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CR MENTORING
Introduction 1 EC

Welcome to the CRIEC Mentoring Collaborative » a powerful yet
simple, employment strat egy that connects skilled immigrants with the
Canadian workforce through mentoring.

While helping immigrants gain job search strategies, build professional
networks, and acquire the tools necessary to secure employment in their field
of expertise, CRIEC also helps Calgary employers access the skilled and
experienced employees they need to meet business objetives and compete at a
global level.

The program also provides participating mentors i like you i with an
opportunity to build and develop important soft skills such as questioning,
listening, communicating, and building rap port, among others. These skills are
like a muscle and mustbe exercised. In doing so, mentors become more
effective managers and leaders.

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 youwill find the mentoring program to be a great opp ortunity to
develop professionally and personally, one that will hone your leadership/
coaching skills and provide valuable crosscultural insight in a real life setting.
This volunteering activity is also an opportunity to become a champion of
change within your organization i and by extension, within Calgary.

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

The CRIEC Team
Employer S Community
Partners —R EC Partners

O __D0C __
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CR MENTORING
“RIEC

We make a
living by what
we get; we
make a life by
what we give.

Winston Churchill

Are you ready to be a
mentor?

Mentors are professionals, with a
combination of knowledge and business
experience, who ae willing to invest in a
supportive, professional relationship
with a mentee.

Mentors help their mentees:

ﬂ Develop professional networks and
job search strategies

ﬂ Understand their profession in a
Canadian context

9/ Become familiar with industry and
occupation -specific information

Many mentors insist that through the
process they learn as much as their
mentees and develop approaches and
behaviours that enrich their day -to-day
skills.

The best mentors understand that
discovering and supporting the unigue
learning style and needs of a mentee is 0
the utmost priority and they adapt to
these needs.

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.

Mentees look to their mentors to:

9/ Make an effort to understand
where the mentee is coming from

9 Be consistent and dependable

9| Assist the mentee in thinking
through issues

ﬂ Encourage them to take initiative
9/ Be open minded

9/ Encourage a mutually-fulfilling
learning experience

9| Provide options

And they look to them for a sense of
humour about themselves and life.

Recommended Readings:

Personal Coaching for Results

by Lou Tice

Power Mentoring
by Ellen Ensher/Susan Murphy

The Heart of Coaching
by Thomas G. Crane
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Managing the process @

The Mentoring Collaborative is focused
on understanding and meeting the needs
of internationally trained professionals.
The following areas were identified for
mentor input :

9] Understanding of the Canadian
workplace culture

9] 1dentifying labour market
requirements

ﬂ Improving professional terminology
9| Developing self-marketing strategies
9| Confidence building in a new culture

9| Programs and resources to ugrade
technical skills

ﬂ Locating publications for research and
networking purposes

ﬂ Sourcing workshops on recent field
developments

9| Establishing a network of contacts

9| Strategizing for professional growth
and development

Approaches to looking for work may vary
greatly from one country to another.
Mentees come with strong professional
backgrounds and knowledge of how to
secure employment in their country of
origin, but may face new challenges in
Canada because they are unaware of the
nuances of seeking employment here.
And not only does everyplace have its
own work search norms; each profession
or sector also has its own local job searct
culture and practices.

Mentors can offer valuable support in
this area, especially if they think

carefully about the things they may take
for granted about conducting an effective
job search in Canada. For example,
mentors should not assume that mentees

know the importance of networking or
which job boards or recruiters are the
appropriate ones for their occupation.
The mentoring relationship is an
excellent opportunity to share
information specific to looking for a job
in their field.

Mentees come with an understanding of
their chosen field as it is practised in at
least one country. Knowing the ins and
outs of their profession in Canada will
lead to more effective job search
preparation.

The added benefit of having mentors in
their field talk about the sector and point
mentees in the right direction for more
information is invaluable.

Mentors can help mentees learn about
their field in the following areas:

ﬂ Industry trends, market trends, types
of employers, major employers

I What job titles imply i duties,
expectations, level of experience
required, type of qualifications
required, where they fit in the
organizational structure

9 Access to the professioni credentials
and their value, certification,
licensure, formal codes of practice,
major professional associations or
regulatory bodies

9| Career paths and career progression

Open up communication
one conversation at a
time, build trust and

commit to a mutual
learning partnership.

