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How to be a Mentor 
 
Mentors usually find the mentorship experience extremely rewarding. It not only helps them 
connect and build a relationship with one or several young professionals, but they may also learn 
from their mentees, develop leadership skills, and share knowledge.  
 
Once you have established contact with your mentee, it is up to you to make it work. The following 
guidelines can help you maintain a successful mentoring relationship. 
 
Preparing for Mentoring 

 Think about a time when you were mentored in the past (either formally or informally). 

What did you like or not like about the experience? How did your mentor help you? 

  Make sure you understand your roles and responsibilities as a mentor, as well as the 

responsibilities of the mentee (See the Mentoring Agreement Form and How to be a mentee 

section). 

 

Establishing the Mentoring Relationship 
 Meet with your mentee (usually online, or in person if feasible) to discuss goals, 

expectations and interests. Ask questions such as: 

o What would you like to get out of this experience? 

o What skills are you confident about? What skills would you like to improve? 

 Clarify and define the mentoring relationship. Make sure that you and the mentee have a 

common understanding of the following: 

o Confidentiality (e.g. what information will be kept confidential and what information 
can be shared) 
o The duration of the relationship 
o How often, how/ where and how long you will meet 
o Preferences for communicating, receiving feedback, etc. 

 We would like to ask that you and your mentee complete the Mentoring Agreement Form to 

clarify the mentee’s professional goals, as well as mentor and mentee expectations and 

responsibilities, and send it back to the RWSN Secretariat (meleesa.naughton@skat.ch) after 

your first meeting. 

 Identify activities that will support the mentee’s professional goals. Activities could involve 

practising skills or tasks, trying new projects or assignments, continuous learning, etc. (see 

Mentoring Activities) 

 It is important that you guide and assist the mentee to achieve his/her objectives. It is not, 

however, your job to solve a mentee’s problems or to complete assignments for him/her. It 

is also not your responsibility to find your mentee a job/ internship. 

 You should not ask your mentee to do any unpaid work for you, even if it may be of interest 

to them. Mentorship is purely about providing professional guidance and learning from each 

other. If there is an internship, a volunteering scheme or a vacancy in your company, then 

you may of course refer it to the mentee, but they are under no obligation to apply. 

 RWSN is a network, and we strive to make connections between individuals and 

organisations in the water sector. You may offer to introduce your mentee to someone who 

mailto:meleesa.naughton@skat.ch
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could help their career development; however, this is entirely up to you, and you should not 

feel pressured to provide such an introduction by the mentee.  

 

Giving feedback  

 Constructive feedback is an important part of the mentoring relationship. You may use 

statements such as:  “I have a few ideas that might help…”;  “I liked the way you…”; “Have 

you ever considered…?”  

 If you need ideas or suggestions, or do not feel comfortable with providing feedback, you 

may seek advice from the RWSN Secretariat.  

 We recommend not to judge or criticise the mentee. It is your job as a mentor to support 

and encourage them; respect is critical to the success of the mentoring relationship.  
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How to be a Mentee 
 

Mentoring can be a rewarding experience for the mentee. A mentor can be a tremendous source of 

advice, information and a sounding board for your ideas, and can help you with career development 

and professional growth. 

Once you have established a relationship with your mentor, it is up to you to make it work. The 

following guidelines can help you maintain a successful mentoring relationship. 

Preparing for Mentoring 

 Think about what you want to accomplish through mentoring. What are your learning goals? 

It may be helpful to write those down prior to your first meeting with your mentor. (See 

Mentoring Agreement Form) 

 Make sure you understand your roles and responsibilities as a mentee, as well as the 

responsibilities of the mentor (See Mentoring Agreement Form and How to be a mentor). 

Establishing the Mentoring Relationship 
 

 Set a first meeting with your mentor to discuss your goals, expectations and interests. Be 

clear and specific about what you want to accomplish.  

 Clarify and define the mentoring relationship. Make sure that you and the mentor have a 

common understanding of the following, by filling out the Mentoring Agreement Form 

together during the first meeting: 

o Confidentiality (e.g. what information will be kept confidential/what information can 
be shared with others) 

o The duration of the relationship 
o How often, how (on which platform) and how long you will meet 
o Preferences for receiving feedback, etc. 

 Identify strategies or activities that will support your learning goals. Activities could involve 

practising skills or tasks, trying new projects or assignments, continuous learning, etc. (see 

Mentoring Activities) 

Working with your Mentor 

 Be enthusiastic and open to new learning opportunities.  

