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PROGRAM EXPECTATIONS

The Career Broadening Mentoring Program is designed to provide…

· Senior leadership involvement in the career broadening program

· Personalized career guidance and support of the broadener’s personal and professional development

· Enhancement of the follow-on placement process

· Role models for program participants

MENTOR ATTRIBUTES

Key attributes of a Career Broadening mentor include…

· Senior leader outside the broadener’s chain of command

· Proponent of civilian career management initiatives and programs

· Knowledge of corporate career development programs and initiatives

· Knowledge of the functional community’s Career Path and Master Development Plan

· Committment to carrying out mentoring activities for the duration of the individual’s career broadening assignment

MENTORED PARTICIPANT ATTRIBUTES

Key attributes of a Career Broadener include …

· Enthusiastic participant in the AF Career Broadening Program
· Engages in personal and professional endeavors that contribute to advancement into management and senior leadership ranks
· Understands importance of, and pursues knowledge of, leadership development
· Postured to make the most of the mentoring opportunity
ELEMENTS OF EFFECTIVE MENTORING

An effective mentoring program is designed to benefit both the mentor and the mentored participant.  An element of trust must be developed in order to optimize the benefits of mentoring.  Keeping this in mind, the following provides the basic roles for mentoring…

Role of the Mentor …

· Identify the career goals of the career broadener

· Provide advice and guidance on career development opportunities

· Encourage the career broadener to develop to the fullest, both personally and professionally

· Assist the career broadener in developing and charting his/her career path

· Share own insights on broad AF missions and functions, as well as an awareness of the programs and activities that fall within the scope of the mentor’s responsibility

· Provide suggestions on activities and information that would benefit the growth of the career broadener, to include reading materials, pertinent websites, and participation in professional groups

· Recommend pursuits that will help develop specific areas in the career broadener’s professional advancement (e.g., written or oral communication skills)

· Assist in the outplacement of the career broadener from the program by serving as a reference source and/or assisting the career program in identifying potential vacancies throughout the AF that have potential to serve as an effective post-broadening assignment

Role of the Career Broadener…..

· Define own career goals and have ready to present to the mentor

· Research available career management and professional development material in anticipation of dialogue with mentor

· Utilize the relationship to the fullest by honestly declaring strengths and weaknesses and requesting guidance on strengthening  specific areas

· Focus on listening and learning, then on using the information to enhance own performance 

· Recognize and respect the role of the mentor (i.e., refer problems and issues to the appropriate individual or office, such as supervisor, servicing personnel office, career program, etc.).  

THE INITIAL CONTACT

Step 1.  The Career Program….

· Notifies the broadener and mentor of the match

· Provides contact information to both parties

· Provides the mentor with a copy of, or website for, the mentoring guide 

· Provides the career broadener with a copy of, of website for, the mentoring guide, introduction worksheet, and the mentor’s e-mail address

Step 2.  The Career Broadener…

· Sends an introduction e-mail and the introduction worksheet to the mentor

Step 3.  The Mentor…..
· Initiates contact with the career broadener (see Frequency of Contact below)

METHODS OF MENTORING

Written & Oral Communication.  Mentoring can be accomplished whether the mentor and career broadener are co-located or at separate locations.  Methods for communication will normally include the traditional modes of e-mail or telephonic communication and face-to-face meetings, but may very well extend to take advantage of the latest technological capabilities as deemed appropriate by both parties.  

The Relationship…Formal or Informal?  The mentoring relationship will logically begin as somewhat formal processes.  However, the goal of the program is to foster a trusting relationship that, while maintaining a professional overture, will develop into an easy pattern of communication that is rewarding to both the mentor and the career broadener.

Frequency of Contact.  There is no hard and fast rule on how often the mentor and career broadener should communicate.  However, the following is a suggested timeline and a list of possible topics to help you begin the relationship.

· Within the first 2 weeks, the career broadener sends the introduction worksheet to the mentor, with a cc to the Career Program’s Career Broadening representative

· Within 2 weeks of receiving the introduction, the mentor e-mails the career broadener with a date and time for an initial telephone contact.  The mentor should use this contact to…

· talk a little about himself/herself, personally and professionally

· define the roles and responsibilities of his/her current position

· set the method and frequency of future contacts

· request a career development plan (format and information to be decided during this contact) from the career broadener for discussion at the next contact 

· During the 2nd  month…

· Each sends the other an e-mail of what they expect to gain from the mentoring relationship, followed by a telephone discussion 

· During the 3rd month…

· career broadener e-mails the career development plan to the mentor

· the mentor reviews and engages in at least one e-mail or telephone discussion about the plan 

· During the 4th month…
· the mentor initiates at least one dialogue regarding a current event within either the Air Force or the functional community
· the career broadener researches a current topic occurring within the functional community and sends an e-mail to the mentor outlining the topic and presenting issues he/she would like to discuss
DO’S & DON’TS OF MENTORING

· “Do” use whatever means available to make the mentoring relationship a positive and constructive one for both parties

· “Don’t” abuse the professional nature of the relationship (e.g., expecting/providing special treatment in normal working relationships; using mentor’s position to create non-merit advantages; etc.)

· “Do” provide the Career Programs feedback on the mentoring program and ideas to improve it

· “Don’t” create a negative base for the relationship (e.g., don’t use as gripe sessions)

· “Do” discuss problems and issues, but also discuss the solutions to those problems

· “Do” make the most of this opportunity and enjoy the experience!
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