MENTORING

FC
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ﬂ Practices, tools and methods used on
the job

fiCul tureo of the pi
unwritten practices that come with
experience e.g. industry-specific
jargon, sector-specific terminology,
how to organize a particular task, how
to present data, etc.

Y[ How to negotiate a contract: an
insight into salary levels and benefits
or resources to obtain more
information

This discussion can be beneficial for both
sides. It is an opportunity for mentors to:

9| Learn about how the same profession
may be similar or differ abroad, and
how the industry operat es globally

ﬂ Hear about good practices and
innovativ e approaches

9] Get insight into some of the
adaptation difficulties faced by
newcomers

ﬂ Improve interaction and collaboration
with ski lled immigrant employees/
peers

9| Brush up on their own knowledge
about professional associations, news
and events

Tips for men tors

fiBe curious. Learn
professional experienceto identify
areas that the mentee could developin
or find ways to expand their
knowledge and understanding of the
Canadian workplace culture, industry
and/or profession.

9] Give the mentee the bigger picture:
describe how roles typically are
arranged within a
organizational structure.

9 Share relevant articles, publications
and websites.

9 Share information about industry
networking events, professional
associations, and conferences.
Consider inviting your mentee to
attend an event with you.

ﬂ Help your mentee to arrange
informational interviews with
colleagues.

ﬂ Share what you do to keep your own
knowledge and skills up-to-date in
your field.

Together, mentors and mentees are
responsible for making decisions
that include:

9/ Meeting schedules (regular meetings
are recommended)

9| Meeting duration and location
(1.5 hours per week over 16 weeks)

9 Frequency and nature of contact
between meetings

9| Referring to the Mentoring
Partnership Agreement

9/ Notes and assignments

9| Interruptions to be permitted

9] Setting professional boundaries

Mentors are not expected to be career
counselors. Mentees have access to this
service through the community partners.

I f you feel your me
ready, 6 contact you
coordinator.



Managing the process (cont 6d) @

Addressing language and
communication issues

Take advantage of your mentoring
relationship to address language and
communications issues as they arise.
This can be a sensitive and challenging
area, but it is an important one.

Here are a few tips on how to address
language and communication issues.

Tips for mentors

9| Build rapport and trust i this will
enable you to provide constructive
feedback

9| Be mindful of your mentee agreeing to
something without understanding for
fear of being embarrassed to show that
he or she has not understood.

ﬂ Monitor your own speech. Use
different levels of language and
paraphrase in order to enrich your
ment eebds vocabul art

ﬂAIways remember to compliment your
mentee on his or her communication
strengths and relate them to success ir
the workplace.

9 Be mindful of different ways English is
spoken in different regions / countries
and remember that
necessarily wrong.
workplaces, adjusting to different
communication styles and types of
English is a two-way street.
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Handling Roadblocks

Mentoring is a powerful connection
between two people. Over the course of
your mentoring relationship, you may
experience great joys as well as some
uncomfortable mo ments.

Issues and possible solutions

This is a list of possible issues that may
arise during your mentoring relationship
and some suggestionson how to deal
with them. This list is not exhaustive .

Remember you may always contact your
mentoring coordinato r for support.

Fellow mentors/mentees may also have
useful strategies to share.

Punctuality

AMy mentee al ways
minutes late for our scheduled meetings.
What shoul d | do?0o

ﬂAgree upfront on what should be done
if either party is going t o be late.

9 Remember that rescheduling, ahead
of time, is an option.

9 Be aware that different cultures and
workplaces have different orientations
to time and discuss what is considered
appropriate behaviour in the
Canadian workplace.

9/ Explain workplace nor ms and the
implications of tardiness in the
context of Canadian workplace
culture.

MENTORING

FC
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CR EC Managing the Process ( c o n t

Unrealistic  expectations of the
ot herds rol e

iM\yment ee asked me

9] Take time out to clarify roles as per
the orientation and the handbook.

9| Politely bring the discussion back on
track 7 i.e. what is the purpose of your
mentoring relationship?

9] Get the support of your mentoring
coordinator if you are unsure how to
deal with the situation.

Mentee needs more intensive
support than mentor can
provide

iThe méet business
probl ematic. 0o

9| Discuss your concerns with your
mentee.

9] Consult your mentoring coordinator
for language services, support or
referrals.

9 Discuss how the issue affects the goal
of your work together, and the
me nt e e 6 slingssolfmecessaay,
review your priorities and redirect
your efforts.

