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MENTOR HANDBOOK 

2019 USQ Industry Mentoring Program 

 

The USQ Industry Mentoring Program allows students to connect with industry 

professionals to help prepare for the transition from university to employment. This 

program aims to enhance students' knowledge, understanding and professional 

networks, and provides mentors the opportunity to meet, grow and learn from upcoming 

talent in their industry.  

The Industry Mentoring Program is: 

o Open to all study disciplines and industries 

o Allows students to connect with one or several professionals working in 

industry throughout the year.  

o Participants can opt-in and out of the program as the year progresses.  

o There is no set time-frame on mentoring relationships. Connect for 2 days, 

2 weeks or 32 weeks - it's completely up to you and your mentoring 

partner. However, the mentoring platform will close on January 15, 2020.  

How to get started:  

Students can browse the list of mentors and their online profiles before sending an 

electronic 'mentoring connection request'. Mentors can review the student's profile 

before accepting or declining this mentoring request.  

Once connected, you will receive weekly emails to guide you through your mentoring 

connection for the first 5 weeks. However, the support doesn’t stop there, continuous 

support is provided by the USQ Careers and Employability team throughout the whole 

program.  

Every two months all those who have a profile listed on the platform will receive a 

Progress Survey, please take a few minutes to complete this as it will assist in keeping 

the participants list current and active and allow us to ensure the program is worthwhile 

for all those participating.  

Login: https://usqmentoring.chronus.com/p/p3/login?mode=strict  

Contact 

In the first instance please contact the program administrators via the platform.  

Alternatively, USQ Careers & Employability 

Phone: +61 7 4631 2372  

Email: careers@usq.edu.au  

https://usqmentoring.chronus.com/p/p3/login?mode=strict
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Applying  
1. Apply by creating your profile through the Industry Mentoring Program 

homepage.  

2. Enter your email address and captcha.  

 

3. Receive email link 

 

https://usqmentoring.chronus.com/p/p3/about
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4. Follow link  

 

5. Complete and submit the form. Save time by using LinkedIn to complete 

some of your information.  

6. Create a password. 

 

7. A program administrator will approve your application. You will recieve an 

email once accepted with the log in details where you can then sign in to 

finalise your profile. 

8. Sign in to finalise your profile and select your mentoring type (refer to 

following section).    
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Finalising and updating profile  
1. Log in to Chronus, and select ‘Edit Profile’  

 

2. Complete or make changes to your profile. Select ‘Save’ for each box if 

changes are made.  

 

3. Select the ‘Settings’ tab to update your mentoring settings and your 

availabilities.  

Please note, for this program the only option will be the ‘Ongoing Mentoring’. 

However, there is no timeframe set on these. This should be decided with 

your mentee when you initially connect.  
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You’re can set your own Connection Limit. This indicates how many students 

you’re open to connecting with at one time. Once this limit is reached, you 

won’t show as available on the mentor listings for students to request a 

mentorship.   

 

4. Select ‘Save’ where any changes are made.  
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Matching/Accepting mentoring requests 
1. Ensure your profile is complete. The more information and detail you provide 

the easier it will be for mentees to get to know you and find the right match.  

2. From now until November 30, students will be able to access the list of 

mentors and view their profiles. From here, students are able to send a 

request for a mentoring connection, request a meeting or send a message.  

 

You will receive an email and an alert on the mentoring platform when this 

occurs.   

 

3. Review the details of the request.  

 

 

Please feel free to review the mentee profile or contact them for more 

information before accepting. You can do this by selecting the mentee’s name 

to access their profile.  

 

From here you can message the mentee by selecting ‘Connect’ > ‘Send 

Message’. 

 

4. Go back to Requests Alerts to approve or decline a mentoring connection or 

decline or propose a new meeting time.  
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You’re matched!  

Getting acquainted  
Before you accept a mentoring request from a student, browse their mentoring 

profile to see whether you will be able to provide the knowledge and support for 

their area of interest. Your mentee should schedule one or two sessions for you to 

informally get to know each other. If your mentee doesn’t reach out, you can always 

approach them first!   

In the beginning, online messaging is an unintimidating, flexible approach to start 

the conversation, as many people find it easier to open up to someone new in 

writing. Utilise the messaging and meeting functionalities on the Chronus Platform, 

see ‘How to use your connection plan’ document located in the help resources tab.  

As an ice breaker, you may like to share a little about you or question something 

you saw on their profile.  

Means to communicate 
There are various ways which you can communicate with your mentee, and where 

possible we ask that you record these on the Chronus platform.  

Communication methods include:  

• Messaging (we encourage the use of platform messaging functionality).  

• Discussion boards. 

• Phone, Zoom, Skype or FaceTime sessions (we encourage the use of the 

meeting functionality on the platform to schedule and track these sessions). 

