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Welcome to the CRIEC Mentoring Co llaborative »  a powerful yet 

simple employment strategy that connects you to the Canadian workforce 

through mentoring.  

While helping you gain job search strategies, build professional networks, and 

acquire the tools necessary to secure employment in your field of expertise, 

CRIEC also helps Calgary employers access the skilled and experienced 

employees they need to meet business objectives and compete at a global level.  

CRIEC partners with Calgary employers to recruit mentors within their 

organizations, works with community partners to assess mentees for program 

eligibility, and makes appropriate mentor -mentee matches for productive 

mentoring partnerships ï just like the one you are about to embark on.  

CRIEC is here to support your efforts. Resources, such as this handbook, have 

been created so your mentoring relationship is professional, productive and 

rewarding.  

We believe you will find the mentoring program provides a great opportunity 

to learn about the Canadian workplace, showcase your knowledge, participate 

in professional networks, and share your international experience.  

Thank you for participating as a mentee. Enjoy the journey!  

 

 

The CRIEC Team  
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Are you ready to be a 

mentee?  

Mentees are internationally trained 

professionals who have the knowledge, 

business experience and English 

language skills to succeed in the 

workplace, but need help getting their 

foot in the door.  

Most of all, mentees are willing to listen, 

learn and share. 

Your mentor will be someone who has a 

combination of business knowledge and 

experience, and will provide guidance as 

you navigate your way into the Canadian 

work force.  They are comfortable in 

their role as mentors and the mentoring  

process. 

  

 

Mentoring is a two -way learning 

relationship. For the relationship to 

be successful, mentors and mentees 

must commit to making time for one 

another as prescribed by the 

program, and as a function of the 

needs and schedules of both parties. 

The mentee is expected to set the 

meeting schedule, to be on time and 

prepared for each meeting (agenda 

and questions ready).  

 The program requires mentees to 

present themselves in a professional 

manner (business-like conduct and 

dress code). For more information, 

contact your mentoring coordinator.   

 

 
 Becoming a mentee 

Mentoring is a 

brain to pick,  

an ear to listen , 

and a push in 

the right 

direction.  

Bill Cosby 
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Recommended Readings:  

CRISP, making the most  

of being mentored  

by Gordon Shea 

The Menteeôs Guide:  

Making Mentoring Work for You  

by Lois J. Zachary / Lory A. Fischler 

Job search reso urces:  

www.directionsforimmigrants.ca  

An online resource centre specializing in 

immigrant professionalsô needs. 



 

 
The Mentoring Collaborative is focused 

on understanding and meeting the needs 

of internationally trained professionals. 

The following areas were identified for 

exploration :  

¶ Understanding the Canadian workplace  

¶ Identifying labour market 

requirements 

¶ Improving professional terminology  

¶ Developing self-marketing strate gies  

¶ Confidence building in a new culture  

¶ Programs and resources to upgrade 

technical skills  

¶ Locating publications for research and 

networking purposes  

¶ Sourcing workshops on recent field 

developments  

¶ Establishing a network of contacts  

¶ Strategizing for professional growth 

and development  

Together, mentors and mentees are 

responsible for making decisions that 

include:  

¶ Meeting schedules (regular meetings 

are recommended)  

¶ Meeting duration and location  

(1.5 hours per week over 16 weeks)  

¶ Frequency and nature of contact 

between meetings  

¶ Referring to the Mentoring  

Partnership Agreement  

¶ Notes and assignments  

¶ Interruptions to be 

permitted  

¶ Setting professional 

boundaries  

Mentors are not expected to 

be career counselors. 

Mentees have access to this 

service and to job search 

coaching through the 

community partners.  

 

Addressing language and 

communication issues  
Take advantage of your mentoring 

relationship to address language and 

communications issues as they arise.  

Here are a few tips on how to address 

language and communication issues. 

