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Welcome to the Program!  

 

Congratulations on embarking on your new mentor-mentee journey!  Over the next year, you will have the opportunity to connect, learn and 

grow both personally and professionally.  Our intention with this program is to provide you with all the resources needed to effectively foster a 

mentor-mentee relationship.  That being said, your success over the next year is entirely in your hands.  

In this guide, you will find information on how to prepare for mentor-mentee meetings, potential professional development topics and 

development exercises. These resources are intended to spur expansion, growth, and personal development.  As the mentee, your focus should 

be on identifying where you want to go, what you want to accomplish, and how you would like to develop.  In partnership with your mentor, you 

can identify what resources and obstacles will be a part of that journey and, ultimately, work together to reach those goals more efficiently than 

you would simply on your own.  The Philadelphia HFMA Mentor Committee wishes you the best of luck over the next year and is always 

available to answer any questions or needs that arise over the next year pertaining to this program.    

 

  



 

Get the Conversation Started (Tools for your first meeting)! 
 

Sometimes it can be difficult to start building a mentor-mentee relationship. We’ve included two documents to assist you with the initial 

introductory conversation(s) and each of the information forms you already submitted as background.   We encourage you to have/bring these 

documents to your first meeting and review them together.   After your first meeting, we ask that you return the signed and completed forms to 

the Mentor Committee. You are responsible for obtaining the form for both you and your mentor.  

 

1. Mentor Mentee Covenant – Agreement with your mentor regarding confidentially  

 

2. Mentor Mentee Partnership Record – Sets the guidelines for establishing a strong working relationship 

  



 

 

Meeting Planning Logistics  
 

Planning the mentoring session is the responsibility of the mentee.   

Schedule the meeting  

Initiate contact and schedule the meeting. Once the meeting date/time is confirmed, please send a calendar to the mentee with all the 

information.  

Prepare for the meeting  

Prepare an agenda of topics to discuss with the mentor. In this toolkit, we will provide some ideas for meeting topics and exercises. Many of the 

topics, require pre-work to complete before the meeting. Please send your mentor agenda and documents in advance to review. It’s helpful to 

send a reminder a day in advance of the meeting to confirm.  

During the meeting  

Listen carefully to the feedback your mentor shares and take notes.  At the end of each meeting, schedule your next meeting if you haven’t done 

so already. Commit to making specific progress against one of your goals.   

Meeting Follow-up 

Send follow-up email thanking the mentors and summarizing minutes and actions items as well as a reminder for the next scheduled meeting.  

 

 

 

 

 



 

 

Meeting Planning  
 

The following professional development topics, we’ll provide you with information to help plan for your meetings:   

• Goal Setting  

• Myers-Briggs Personality 

• Resume Review  

• Key Relationships  

• SWOT Analysis  

• Accomplishment Exercise 

 

First agenda – sample  

Topic Time (mins) 

General connection 15-20 

Goal Setting/discussion 40 

Create action items 5 

 

Monthly agenda - sample 

Topic Time (mins) 

General connection 5-10 

Update on goals 5 

Professional Development Topic   40 

Create action items 5 

 

  



 

 

Professional Development Topics 
 

Goal Setting   

When creating goals in the context of the HFMA Mentor program, mentees should look out to the end of the program (June 2018) and identify 

where they would like to be and what they would have liked to accomplished.  Goals should Specific, Measurable, Actionable, Relevant, and 

Time-focused (SMART).  Goals should be re-visited each session to address your progress toward them and look for pathways to achieve them.   

 

Professional development takes three main forms: learning, connecting, and creating. Depending on the phase of your career and your other 

goals for the year, you may want to prioritize one more than the others. 

• Learning goals starts with identifying the gaps in your current knowledge or experience.  

• Connecting Goals start with identifying who should you be connecting with that will have influence over your professional future 

• Creating goals start with gaps in your skillset as a professional. 

 

Preparing as a Mentee:  

Identify areas you are currently focused on or interested in working on (e.g. gaining expertise on a subject matter, developing relationships, 

enhancing presentation skills).  You may already have goals you are working and they should be shared with your mentor.  If you don’t already 

have clear goals begin thinking about June 2018.  Imagine yourself there and picture where you are, what are you doing, what have you 

accomplished, what can you now take on.  Using the SMART framework, articulate 2-3 goals that you would be proud to have accomplished by 

the end of the program.  If your goal is more long term, what milestone will you have achieved by the end of the program.  Share each goal with 

your mentor and why it would be an accomplishment for you.  Once you both agree the goal meets the SMART standard, commit to the goal. 

 

Resources:  

https://www.projectsmart.co.uk/smart-goals.php 

http://www.yourcoach.be/en/coaching-tools/smart-goal-setting.php 

 

Tools:  

Mentor Mentee Goal Setting.doc  

 

  



 

 

Myers-Briggs Personality 

 

When entering any relationship where the purpose of said relationship is to grow, it is important to understand from where you are growing.  