• Meeting in person (we encourage the use of the meeting functionality on the 

platform to schedule and track these sessions). 

When utilising the Meeting functionality on the platform, you can add notes to each 

meeting to track and share discussions and action points from that meeting. See 

‘How to use your connection plan’ document located in the help resources tab.  

Set goals and summarise sessions  
It is important to set concreate goals with your mentee.  

We encourage mentees to take charge of setting the pace and direction, and to 

explore with you how you can help them attain goals, however in the beginning of 

the relationship they may need some additional support to gain the confidence to do 

this. We ask you to hold your mentee accountable for developing and recording 

goals.  

If your mentee is having difficulty expressing goals, you can help by asking the 

following questions: 

https://usqmentoring.chronus.com/p/p3/resources/4250?src=side_navigation&sub_src=mentoring_community
https://usqmentoring.chronus.com/p/p3/resources/4250?src=side_navigation&sub_src=mentoring_community
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• What are your goals for this mentoring relationship? (eg. Competency 

development, career advancement, leadership skills development, gain 

knowledge in a particular topic area)  

• How will you know if you reached these goals? (eg. Improved 

performance, promoted, attained a new credential) 

• What challenges can you anticipate? (eg. Availability of advancement 

opportunity, need to further formal education, time needed to develop a new 

skill or competency)  

Work with your mentee to add these goals to the goal setting functionality on the 

platform. Take a look at the ‘How to use your connection plan’ document located in 

the help resources tab.  

Additionally, take a moment to reflect on your own personal goals. Beyond the 

rewards of helping to shape another’s growth, is there anything you wish to 

develop? Do you want to become a better mentor, communicator, listener, or 

leader? Are you seeking greater self-awareness and fresh perspectives? You will get 

more out of the mentoring if you keep your goals in mind from the start.  

Utilise the platform 
We ask that you use the platform to it’s full potential to allow us to track 

engagement and assist with progressing your mentoring relationship.  

You may access resources to assist with utilising the platform through the help 

resources tab or contact USQ Careers and Employability to organise training.  

Email: careers@usq.eud.au 

Phone: +61 7 4631 2372 

  

https://usqmentoring.chronus.com/p/p3/resources/4250?src=side_navigation&sub_src=mentoring_community
mailto:careers@usq.eud.au
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How to be a good mentor 

 

Ideal traits for mentors 
Several traits will help you to be an effective mentor: 

• Inspire—Mentors are more effective when they inspire their mentees. By 

setting an example, you may be able to motivate your mentee towards future 

paths that are beyond his or her original dreams. Challenge your mentee to 

find importance in what he or she aspires to do. Help your mentee create a 

future vision. 

• Be an active listener—A sign of good listening is that your mentee feels he 

or she has been clearly heard and understood. Your mentee feels accepted 

and more willing to place trust in the mentoring relationship. To demonstrate 

active listening, show interest in things your mentee has mentioned in the 

past. 

• Share similar experiences—Mentors are not expected to be superheroes. 

Most of the time, they are people who have already been through what their 

mentees now face. Help your mentee feel empowered to embrace challenges 

by sharing your experiences. 

• Provide corrective feedback in an encouraging manner—It is not easy 

to take feedback well. However, hearing it in a motivating and encouraging 

tone can help your mentee accept and apply feedback readily. 

• Speak of your mentee in positive or neutral ways—Your mentee needs 

to trust that your discussions are confidential and that the mentoring 

relationship is mutually supportive. When speaking of your mentee to others, 

provide only positive or neutral comments. 

 

Effective online communication 
As you would be aware, in person or on the phone, you can use voice modulation, 

facial expressions, and hand gestures to convey meaning. Because those cues are 

absent in writing, written communication is a skill and an art. The better people can 

express themselves, the more the relationship will deepen.  

When communicating through writing, the following tips will prevent 

miscommunication.  
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• Meaningful subject line—A good subject line ensures that the recipient 

recognizes the importance of your message and doesn’t delete it accidentally. 

The subject line should also serve as a summary, providing a clear idea of the 

topic you want to discuss. 

• Clear and concise messages—Take the time to write clear, concise 

messages. Correspondingly, if you receive messages that are not clear and 

concise, take the time to get clarification. Do you clearly understand your 

mentee’s message? If not, provide an opportunity to restate, elaborate or 

reconsider the intended message. 

• Investigating assumptions—What assumptions may have been made, 

whether stated explicitly or not? To uncover assumptions and prevent 

misinterpretations, state your understanding of your mentee’s message or 

ask for clarification. 

• Communicating about communication—It is very important to inform 

your mentee of your schedule well in advance. This prevents the unnecessary 

frustration of a communication breakdown. 

Online messaging has its challenges, but it also has advantages in many situations. 

If you use the messaging section of your Mentoring Connection Area liberally and 

thoughtfully, you are more likely to be productive. 