Tips for mentees  

¶ Take advantage of the mentoring 

relationship to enhance your 

language and communication skills  

¶ Be open to expressing yourself 

differently if  the change will help 

others to understand you better  

¶ Monitor your own speech and listen 

to what you say and how you say it 

¶ Listen for the proper use of 

situational English idioms and 

expressions 

¶ Get feedback on effective workplace 

communication skills  

¶ Always remember to ask if you donôt 

understand 

¶ Ask to be corrected and be open to 

constructive feedback 

¶ See your mentoring relationship  as 

an opportunity to grow, learn, and 

bounce ideas  

¶ Remember, additional language 

training is available through your 

mentoring coordinator  

 
 
 

 
 
 

Managing the process 
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Tip    An effective mentee will:   

¶ Accept responsibility for their learning  

¶ Be open to new ideas and ways of learning  

¶ Communicate effectively and ask for 

clarification when needed  

¶ Ask for help from the mentoring 
coordinator (where appropriate)  

¶ Accept feedback and act on it  

¶ Give feedback  

¶ Be mindfu l of the mentor's time  

 



 

Building a relationship with your mentor 

is the first  priority in t he mentoring 

process.  

Points to consider that may 

require special emphasis:  

Questions that you think may be 

insignificant (about the Canadian 

workplace, what different behaviours 

mean, etc.) are important to your 

development. No matter what the 

question, do not be afraid to ask it. You 

may surprise your mentor, but this is 

also their opportunity to lear n from you.  

When in doubt, contact your mentoring 

coordinator.  

Share your experience and background 

with your mentor, as well as any 

challenges you face or issue you are 

grappling with.  

Explore ways to assist your mentor by 

sharing your knowledge and experience. 

Establish personal boundaries and 

respect them.  

It is good to rub 

and polish our 

brain against 

that of others.  

Montaigne 

When your mentor offers ideas or 

suggestions, consider carefully which 

ones to act on and follow th rough. Be 

prepared to discuss your progress. 

Remember, your mentor is there to 

guide you in your job search process, not 

to find you a job.  Maintaining this 

relationship will be a significant part of 

your success. We ask that you spend a 

minimum of 24 hou rs over a four-month 

period with your mentor.  Discuss with 

your mentor how to balance email 

correspondence and telephone calls with 

sufficient in -person contact to meet this 

commitment . 

To get the most out of your meetings, 

consider the following:  

1 Set an agenda for each meeting, even 

if you depart from it when a different 

priority devel ops. 

2 Discuss your preferred learning style 

with your mentor  

3 Make an effort to understand your 

mentorôs approach, and learn from it. 

4  Establish and maintain healthy 

boundaries. 
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Tip     

Open up communication one 

conversation at a time, build 

trust and commit to a mutual 

learning partnership.  



 

To appreciate 

openness, we 

must have 

experienced 

encouragement 

to try the new, 

to seek 

alternatives,  

to view fresh 

possibilities . 

Sister  
Mary Luke Tobin  

For a new immigrant arriving in Canada, 

securing employment is a top priority. 

Learning to understand the complexities 

of cultural dynamics in a multi -cultural 

city is paramount. In the workplace in 

particu lar, it can make or break an 

immigrantôs opportunities. 

Intercultural understanding is often 

challenging due to the differences in 

verbal and non-verbal communications 

in various parts of the world. Some of the 

factors that come into play include 

misinterp retation of terminology or body 

language, false assumptions, xenophobia 

or discomfort with certain cultural 

behaviours or habits, or cultural 

insensitivity due to lack of knowledge. 

Cultural differences can vary widely in 

how they manifest themselves. 

Diff erences in attire and their 

significance, or the meaning behind what 

appears to be a simple physical gesture 

are just two examples. In one culture, 

taking initiative is considered an 

attribute; in another, a sign of 

aggression.  

Two primary differences between 

western business culture and that of 

other countries have to do with the 

concepts of time and teamwork.   

Unlike western culture, many other 

cultures are collectivist: teamwork is 

valued over individualism. The 

perception of time and deadlines also 

varies widely from culture to culture.  

In some countries, for example, a 

previously-arranged meeting time is 

considered a guideline rather than a 

specific commitment. In North America, 

tardiness is frowned upon.   

Overcoming cultural differences involves 

awareness, knowledge and skills. 

Awareness   

Be aware that behaviour reflects cultural 

norms that may be different from your 

own.  

Knowledge   

Getting to know and understand what 

these cultural differences are will help 

you integrate into the Canadian 

workplace environment.  

Skills  

Work with your mentor to apply 

awareness and knowledge in learning 

effective communication, having a 

positive outlook and practice non-

judgmental listening.  

In this mentoring relationship, both you 

and your mentor are embarking on a 

voyage of discovery. You will benefit 

from learning the nuances of Canadian 

work culture, and your mentor will gain 

from learning about the richness of your 

own. 

