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Introduction: 
Mentoring is an exchange of knowledge gained through personal experiences.  It is designed to build individual relationships between experienced employees and employees striving to succeed within ARS.  It is structured to identify and meet the developmental and professional growth needs of the office professionals within ARS. 

Goals and Objectives: 
Assist new program support professionals in becoming acclimated to ARS through a strong mentoring program. 

Evaluate effectiveness of program support professionals by: 
· Recommending topics where training is needed. 
· Increasing awareness of training opportunities.
· Encouraging personnel to utilize the Individual Development Plan and training programs available. 

Mentoring Process: 
The process requires a high level of communication between Mentor and Mentee.  The process provides an opportunity to enhance natural skills and build strengths in weaker areas.  Mentoring takes many forms.  It can be formal, informal, planned or spontaneous.  Keep in mind that many options are available for developing knowledge, skills, and abilities.  In many cases, employees learn better by “doing” rather than just “listening.”  Keep options open when working with your mentee and seek advice from Sherri Buxton when needed.

Guidelines, Resources, Tools for the Mentor: 

1. Begin by checking with your assigned mentee and their RL on your mentee’s areas of expertise/knowledge: 
· Use the list of mentors to seek input on mentoring.
· Check with the Location AO to see how procedures differ at that location so you can give the best guidance to your mentee.
· If this is a current ARS employee that was reclassified into an RL secretarial position, check with Area contacts for ARIS, ARS-115s, OSQR, RPES, travel, etc. to see if this individual needs additional guidance in any particular area.
     2.   Make contact with your assigned mentee and their RL to:
· Determine areas where they need assistance, both by their self assessment and you monitoring their work products.
· Use Mentor/Mentee Checklist on MWACOP webpage.
· Provide link to MWACOP page
· Develop a method of communication between you and your mentee.

Ground Rules: 
Confidentiality 
Matches will not be made in the immediate chain of command
