”, practice exam simulations, etc.
· Encourage and Challenge—Be supportive, but don’t let them off the hook!

· Respond/Revise/Support—Follow-up on successes and disappointments and help them brainstorm next steps.  Help them stick to their study plan and goals and to develop some resiliency.  After all, people can fail the first time of trying something new.  It’s not the end of the world!
· Give Honest Feedback—Review their study experiences and help them in areas where they may need to think through new strategies or approaches to learning the material.  Help them to understand and “own” their missteps and develop “mid-course” corrections
· Share Your Experiences—Come back to your life lessons.  Share your insights and perspective having worked for more years, probably in more corporate cultures, and on more projects.  Remember, this is an opportunity for horizontal and vertical knowledge sharing

· Be Kind, but Tough—Help your Mentee keep their “eye on the prize.”  Work with them to develop and adapt the “tool-kit”, develop alternate study strategies, think outside the box, become more “nimble” in their responses to their studies, work, teams, projects, etc. 
CONTACT:

PMI, Southwestern Indiana Chapter via email or call the VP Professional Development, Dr. Stephanie Brown, Esq. at 270-664-2504
