
Topics/Exercises Objective Resources/ Documents Mentor-guidance

Goal Setting 

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.

Identify what the mentee would like to be and have accomplished by the end of the 

Mentor Program. Goals should Specific, Measurable, Actionable, Relevant, and Time-

focused (SMART).  

Mentor Mentee Goal Setting

 Every goal is personal to the person making it, but there are clues as to how likely someone is to achieve 

their goal.  Listen for excitement, if the person doesn’t sound excited/nervous about achieving the goal, it 

may not be big enough or meaningful enough.  Listen for if the goal is the “right” answer vs. what they really 

want.  Feel free to probe into “why” it would make a difference to them.  If the goal isn’t clear to you, it is 

likely not clear to them.  Here are some helpful questions you can ask.

• What difference would achieving this make for you? 

• What would that make possible? 

• Why can’t you achieve this in 6 months? 6 weeks?

• How will you know you achieved the goal?  

• How will you have grown personally having achieved this goal?(e.g. better listener, more focused, more 

organized)

• Have you taken this on before? 

• Why is now the best time to take this on?

Myers-Briggs 

Personality

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 mentees think and behave.  Further, it can provide insight into 

how you may work with others and your preferences for working in general.  

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

http://www.myersbriggs.org/my-mbti-personality-type/mbti-

basics/home.htm?bhcp=1

This conversation should be focused around which insights the mentee is seeing about themselves and how 

they can shape their world to better match their preferences.  Highlighting mismatches between their 

experience and their preferences can lead to creating new strategies for success.  Have the mentee identify 2-

3 people it would make a difference to share their personality type with and have a conversation for creating 

better ways of working.  

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.  

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

  A resume should reflect the qualifications for the job the mentee wants.  Be honest and direct if their 

intentions are coming through or falling short.  If it is not clear to you, it is unlikely to be clear to someone 

reviewing for a position and may be unclear to the mentee.  Bring clarity and confidence to the conversation.

Key Relationships 

The strength of your relationships will often determine the success of your efforts.  If 

the mentee is not actively looking at how you maintain and improve your 

relationships with colleagues, clients, and personal connections, they are likely 

underestimating your potential.  

All relationships essentially exist in our heads, therefore improving them requires understanding and action.  

With the mentee, be curious about the key relationships; what barriers exist in the relationship?  What is not 

being said? Do you hear a commitment on their part to improve the relationship?  What actions will they take 

to improve the relationship?  If things are OK, what would make them great? 

Other relationship exercises: 

• Execute mock "hard-to-have" conversations (asking for a raise, correcting a behavior)

• Play it out: looking at the relationship now, what is the predictable future, what is/isn’t likely to change and 

why, is that predictable future what is desired?

• Fly on the wall: if a fly were on the wall, what would they see happening?  This helps to distinguish between 

a person’s interpretations of what happened, and what actually happened.  This helps separate between 

someone being “mean” from “Finish this report by the end of the day.” 

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).

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

Listen for depth.  Is the mentee giving themselves enough credit?  How do the strengths/weaknesses play out 

in work examples?  How can they leverage their strengths to take advantage of the opportunities.  Are the 

weaknesses critical to success or are they “nice to haves”?

Focus on 1 or 2 things that can be addressed with a plan and check progress against it throughout the year.

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.  

Have the mentee read through the list and get present to their success and capabilities.  Ask what themes are 

coming through?  How does the future look when you consider all the great things you have accomplished in 

the past?  What else could you take on?

Good advice can help, but great questions produce answers.

What’s working/not working?

What is the truth about this situation?

What is it really like for you?

What is the probability of that happening?  Why do you think that?

Was it always that way or did something change? What happened?

If you could wave a wand and have it anyway, how would you have it?  Why can’t it be that way now?

If you were going to be the one to fix/solve this, how would you have to be different from how you are now?

What do you think, they think?  Why do you think they think that?  What else could they think?

HFMA Mentor Program 

Meeting Resource Guide for Mentors


