
 

What is Career Mentoring? 
Career mentoring is a relationship-centered process through which you, the mentor, offers 
professional expertise, guidance, and support to a less experienced colleague. The goal is both 
professional and personal networking development, which results in a mutually beneficial ex-
perience over time. This is accomplished through a series of focused, confidential, one-on-one 
or small group conversations.  

Why be a Mentor? 
Serving as a mentor is an opportunity to build your own leadership skills. By helping an individ-
ual create a plan to improve their own career prospects, introducing them to your profession-
al network, and offering useful career advice, you will understand yourself better, enabling you 
to make better decisions about your own career. As well, it’s a fun, relaxed chance to build 
professional relationships and expand your own network. 

What does a Mentor do? 
A mentor is a unique combination of teacher, coach, and trainer. Unlike in a employer-
employee setting, mentors and mentees are free to share their own career aspirations, goals, 
and challenges without fear of employment repercussions. As a mentor, expect the opportuni-
ty to help develop your mentee through the following roles and associated conversations: 

 

 

 

 

 

 

 

 

On the next pages, explore the mentoring process, key mentor skills, and things to avoid. 
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Role Example Conversations 

Provide Direction “What are your interests?” 

Technical Training “This is what a (type) of engineer does.” 

Specific Advice “Here’s suggestions to improve your resume.” 
“Here are 3 companies you should look into.” 
“Let’s hold a practice interview.” 

Motivation “Your experience and interests in X make you a great candidate, 
so you can have confidence going into the interview.” 

Support “I’m sorry that job didn’t work out. Let’s build on the positives and 
learn from the challenges” 

Goal-setting “Reach out to these four firms in the next 2 weeks” 



 

(continued from the previous page) 

 

The Mentoring Process 

 
ESTABLISH THE RELATIONSHIP   This involves meeting in person for the first time. Set clear, 
realistic expectations for the interactions between mentor and mentee. This includes how 
often and the method of communication, commitment level from both individuals, agreement 
of confidentiality, expectation of honesty, and a time-frame.  
 
SET GOALS   Ideally in the first meeting, set a time-bound goal(s) for the upcoming year or 
semester. Examples of goals include: explore types of civil engineering to help mentee deter-
mine school concentration, mentee to find an internship/CO-OP/entry-level full-time position, 
explore grad school possibilities, learn about “real world” day-to-day for a particular type of 
engineer, improve resume / interview / networking skills, grow professional network. Keep 
the SMART goal acronym in mind. Make sure the mentee is setting the goals.  
 
WORK TOWARDS GOALS  This step continues throughout the length of the mentoring rela-
tionship. Help the mentee reach the set goals through conversations, sharing written materi-
als, introducing them to others, and offering feedback, support, encouragement, and guidance. 
During this time, look for trust to be built, and don’t be afraid to revisit the expectations oc-
casionally. Take the initiative with the mentee in starting conversations, scheduling times to 
meet, and asking questions. Studies have shown that mentoring works best when the 
mentor takes the lead. As well, occasionally revisit the goals to make sure they are still rele-
vant. You may need to re-prioritize as the mentee’s needs and situations change. 
 
CONCLUDING THE PROCESS At the end of each semester or year, see what progress has 
been made on the goals set early on. Does the mentee need to be connected to someone else 
who can offer better help? Ideally, relationships built during the formal mentoring process will 
continue as the mentee beings his/her career. As a result, your network will see continued 
growth and you will gain the enjoyment of having helped someone be their best. Use this 
chance to learn from the conversations. Ask for feedback from the mentee. Because each 
mentoring relationship is unique, your approach to mentoring will be unique to each mentee.  

On the next page, look at key skills and things to avoid. 

AMERICAN SOCIETY OF CIVIL ENGINEERS 

NORTH CAROLINA SECTI ON -  EASTERN BRANCH YMG 

MENTOR GUIDELINE 

CAREER MENTORING PROGRAM 

PLEASE CONTACT THE MENTORING PROGRAM AT 

asceeasternncmentor@gmaiil.com ?? 