Ten Reminders for Effective Mentoring 
 

1. Demonstrate interest, helpful intent, and involvement. When you talk with 

your mentee, clear your mind of unnecessary thoughts so that you can offer 

your undivided attention. 

2. Establish rapport by learning or remembering personal information about 

your mentee. 

3.  Begin by focusing on strengths and potentials rather than limitations. 

4. Keep in frequent contact with your mentee. Even a short email or phone call 

can make a big difference. 

5. Be available and keep your appointments. 

6. Hold your mentee accountable for commitments and goals. Follow up 

frequently. 

7. Don't be critical of other colleagues to your mentee. 

8. Consistently evaluate the effectiveness of your mentoring and adjust your 

style as needed. 

9. Be yourself and allow your mentee to do the same. 

10. Remember that active listening is one of the most important skills of a good 

mentor. 
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Tips 

Networking tips 
In your daily life, you probably network all the time simply by meeting, connecting, 

and keeping in touch with others. You know firsthand that quality relationships can 

enrich your career and empower you to achieve your goals. Networking can be 

difficult, especially for someone fresh to the industry. Your mentee likely also 

realizes that it’s important to develop and maintain a strong network, and would 

appreciate hearing your personal approach of how to overcome the barriers. Some 

suggestions on how to help: 

• Let your mentee know how networking has helped you advance your career, 

from landing a job or promotion to finding new clients. 

• Share ideas about how to better communicate, making sure to build on your 

mentee’s comfort level with networking. Examples include smiling, eye 

contact, active listening, body language, complimenting, and finding common 

interests over which to connect. 

• Share your techniques for starting conversations, such as an opening line 

when meeting people or a list of get-to-know-you questions. 

• Share your thoughts on unethical networking practices. For example, you can 

tell your mentee why it is never a good practice to contact long-forgotten 

connections only when you need something like a job referral. 

• Finally, we hope you will be willing to share a few contacts that may help your 

mentee reach his or her goals. 

Don’t lose sight of your goals 
There might be times in your mentoring relationship when progress might 

stagnate and you need to re-energize. At such times, try the following: 

• Revisit the goals that you have set for your mentoring partnership and for 

yourself. Are you on course? 

• Could you have done something better? Enthusiasm can help you and your 

partner move forward. 

• Do you think you need to extend the mentoring period? Learning, as they 

say, never stops. 

• Your partnership will be more successful if you both regularly reaffirm goals 

and commitment. 

Good closure  
When mentoring partnerships end, some do so with goals accomplished. Some do 

not, for a number of reasons. Yet even unproductive mentoring relationships can 

benefit from good closure. A successful exit strategy includes five steps: 

1. Processing conclusions—Process the learning that took place while working 

towards goals. 
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2. Integrating what was learned—Discuss how to apply and take learning to the 

next level. 

3. Celebrating success—Plan a mutually satisfying way to celebrate achievement 

and new beginnings. 

4. Redefining the relationship—Talk with your mentee about whether the 

relationship is to continue, and what it will look like: will you become a 

colleague, a friend, or something else? 

5. Moving on—Both partners let go and identify ways of keeping in touch, if 

appropriate and mutually desired.  

Suggested activities and discussion topics 
 

Activities Discussion Topics 

• Workplace visits, job 

shadowing, work experience 
opportunities (USQ can 
provide insurance coverage 

during this visit, contact us 
for more information)  

• Networking events 

• Attendance in team 
meetings 

• Review resumes/job 

applications 
• Mock interviews 
• Writing elevator pitch 

• Share articles, videos and 
resources 

• Work together to solve a 

workplace issue  
• Skill inventory/identification 
• Create conversations on the 

discussion boards  

Getting to know you: 

• How did you get into the 
role/industry? 

• What’s your favourite and least 

favourite part of your job? 
• What has been your greatest career 

struggle and how did you overcome it? 

• What’s been one of your biggest 
career accomplishments? 

• Any tips for recent graduates starting 

out? 
• What skills are critical to success in 

the work you are currently doing? 

• What’s the most challenging aspect of 
your job? 

• What would you suggest to do now to 

prepare for transition into the 
industry?  
 

Getting to know the mentee:  
• What lead you to enrol in this program 

of study?  

• How much do you know about job 
opportunities in this industry? 

• Where do you see yourself heading in 
this profession? 

• What do you see the challenges are in 

this field?  
• What things do you think you can do 

along the way to enhance your 

employability?  

 

 

 

mailto:careers@usq.edu.au
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Regular feedback  
It is important to provide regular feedback on your mentoring experience and 

your mentoring relationship to the program administrators. Please complete any 

surveys you receive. Your feedback will help your administrators learn how to 

serve you better. Your mentee needs your constructive feedback too—and your 

tactful guidance may even improve the quality of the relationship. 

 

 


