
Mentoring Tools

“We make a living by what we get, we make a life by what we give.” Winston Churchill

Where to begin after saying yes to mentoring

As a TEX.inc Mentor, you are about to witness significant shifts in the professional lives of your mentees. We know that to be 
true because as the demand for mentors in the workplace has increased, so too has the research that supports their value and 
effectiveness.

Findings show that mentorship can relieve stress and anxiety, simply through the development of a confidential, supportive 
relationship where the mentee feels free to discuss professional and personal challenges and explore a range of perspectives. 
It’s no wonder that in today’s rapidly changing workforce, people are seeking mentorship to develop personal resilience that 
helps them manage the inevitable changes taking place.

You ready to get started? This e-book is your first step in a rewarding journey. In the pages that follow, we’ll introduce you to 
some tips and tricks to help you create some of your own mentoring magic. Beyond these introductory pages, there are many 
avenues you can explore to enhance your skills, that will bring you up to speed with evidence based, contemporary practices. 
Keep in mind, our Super Mentors are here to support your own professional development, so be sure to book in a session and 
explore the many opportunities that lie ahead for you!

Three Tips for Meaningful Mentorship

So, you’re an expert in your field. But how do you translate that expertise into mentorship? After all, mentoring is not a skill 
that comes naturally to everyone, and it’s certainly not something we learned at school! While you may have been lucky to 
have received training in mentorship through your organisation, we know some of you are diving in the deep end on your 
own.

So how can you go from being someone who knows their stuff for their personal and professional advantage, to someone who 
provides mentees with that which they need to succeed? There are a myriad of training programs you could immerse yourself 
in, and if you’ve never mentored before, these might be of benefit. But we know many of you with existing knowledge and 
experience are itching to dive in and give mentoring a go, so we’ve collected some of the leading lessons and advice from 
successful mentors that will ensure you have a smooth start.

1. Run a Tight Ship 

Kickstart an efficient and effective mentorship by establishing clear boundaries and expectations. To begin, clarify your 
mentee’s expectations, consider them against your own, and reach an agreement. The most successful relationships are 
those where the mentor and mentee share the same vision for success. Establish how often you will meet and communicate, 
and who will co-ordinate the times. Make the need for accountability clear, and establish the value and importance of you 
both logging in on time, prepared and open minded and hearted.

2. Establish a Clear Purpose

The foundation of the relationship and the growth of your mentee will be based on the established purposed of the 
mentorship program. For example, a purpose of supporting leadership initiatives would look very different from the 
purpose of expanding professional networks or transitioning between industries. While a mentorship relationship will 
naturally provide opportunity to explore multiple topics of personal and professional development, a clear purpose will 
help you and your mentee set timely goals and track progress.

3. Use a Trusted Framework

An effective framework sets the scene for compassionate and constructive conversations. From goal setting skills to session 
guidelines, effective mentors utilise evidence based frameworks to ground their conversations. Choose a framework that 
matches your personal style as a mentor and considers the learning needs of your mentee. Set your own professional 
development goals by learning and trying best mentorship practices. New to mentoring? Start by exploring our learning 
hub for more practical insights and interventions, or connect with a mentor expert here on TEX.inc to deepen your own 
learning and development.
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Four Tips for Feedback that Sticks

Make your feedback constructive, and a positive part of your mentoring experience.

Feedback is a vital aspect of growth, and an important part of the mentoring relationship. Many people, when they hear the 
word ‘feedback’, often assume incoming criticism. Be sure to boost trust with your mentee by following these tips below on 
giving constructive feedback.

1 . Set the expectations upfront
At the top of your mentoring relationship, take the time to discuss with your mentee the role and value of feedback. 
Explaining to your mentee the purpose behind feedback and your feedback style in advance will help remove negative 
connotations attached to the word and alleviate nerves when it is time to address gaps in their learning and explore 
opportunities that will help them grow.

2. Remember your role as a mentor, not a manager
As you listen to scenarios related to job performance that your mentee may share with you, it can be easy to slip into the 
mindset of a manager and consider the conversation you may have with a direct report. Remember, as a mentor, your role is 
not to manage your mentee, but rather focus on continual growth and development. Avoid feedback that sounds punitive 
or judgmental in nature. Rather, guide your mentee through a deeper reflection of their behaviours, actions and emotions 
to support their growth.

3. Keep it two-way
Opportunities for feedback will most likely arise when your mentee is either sharing an experience or asking for advice. 
Avoid falling into a lecturing tone, and do your best to remain conversational, ensuring your mentee is engaged and active 
in the discussion.

4. Remember, positive feedback is still feedback!
Providing feedback on what you see worked well when your mentee achieves a goal or shares positive news is a valuable 
aspect of learning. It allows your mentee to better understand their existing strengths and skills, and how they may apply 
these in future situations. So remember to look for opportunities for constructive positive feedback, and linger a little 
longer with the good stuff! 

Active Constructive Responding
Driving your best response to your mentee’s good news!