 

(continued from the previous page) 

 

Key Mentoring Skills 

 
TAKE THE INITIATIVE   Before the first meeting, reach out to the mentee (multiple times if 
needed) and set up a time to meet. Have an agenda (bring this guide!) and be prepared to ask 
questions of your mentee. Throughout the process—as your established expectations dic-
tate— be the first to reach out to set up meetings, conversations, etc. Your proactiveness will 
demonstrate your commitment and will inspire your mentee.  
ACTIVE LISTENING  When meeting in person or over the phone, make the conversation your 
priority. Listen to understand first, and then to respond. Take notes if needed, and be pre-
pared to not have the answers right then. Eliminate distractions (don’t do work or type emails 
while on the phone, and avoid answering work calls while meeting in person). Make sure your 
employer knows about your participation and ask for their support. The time commitment is 
low, and any good employer should support you in this. 
TRUST BUILDING   By keeping commitments to meet, answering questions promply, and 
showing a a genuine interest, your mentee will be able to trust you, and in turn, will give you 
the opportunity to have a greater impact in their career. As well, trust goes both ways. Set an 
expectation of trust and confidentiality early. Mentees should know that there are free to ask 
questions that may sound silly and you'll be understanding. 
GOAL SETTING   Goal setting is a learned skill. By following the SMART acronym (Specific, 
Measurable, Achievable, Relevant or Results-Focused, and Time-bound), you will help your 
mentee start out towards success. Succeeding at goals during your mentoring process will 
boost their confidence! As well, be prepared to share your own career goals. 
ENCOURAGEMENT AND INSPIRATION  Practice being an encouragement and inspiration to 
your mentee by giving meaningful feedback, celebrating their wins, responding to frustration 
and challenges, and by finding examples of excellence they can emulate.  
NETWORKING  On your own, continue to build your professional network. The more engi-
neers, architects, contractors, planners, and designers you know, the better-equipped your 
will be to point your mentee to specific individuals who could help. As well, you can share 
your network with your mentee and give them a starting point as they build their own. Bring 
them to ASCE events, luncheons, and conferences, and introduce them to others. 

On the last page, examine five pitfalls to avoid. 

AMERICAN SOCIETY OF CIVIL ENGINEERS 

NORTH CAROLINA SECTI ON -  EASTERN BRANCH YMG 

MENTOR GUIDELINE 

CAREER MENTORING PROGRAM 

PLEASE CONTACT THE MENTORING PROGRAM AT 

asceeasternncmentor@gmaiil.com ?? 



 

(continued from the previous page) 

 

Things to Avoid 

By keeping these pitfalls in mind, you’ll avoid creating an unproductive mentoring environ-
ment. As the process advances, be aware that these problems may take time to surface. 
 
BEING THE BOSS   It may be easy to tell your mentee what they need to do. That’s not the 
point. The best learning will take place when the mentee discovers, under their own power, 
what is the best course of action. When their goals, plans, and career aspirations are their 
own, they’ll be the best. Your purpose is to guide them to find these goals and give them con-
fidence that their interests for their career are meaningful, useful, and lead to success.  
BEING UNAVAILABLE  Make the time you commit to your mentee a priority. Avoid cancelling 
meetings if possible, and respond to emails quickly. Being unavailable is a sure way to show 
your mentee that they aren’t important. 
ACTING LIKE YOU HAVE THE ANSWERS—WHEN YOU DON’T  There will be times when 
you don’t have the answers or you don’t know the next step. Reach out to others in your 
network and get help from other mentors in the program. Giving “placeholder” answers that 
don’t add any value will be seen by the mentee that you’re not willing to make the effort to 
give them the help they are looking for. As well, it shows a lack of interest. You never know 
when your mentee may be a great connection for a career opportunity in the future. 
DOING THE MENTEE’S WORK  The mentee needs to be doing the work. You can provide 
tools and resources, but the mentee must make the effort to reach out to companies, explore 
career paths, and do well in school. When they know that they have accomplished things on 
their own, they’ll be inspired by their own achievements to keep going.   
NOT GETTING FEEDBACK  Ask your mentee for feedback. Doing this tactfully shows that 
you take the mentoring relationship seriously and that you want to give them your best. Don’t 
be afraid to ask if your conversations have been beneficial. And if the dynamic isn’t working, 
ask for input from the mentoring program leaders. It may be best for a mentee to be paired 
with someone different. Use these chances as an opportunity for personal growth! 

 

Thank you for being a mentor. Your efforts create positive change in our industry, with impacts that 
can span generations. 
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