 
 
 

 

Cross cultural awareness 

Mentee Handbook  |  7 



 

 

 
 
 

 
 
 
 

Cross cultural awareness (contôd) 
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Mentors can provide insight into generic 

workplace cultural norms in Canada and 

the culture of the menteeôs chosen field, 

though of course, each workplace will be 

unique. Mentees will also be able to 

provide insight that will assist the 

mentor in being more effective in a 

diverse work environment.  

Mentors and mentees can share 

information about workplace cultural 

norms in any of the following topics:  

¶ What employers value, expect and 

reward at the employment level for 

which the mentee is aiming  

¶ Expectations around punctuality and 

attendance 

¶ Expectations about reporting and 

accountability, taking initiative, 

working independently, participation 

in and contribution to team 

discussions 

¶ Workplace hierarchy and norms 

around interaction with peers, 

supervisors, employees and clients/  

customers; norms around 

formal ity/informality  

¶ Management styles  

¶ Performance evaluation and feedback  

¶ Meeting etiquette  

¶ The first day on the job or orientation   

¶ Policies and procedures 

¶ Business writing norms  

¶ Unwritten rules about how things are 

done e.g. business jargon, what takes 

pri ority tasks, how to write a project 

brief, how to present data/  

information  

¶ Career paths and career progression 

Tips for mentees  

¶ Prepare a comprehensive list of 

questions about Canadian workplace 

culture that you would like answered. 

Remember, there are no silly 

questions.  

¶ Enlist your mentorôs help in 
identifying some efficient and reliable 

ways to obtain the answers to your 

questions.  

¶ Share some Canadian experiences or 

observations which you find difficult 

to interpret. Ask about any workplace 

cultural n orms that may underlie 

these experiences.  

¶ If you have an opportunity to visit 

your mentorôs workplace, meet 

afterwards and share your 

observations about similarities 

and/or differences of workplace 

culture with your mentor.  

¶ Explore the possible cultural roots of 

misunderstandings that may occur 

between you and your mentor. 

Assume positive intentions and take 

the time to discuss what went on. 

 



 

I donôt know 

what your 

destiny will be, 

but one thing I 

do know; the 

ones among you 

who will be 

really happy 

are those who 

have sought and 

found how to 

serve. 

Albert Schweitzer 
 

It is advisable to set out your mutual 

expectations at the beginning of the 

mentoring relationship. This helps to 

establish a business-like framework for 

the relationship and invites good 

discussion.   

Recipe for a successful 

m eeting   

A meeting to discuss your partnership 

agreement should contain certain 

elements:   

Benefits: What constitutes a productive 

relationship for both of you?   

Expected outcomes: What you both want 

to get out of the mentoring relationship.   

Approach:  How best to work together to 

build a successful mentoring 

relationship.   

Agree o n how you will work 

together by considering the 

following:   

¶ How to provide honest feedback 

¶ How to deal with disagreements 

¶ What fears or concerns you have 

¶ Is there anything that may impede 

growth and development? 

There are two conditions that should be 

addressed in a mentoring agreement. 

These conditions are:   

Professional Norms   

¶ Time commitments  

¶ Frequency of meetings  

¶ Meeting location   

¶ Punctuality  

¶ Completion of assignments or 

research (if applicable)   

Personal Behaviour   

¶ Appropriate interpersonal be haviour  

¶ Confidentiality  

¶ Permission to give and receive 

feedback  

¶ Boundaries on disclosure or topics of 

discussion   

Itôs up to you and your mentor to finalize 

this agreement on terms you are both 

comfortable with. Experience has shown 

that doing this wil l help you make the 

most of your time together.  

 
 
 

 
 

The Mentoring Partnership Agreement 
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 The Mentor's Code  

¶ Treat the mentee with respect and 

sensitivity.  

¶ Conduct the relationship as 

professional rather than social.  

¶ Keep information confidential unless 

the mentee grants permission 

otherwise.  

¶ Focus on providing knowledge and 

insight into the Canadian workplace.  

¶ Do not assume the role of counselor, 

regardless of issues brought to the 

table.  

¶ Support your mentee in achieving his 

or her goals.  

The Mentee's Code  

¶ Do not ask or expect the mentor to 

provide you with a job.  

¶ Do not ask your mentor for a reference 

early in the relationship.  

¶ Do not include your mentor as a 

reference in your resume without their 

permission. 