The way you respond to your mentee sharing good news can have a big impact on their growth and development. Research 
suggests that the way we respond to positive scenarios can have a greater impact on the wellbeing and psychological safety 
of a relationship than the way we respond to negative scenarios (Gable, Gonzaga, & Strachman, 2006). The same research 
found that there are four main ways of responding when someone shares good news - active destructive, passive destructive, 
active constructive and passive constructive. The diagram below further explains each of the responding types:

Destructive Constructive

Active
Deflates good news, looks for the problems, 
raises alarm bells

Genuine interest, amplifies success, 
authentic engagement

Passive Quickly dimisses or ignores good news, 
switches topics or deflects

Understates support, low energy, 
delayed repsonse, insincere

Learning to respond with an active constructive approach helps create a useful conversation out of the shared news, fostering 
self-worth, strengthening the mentorship relationship, uncovering strengths and skills that led to the good news so that they 
can be used in future situations, and increasing safety and willingness in sharing future news.

An active constructive response will:

1. Use eye contact
Yes, this can be done during a video conference! Make effort to look directly into the camera from time. While it’s also 
important to look at them to take in body language and facial expressions, occasionally look straight into the camera in 
order to mimic eye contact.

2. Prompt for more information
Help guide your mentee through what led to their good news to help you both celebrate it on a deeper and more 
productive level. Prompts such as “tell me how you felt when you received this great news!”

3. Celebrate inputs rather than praise outcomes
Sometimes we fail despite our best efforts. Focusing on what led to the good news rather than just the outcome helps 
avoid shame if, next time, the outcome isn’t quite as positive. It also acts as a reminder to your mentor of the skills and 
strengths they’ve found helpful, that they can apply to future scenarios.



Mentor Verse Manager

Tips to help you differentiate yourself as a mentor

While a good manager may sometimes take on somewhat of a ‘mentor’ role with their direct reports, a mentor should be 
careful not to fall into ‘management’ based habits, keeping in mind that a mentor’s role is focused on the development of 
the person, not necessarily the business they are working for at the time. It is common, however, that people with extensive 
management experience take on mentor roles, and it can be challenging to know how to switch between the different roles, 
so here are a few pointers to steer you in the right direction.

The above guidance is not to suggest a good manager does not care for a person’s wellbeing and career development, 
and as mentioned earlier it is possible for a manager to also display mentor attributes, but they are primarily responsible for 
ensuring individual goals and performance align with organisational goals and processes. A mentor, however isn’t required 
to measure their mentee from a performance perspective, and should rather maintain focus on supporting the mentee in 
growing and developing personally and professionally.

Mentor Checklist

Use this checklist to help guide you through the steps of your journey as a mentor.

• I am clear on the role of a TEX.inc Mentor, and have read and agree with the TEX.inc Way
• I have a clear understanding of the role of a mentor
• I am clear on my own strengths and skills, and what I can bring to a mentor relationship
• I am able to commit to the time required to be a mentor, and have approval from my organisation (if required)
• I have prepared a short bio to share with my mentee, to help provide background on my career highlights and 

relevant experience
• I have prepared an appropriate framework for our first meeting
• I have reviewed my mentee’s TEX.inc profile
• I have emailed my mentee to introduce myself, set up a time for our first meeting, and request any additional 

information I feel would be helpful in preparing for our first meeting
• I have considered the expectations I have for the timing and scope of our mentoring relationship and have provided 

time in our first meeting to discuss and agree on expectations
• I am feeling confident and prepared to begin!

A Final Thought

Remember, this e-book provides just a simple guide to get you started, and it’s important to take into consideration your 
context, experience and the goals of your mentee and yourself when considering how to best establish an effective mentoring 
relationship.

Finding your personal mentoring style takes time and practise, and may look and feel different with each mentee you choose 
to work with. If you’re serious about growing as a preferred TEX.inc Mentor, spend time doing your research into effective 
mentoring styles, consider having your own mentor, and maintain a growth mindset, always seeking opportunities to learn 
and develop.

Along the way, it’s expected you’ll hit some roadblocks. We’re here to support your commitment to TEX.inc and help you 
with your own growth goals. Dip into our online resource library, and reach out to us if you wish to contribute to its growth. 
We’re excited to see the TEX.inc organically grow as we share our lessons as a community. Foster your own professional 
development by booking in a super coach session today.

Do you have any concerns or questions? Our friendly team are here to help. You can reach us by email here: 
 info@tex.inc

Manager Mentor

Is assigned to an individual according to organisational 
structure

Is matched with a mentee according to relationship fit

Is responsible for performance assessment Is focused more on their mentee’s long term growth 
and development

Must maintain focus on organisational outcomes Is focused on career development and aspirations
Sets and monitors targets Supports goals and goal attainment
Is focused mainly on work issues, with personal issues 
only discussed as relevant to work performance and 
wellbeing

May discuss both personal and work life, as guided by 
mentee, in the process of personal and professional 
growth and development

Will provide solutions to problems in order to drive nec-
essary outcomes

Will encourage and support mentee to uncover their 
own solutions for growth

Is generally required to act on poor performance ac-
cording to policy

Does not need to reprimand for poor performance, un-
less legally required to