The Myers-Briggs Type indicator is a useful tool in understanding the psychological types described by C. G. Jung’s theory.  This model can be 

very useful in understanding how you think and behave.  Further, it can provide insight into how you may work with others and your preferences 

for working in general.   

 

The Myers Briggs assessment describes:  

• Where individuals get their energy (Introversion vs. Extroversion)  

• How we take in information (Intuition vs. Sensing)  

• How we make decisions (Thinking vs. Feeling)  

• How we organize the world (Judging vs. Perceiving)  

Based on the four dichotomies, there are 16 distinct personality combinations.  Upon completion of the test you will be assigned a code you can 

research and learn more about.  For example, ISFJ, ESFJ, and ISTJ are the three most common types. There is not a right or wrong personality, 

better or worse personality, simply different preferences.  Also, just because you prefer Introversion, doesn’t mean you can’t in specific 

situations demonstrate behaviors that are more associated with extroversion.  The intention of this exercise is to learn more about yourself and 

strengthen your ability to work with other personality types. 

 

Preparing as a Mentee: 

Take the test.  Review 2 descriptions of your personality type.  Review your goals and the different relationships you have pertaining to your 

goals.  Is your personality type a match for your experience?  Do you work with others who obviously have a different personality type?  Think 

about what conversations you could have with colleagues to leverage your preferences. 

 

Resources:  

https://www.truity.com/test/type-finder-research-edition  

https://www.my-personality-test.com/personality-type/ 

https://www.16personalities.com/personality-types 

http://www.myersbriggs.org/my-mbti-personality-type/mbti-basics/home.htm?bhcp=1 

 

  



 
 

Resume Review 

 

Whether you are searching for a new job or simply looking for a refresh, updating your resume is almost always time well spent.  To prepare for 

this conversation, it is important to keep the end goal in mind.  Who is going to be reading this and what do you want them to do with it.   

 

Preparing as a Mentee:  

Beyond the basics (spelling, grammar, etc.), your eye should be on, what do you want people to say about you based on spending 1-2 minutes 

looking at your resume.  Is your resume more like a list of job descriptions or list of accomplishments?  Have you quantified your 

accomplishments? 

 

Resources: 

https://www.themuse.com/advice/43-resume-tips-that-will-help-you-get-hired 

https://www.monster.com/career-advice/article/avoid-the-top-10-resume-mistakes 

 

  



 
 

Key Relationships 

 

The strength of your relationships will often determine the success of your efforts.  If you are not actively looking at how you can improve your 

relationships with colleagues, clients, and personal connections, you are likely undershooting your potential.  Here are some exercises and 

conversations that will help target and strengthen key relationships. 

 

Preparing as a Mentee:  

Create a list of colleagues (10-15) and rate them on a scale of 1-10 (10 being the highest) of how connected you are to them.  Trust your gut but 

consider the ease of, asking for help, sharing good/bad news, working on a problem together, and how quickly you return their calls.  Once you 

have completed that list and rankings, put a second rating, again 1-10 (10 being the highest) of how critical that person is to the success of your 

work.  Have a discussion with your Mentor to create ways to address any mismatches among your key relationships. 

 

 

  



 
 

 SWOT Analysis 

 

Creating a personal SWOT (Strengths, Weaknesses, Opportunities, Threats) analysis is a great way to get a general picture of your internal 

capabilities and external environment.  Strengths and weaknesses can be skills and qualities (motivated, self-starter, web design, strong 

networker) while Opportunities and threats are more related to external factors (new boss, new role, change in career, new time constraints). 

 

Preparing as a Mentee:  

Use the link in the resources to create your own personal SWOT analysis. Discuss this with your mentor and create a plan for leveraging 

strengths, addressing weaknesses, take advantage of opportunities and prepare for threats. 

 

Resources: 

https://www.mindtools.com/pages/article/newTMC_05_1.htm 

  



 
 

Accomplishment Exercise 

 

Today, there is so much focus on what are doing that we don’t often take time to appreciate what we have accomplished.  If we weren’t so 

“busy” we might recognize that we have grown considerably in the last month, year, decade.  A great way to appreciate this is to create a list of 

100 accomplishments.  That may seem like a lot, but once you get started, more will come to mind.  They don’t all have to major milestones, but 

for you, each one should be an accomplishment for you.  They can personal or professional, good to have a mix of both.  For one person, making 

the team goes on the list and for another, making the team wasn’t so much the big deal but being voted MVP was.  At the office, it could be 

winning a difficult proposal or getting the promotion.   

 

Preparing as a Mentee:  

Create a list of 100 accomplishments.  Don’t debate in your head too much, if something comes to mind, trust it and add it to the list.   

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

 

 

 

 

 

 

Thank you for your participation. If you have any questions about the program, please contact: 

 

Sarah Lewis 

slewis@ima-consulting.com 

510-333-8060 

 

Stephanie Fischer 

sfischer@ima-consulting.com 

610-742-6756 

 


