
 
 

Mentee Action Plan 
With your mentor, set goals that are focused, realistic and tied to your position. Effective goals should be SMART: 

S: Specific 

M: Measurable 

A: Achievable 

R: Results-oriented 

T: Time-based 

Focus on competencies important to the institution. Build on your strengths as well as your areas for improvement. Look for 
opportunities to learn by doing as well as observing and listening. 

Mentoring Goal: 
 

Competency: What 
specific skill do I want 
to develop? 

Learning activity: 
What action will I take 
to develop this? 

Beginning date and 
ending date 

My co-workers and 
supervisors will see 
the following… 

I have achieved my 
goal when… 

     

     

     

  



 
 
Mentoring Log 

Date Time Competency discussed Action plan step How and when completed 
     

     

     

     

     

     

     

     

     

     

     

     



 
 
Shadowing Events 
Job shadowing can be a great opportunity to learn from other employees and gain insight into their roles. Pairs can schedule a time 
to follow their peer mentor around for a day. The goal is to gain insight into the company, different positions and responsibilities, and 
help set career goals.  

Work sharing or hands on training 
Consider a project that allows a mentor and mentee to work alongside each other. It could be researching or writing an article 
together or even a committee that they could join together.  

Introductions 

Lunch and learn 
In a lunch and learn, peers take turns presenting an interesting topic to their partner. For example, if one peer comes from clinic and 
the other comes from the library, they can each share insights from their day-to-day on how to best serve students.  

The clinic mentor may run the library employee through the most common challenges that they hear from students. Likewise, the 
library employee may share how they address some of those challenges.  

The point is to encourage each participant to leverage their unique skills and insights to teach others. 

Question prompts 
In this activity, pairs or groups can pull from a bank of questions to ask one another thoughtful questions that encourage 
conversation. For example, participants may ask one another, “tell me about a time you had to pitch something to a manager.” 
Answer the prompts and draw learning from each other's experiences. (HR can provide a list of questions) 

Show and Tell 
In this activity, participants both bring in photos or items that are important to them. They share the story behind the photo and why 
it’s meaningful to them. This is a great icebreaker activity to reveal what drives the different participants or what their values are. 



 
 
Make a career bucket list and share 
Similar to setting career goals, this activity encourages groups or pairs to share their life goals or aspirations. It’s a great activity to 
get to know one another more and talk about what’s important to you. Try to write down 10 different “bucket-list” items you have and 
share them. From there, you can try the next activity to plan how you will check off those experiences on your bucket list. 

What’s your plan? 
Setting goals or sharing aspirations is an important part of mentoring, but equally important is mapping out a path to achieve them. In 
this activity, make a timeline of your life over the next 5‐10 years. What do you want to accomplish? After, discuss with one another 
what needs to happen to close the gap between here and reaching that goal. This should be a practical discussion.  

Expect barriers to come up in the conversation. When they do, don’t get stuck, but dig into what’s holding you or your partner back. 
Overcoming these challenges is where meaningful mentorship starts to happen. 

Quadrants icebreaker 
In this exercise, you’ll need a page, whether in person or digital. You’ll create four boxes. Fill out each as follows: 

• Family (Upper Left)  
• Friends (Upper Right) 
• Hobbies (Bottom Left) 
• Life goals (Bottom Right) 

Fill out each quadrant to get to know one another. This exercise is a great way to encourage discussion around similar interests or 
goals. 

Consider a big decision together 
One of the great reasons to have a peer mentor is they can help you make big decisions for your career. They can help you consider 
all the variables and make the best possible decision. In this activity, map out a decision together, weighing the pros and cons. After 
you’ve concluded, consider how you came to the decision you did. Did it reveal anything about your values, your fears, what drives 
you? This is a practical exercise but also a reflective one. 
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