One feels the other is not
making the mentoring
relationship a priority.

=1}

My mentee never c:
I sent three emai/l
received an answer
i My me nt des ouc raeetingal the
|l ast minute twice.

=13

9 In your first meeting, communicate
and agree to how long it might take for
you to return calls and emails.

9| Let the other person know if the
coming period will be especially busy.

9] Be forgiving.
9| Discuss the expetations you have of
your partner. Are they realistic?

ﬂAre there any underlying issues
affecting your mentoring relationship?

9/ Assess whether or not current
demands on your time allow you to
continue to meet your minimum
obligations. If not, consider cont acting
your mentoring co ordinator to
formally pause your relationship for a
few weeks.

9l contact your mentoring coordinator
for support.
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Building a relationship @

Building a relationship with your mentee
is the first priority in the mentoring
process. The mentor who takes this
approach will create a rapport through
which the real needs of a mentee can be
expressed, and an environmert in which
their unique style of learning can be
fostered.

Points for consideration:

ﬂ Suggestions offered in haste, even
with the best of i
work . Take the time to get to know
your mentee and gain their trust.

ﬂTo give advice is a righ that should be
earned, and is far more effective when
it is asked for.

9] Ask a lot of open-ended questions, anc
expect to be surprised. Avoid
pigeonholing.

Tip
Ask questions

before jumping in
with ready answers.

Make every effort to understand the
unique challenges your mentee faces.
Familiarize yourself with the scope of
their professional life and the issues they
are grappling with.

Be honest. Practice saying what you
mean.

Look for and reinf.
strengths.

Maintaining this relationship will be a
significant part of your success. We ask
that you spend a minimum of 24 hours
over a four-month period with your
mentee.

Discuss with your mentee how to balance
email correspondence and telephone
calls with sufficient in -person contact to
meet this commitment.

TI p Types of questions

Investigati ve questions (get the facts)
What? When? Where?

Discovery questions (stimulate thought)
What do you think a
What are your alternatives?

Empower questions (push for action)
What outcomes are you after?
What 6s your first s

MENTORING

FC

Those whom we
support hold us
up for life .

Marie Ebner
von Eschenbach
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CR MENTORING
e 2 106 E( Cross cultural awareness

People will
forget what
you said.
People will
forget what
you did.

But people will
never forget
how you make
them feel.

Bonnie Jean
Wasmund

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
particular, it can mak e or break an

i mmi gr antudites.oppor

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
misinterpretation of ter minology or body
language, falseassumptions, 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.
Differen ces in attire and their

signifi cance, or the meaning behind what
appears to be a simple physical geture
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.

Overcoming cultural differences in volves
awareness, knowledge and skills.

Awareness

Being 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
your mentee integrate into the Canadian
workplace environment.

Skills

Work with your mentee to apply
awareness and knowledge in learning
effective communication, having a
positive outlook and practicing non -
judgmental listening.

In this mentoring relationship, both you
and your mentee are embaiking on a
voyage of discovery. Your mentee will
benefit from learning the nuances of
Canadian work culture, and you will gain
from learning about the richness of other
cultures.

Mentors will be able to provide insights
into generic workplace cultural nor ms in
Canada and the cul'
chosen field, though of course, each
workplace will be unique. Mentees will
also be able to provide insights 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:

9/ What employers value, expect and
reward at the employment level for
which the mentee is aiming

9] Expectations around punctuality and
attendance
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Cross cultural awareness (cont 6d) @

9| Expectations about reporti ng and
accountability, taking initiative,
working independently, participation
in and contribution to team
discussions

] Workplace hierarchy and norms
around interaction with peers,
supervisors, employees andclients/
customers; norms around formality/
infor mality

| Management styles

9| Performance evaluation and feedback
9| Meeting etiquette

ﬂThe first day on the job or orientation
ﬂ Policies and procedures

ﬂ Business writing norms

9] Unwritten rules about how things are
done e.g. business jargon, what takes
priority task s, how to write a project
brief, how to present data/
information

9| Career paths and career progression

Tip

MENTORING

Tips for mentors

9] Be curious. The more you learn about
y our me nperieredos different
workplace cultures, the easier it will be
to identify areas and behaviours that
the mentee may need to develop.

9/ Explore the possible cultural roots of
misunderstanding that may occur
between you and your mentee.
Assume positive intentions and take
the time to discuss what went on.