¶ Do not ask your mentor to job 

shadow. 

¶ Actively seek employment throughout 

the mentoring relationship.  

¶ Maintain professional condu ct 

without expectation of friendship.  

¶ Take the mentoring relationship 

seriously by strivin g to meet all 

commitments.  

¶ Commit to achieving your goals.  

¶ Communicate with your mentor at 

agreed upon times.  

 

 

 
 
 

 

Code of Conduct: Supporting Expectations 
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Tip     

Think of other points of 

consideration that wou ld make 

your mentoring relation ship a 

rich and rewarding experience.  

 



 

Nothing is more  

terrible than  

activity without 

insight.  

Thomas Carlyle 

 

Before meeting with your mentor, it is recommended 

that you take some time to think through what you hope 

to gain from your experience. 

Here's a way to help you establish SMART goals: 

Specific  Å Goals need to be clearly understood and 

easy to remember. A vague goal is unlikely to be 

accomplished. A complex goal may need to be broken 

down into smaller goals to ensure success. 

Measurable  Å It helps to determine success if you 

have some way to measure it, and you know how you 

want to get there. ñI will achieve (insert objective) by 

(insert date).ò 

Achievable  Å Impossible goals guarantee failure. To 

ensure success, make your goals realistic and achievable. 

Realistic  Å State your goals in terms of expected 

outcomes. Define the tasks to achieve your goal. 

Time -bound  Å Deadlines help you stay focused and 

avoid procrastination. Long -term goals may be broken 

down into several short-term goals. 

 
 
 

 

How to set SMART goals 
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Tip     

Increase your chance of 

success by sharing your 

goals with others who will 

support  you.  

 



 

Be like a  

postage stamp.  

Stick to  

something until 

you get there.  

Josh Billings 

 

Effective networking is your key to 

career success in Canada. Through it, 

you will build lasting relationships and 

improve your access to information, 

resources and job opportunities.  

What is networking?  

Networking is about developing a broad 

list of contacts and relationships ï 

people you've met through various social 

and business functions ï and leveraging 

them in your job search. People you meet 

in unexpected places can offer you job 

leads, advice or information about a 

particu lar company or industry. They 

can also introduce you to other 

influential people. Sometimes, in this 

culture, it's not what you know but who 

you know that helps to get you that 

interview.  

Your mentor can assist you in building 

your network, pointing the way to 

organizations that may prove the most 

helpful. They can also advise you in how 

to manage those relationships in the 

early stages of network building.  

Tips for networking 

effectively:  

¶ Have a purpose to meet. Think of 

something you might have in 

common.  

¶ Express interest in who they are and 

what they do. Make an effort to get to 

know them.  

¶ Explore ways to assist them in their 

endeavors or share something of 

interest.  

¶ Find a reason to follow up with further 

contact.  

 

When meeting someone for 

the first time:   

First impressions count.  The first 30 

seconds can determine how open 

someone will be to spending time with 

you.  

¶ Think through your openin g line. Say 

something welcoming, engaging and 

brief.  

¶ Smile, maintain good posture and use 

a firm handshake.  

¶ Find something interesting about 

them. Ask a few good questions to 

help stimulate the conversation.  

¶ Pay attention. Listen.  

When attending events or 

other networking 

opportunities:  

¶ Decide in advance how many new 

contacts you want to make, and work 

toward that  goal.  

¶ Discretely make notes on the back of 

the personôs business card to 

remember something about them.  

¶ When talking to people, maintain eye 

contact; to North Americans it can 

convey interest and self-confidence.  

¶ Include others in conversations.  

¶ Find a reason to stay in touch with the 

people you meet. Follow up with a 

note or an email.  

¶ Give and accept a ñThank you.ò If you 

thank someone and they tell you, ñit 

was nothing,ò an appropriate response 

would be to say ñwell, I appreciate 

your assistance.ò 

¶ Business like conduct and dress code 

(when in doubt contact your 

mentoring coordinator ). 
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What is a successful mentoring relationship? 
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Mentoring r elationships advance in different ways depending on the needs and 

circumstances of each mentee. Three key areas of growth include: developing job 

search strategies, networking, and adapting to the Canadian workplace culture. The 

table below shows a typical progression of most mentees in each of these three areas. 

Keep in mind, not all mentees start in the same place. Nor do they develop in all areas 

at a uniform pace.  The key simply is to make progress. 