ﬂ Bring information, articles,
publi cations and websites on
workplace culture which may be of
interest to your mentee.

fPut yourself in yc«
you go through your work week.
Events and actions that you have
taken for granted may take on a new
meaning. Share your insights with
your mentee.

ﬂ Share some experiences you had while
you were adjusting to a new
workplace.

In some cultures salary discussion
is taboo. Encourage your mentee
to be comfortable expressing (and
negotiating) salary expectations

with potential employers.
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CR MENTORING
o X EC Dealing with emotional reactions

OUtStandmg If you invite your mentee to talk about Often, simply listening is all that is

their feelings, there will be times when required.
leaders go out ) -

delicate situations may present .

) Allow your mentee the opportunity to

of their way to them§elves In 9“"” to deal with work out the problem for

emotional reactions, follow these .

o himself/herself .

boost self guidelines: . .

. fAcknowl edgement : | If you reqw_re any ass_lstance, contact
esteem of their upsetting for you. CRIEC Project Coordinator.
personnel. fEmpathy: Al can ul

woul d feel upset. .
If people believe finvite dialogue: | Tlp

tal k about this nt

in themselves, Listen empathetically and

{ Listen. actively to understa  nd both
I tds ama {| Provide appropriate support. the content and the emo  tion
1] Suggest other resources if and when involved in the message.
what they can appropriate to do so.
. flUse empower ment :@ |
accomplish. like to do about i
Sam Walton
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The Mentoring Partnership Agreement

It is advisable to set out your mutual
expectations at the beginning of the
mentoring relationship. This helps to
establish a businesslike 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 on how you will work
together by considering the
following:

ﬂ How best to maintain a certain level of
authenticity with one another

9| How to deal with disagreements
9] What fears or concerns you have

9| Is there anything that may im pede
growth and development?

Tip

MENTORING

(RIEC

There are two conditions that should be I donot

addressed in a mentoring agreement.

These conditions are: what your

Professional Norms destiny will be,

ﬂ Time commitments

but one thing

9] Frequency of meetings

9] Meeting location | do know;

ﬂ Meeting time (consider that your
mentee may not feel comfortable
and/or may not be able to afford
meeting over lunch)

the ones among
you who will be

really happy

9] Punctuality

ﬂ Completion of assignments or re-

are those who
seard (if applicable)

Personal Behaviour have sought

ﬂAppropriate interpersonal behaviour
9] Confidentiality

and found

ﬂ Permission to give and receive how to serve.

feedback .
. . , Albert Schweitzer
9| Boundaries on disclosure or topics of
discussion
Ités up to you and

this agreement on terms you ae both
comfortable with. Experience has shown
that doing this will help you make the
most of your time together.

Remember to celebrate

milestones

i big and small.
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(RIEC

Coaching is a
profession of

| ove. Yo
coach people
unless you love
them.

Eddie Robinson
Head football Coach,
Grambling University

Code of Conduct: Supporting Expectations

The Mentor & Code

9| Treat the mentee with respect and
sensitivity.

9 Conduct the relationship as
professional rather than social.

9/ Keepinformation confidential unless
the mentee grants permission
otherwise.

ﬂ Focus on providing knowledge and
insight into the Canadian workplace.

ﬂ Do not assume the role of counselor,
regardless of issues brought to the
table.

ﬂ Support your mentee in achieving his
or her goals.

Tip
Give clear, authentic
and helpful feedback

The Mentee & Code

9/ Do not ask or expect the mentor to
provide you with a job.

9 Do not ask your mentor for a reference
early in the relationship.

ﬂ Dot not includ e your mentor as a
reference in your resume without their
permission.

ﬂ Do not ask your mentor to job
shadow.

9 Actively seek employment throughout
the mentoring relationship.

ﬂ Maintain professional condu ct
without expectation of friendship.

ﬂ Take the mentoring relationship
seriously by striving to meet all
commitments.

ﬂ Commit to achieving your goals.

ﬂ Communicate with your mentor at
agreed upon times.

Tip
Think of other points of
consideration that would make

your mentoring relationship a
rich and rewarding experience.
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Helping your mentee set SMART goals

The GROW Model of Mentoring

is a structured approach to setting goals that can

be developed over a number of mentoring sessionsKeep in mind that the process can

be adapted to

me et

your working styl e

, \( \ [

8

GoaALs ReALITY OpTiIONS | WRAP UP
/ /J\ /| /

\| \

GOALS
To help build momentum and a sense
of confidence in your mentee , i t

important to support your mentee to
establish goals that are specific,
measurable, achievable, realistic and
time-bound.

The menteed setgoals help keep
track of progress and identify any
possible barriers.

Micro -actions are also a great way to
get moving towards an outcome
without leaving the mentee feeling
overwhelmed.

You might want to brainstorm with
your mentee a list of potential
barriers that might hin der their
progress. For each idenified barrier ,
come up with potential solutions.

Below is a list of probing questions to
help your mentee develophis or her
goals:

] What do you want to achieve
through this four-month
mentoring relationship?

] What are your goals for that
timeframe? (SMART goals)

] What do you hope to achieve
through these goals?

REALITY
Give your mentee an opportunity to
tell their story, and reflect on their

current circumstances. Ask...

9l What is the context of your current
situation? (Reality check)

fTel I me
(Reflection)

S 0me mor e a

ﬂWhat has stopped you from reaching this
goal so far? (Barriers)

9l What can you do to remove some of the
barriers? (Solutions)

ﬂ Do you know anyone who has achieved
this goal? (Role modeling)

ﬂWhat can you learn from them?
(Inspiration)

OPTIONS

Brainstorm options with your men tee.
As k éndéot t el | Empowe
and give examples of how they can move
towards their goals, share what has worked
in the past from your experience.

9l What could you do as a first step?

9l What else could you do?

9/ What would happen if you did nothing?
9/ What has worked in the past?

9/ What do you need to change?

9/ Who can support you in making this
change?

WRAP UP
Help your mentee formulate and write an
action plan.

9/ What steps do you need to take?
9/ What are you going to do?

9/ How can | help you in moving forwar d?

(RIEC

Setting
SMART Goals
S T Specific
M T Measurable
A 1 Achievable

R 7 Realistic
T 7 Time-bound
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Reviewing Career Goals

It can be difficult to set specific career
goals if a person does not have a
complete understanding of the
profession as it is practicedhere, and has
not had the opportunity to speak with
people who work in the field.

A mentorés critica
ment eeds career go
identification of barriers, professional
development needs and/or alternative
career choices which mayalso be
attractive. Take time to conduct a
Aireality checko of
term and long-term career goal. What
are the assumptions and rationale
behind them? Do th
match their career choice? Like all job
seekers, navcomers sometimes
underestimate (or inflate ) their
potential. Mentors may agree that the
mentee is absolutely on the right track,
or may suggest alternative career paths
for the mentee to consider that will help
them to meet their goals. Work together
to assess career goals and aspirations of
the mentee, and the best ways to achieve
them.

Reviewing career goals may include

9] Changing or confirming the kinds of
positions which the mentee would like
to target in his or her job search.

9] 1 dentifying professional development
needs and lining up options.

9/ I dentifying and considering
alternatives tsb t
career choice, if necessary.

9| Developing a short-term strategy for
securing employment and aligning it
with a long-term strat egy for
achieving career goals.

Helping your mentee set SMART goals ( cont

9| Developing strategies for transfer to a
new industry, sector or occupation, if
necessary.

Together you can

9| Explore transferable skills and
alternative career options (if relevant).

I Highlight career options which the
mentee may not have considered.

9] Shed light on the pros and cons of
different career options.

ﬂ Discuss possible rewards and challenge
of the chosen career direction.

ﬂWork on an action plan.

Some mentees will make a smooth
transition into their f ield of choice, some
will take a longer route and others will
embark on a new direction. The mentoring
relationship can provide insight, strategies
and support for what follows.

Together you cart

ﬂ Differentiate between short and long-
term career goals.

9] 1dentify steps that can be taken to reach
these goals and assign milestones; for
example, volunteer work, certification,
and courses

9| Strategize how to overcome challenges
and barriers.

9 Plan the transition period between
careers; for example, working at one job
while taking courses to prepare for
another.

9| Discuss each of your own career paths
to date. Were they linear? If not, how
did you make the transition from one to
another?

9/ Analyze job opportunities to identify
their future potential and not only the
immediate benefits.
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What is a successful mentoring relationship?

CRIEC

Mentoring relationships advance in different ways depending on the needs and
circumstances of the mentees. Thee 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 &a uniform pace.
The key simply is to make progress.

Mentor Handbook | 17