 It is important that you work with the mentor to achieve your learning objectives. It is not, 

however, the mentor’s job to solve your problems or to complete assignments for you. It is 

also not his responsibility to find you a job/ internship.  

 Your mentor should not ask you to do any unpaid work for them, even if it may be of 

interest to you. Mentorship is purely about providing professional guidance and learning 

from each other. If there is an internship, a volunteering scheme or a vacancy in the 
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mentor’s organisation, then you may of course want to apply, but you are under no 

obligation to do so. 

 Constructive feedback is an important part of the mentoring relationship. Be open to 

constructive criticism and try to learn from it. You should also provide feedback to your 

mentor on the mentoring relationship to help ensure it is successful. 

 We recommend not to judge or criticise the mentor. Respect is critical to the success of the 

mentoring relationship. 
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Suggested Mentoring Activities 
The following activities are simple and practical ways to improve essential skills through mentoring. 

They are suggestions and can be tailored to meet the specific needs and goals of the mentee, or 

replaced by other activities as the mentor and mentee see fit. 

Skills Activities for mentors and mentees 

Reading/ Writing  A mentor can help improve how the mentee’s CV is perceived by 
potential employers, but also offer advice on what professional 
experience or training  the mentee could do in the future to reach 
his/her professional goals.  

 The mentor can also help with creating or updating the mentee’s 
LinkedIn profile. It could also be interesting to do some reverse-
mentoring (ask the mentee to assess the mentor’s LinkedIn 
profile).  

Thematic 
expertise 

The mentor or the mentee can share an article relevant to his/her 
sector, or watch a webinar and discuss it together to gain new 
insights.  

Presentation/ 
oral 

communication 

 If the mentee is considering applying for a job, the mentor can 
give a mock interview and some good feedback on the mentee’s 
interview technique. 

 The mentor can encourage the mentee to participate in activities 
that will enhance his/her oral communication skills 

Networking A mentee may be interested in transitioning from one sector to 
another (e.g. from WASH to water resources management, or from 
development to humanitarian/ emergency work), but may not be sure 
on how to get started. A mentor can provide some useful advice and 
tips on how to make that transition, or suggest some organisations or 
affinity groups to join. 

Brainstorming A mentee may be interested in starting a PhD, an NGO, a social 
enterprise, or his/her own business in the water sector. Ask your 
mentor for feedback on your ideas. 

Time planning / 
project 

management 

 Together you can agree on your goals and time commitment for 
the mentoring programme by filling out the Mentoring agreement 
form.  

 The mentor can ask the mentee to prepare an agenda for one of 
their meetings, ensuring that enough time is allocated to each 
agenda item, which you can review together and provide 
feedback on. 

 The mentor can ask the mentee to prepare a schedule for the 
next 3 or 6 months for the mentoring programme, with planned 
dates for calls, and agreed activities/ learning plan, which you can 
review together and provide feedback on.  

Problem-solving  The mentor can ask the mentee to talk about a problem he/she is 
facing in the workplace or in his/her studies. Talk about possible 
solutions and the strengths and weaknesses of each. 

Continuous 
learning  

 Talk about how the mentee learns best. Encourage the mentee to 
take advantage of learning opportunities you may be familiar with 
(webinars, online courses, workshops, conferences...). 
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The role of the RWSN Secretariat  
Contact at the RWSN Secretariat: meleesa.naughton@skat.ch 

 The RWSN Mentoring programme is open to all RWSN members. Membership is free and 

open to all individuals. If you are not a RWSN member yet, the RWSN Secretariat will invite 

you to become one; you may also join here.  

 You can contact the RWSN Secretariat in all confidentiality to ask for advice about the 

mentoring relationship at any time.  

 All participants of the RWSN mentoring programme have agreed to abide by a professional 

code of conduct. If you feel that the mentoring relationship is not working out, or if you 

want to make a complaint, you may also contact the RWSN Secretariat.  

 The RWSN Secretariat will undertake a mid-year survey with participants of the mentoring 

programme to understand what works well and what does not work, and try to improve the 

mentoring programme for the next cohort. We thank you in advance for your cooperation.  

 At the end of the year 2019, certificates of participation in the RWSN mentoring programme 

will be available upon request from the RWSN Secretariat.  

 We would love to hear from you and know how you are getting on – don’t hesitate to 

contact us to share your experience. In particular, it would be great to be able to put faces 

on the names of our mentors and mentees – if you could share a screenshot of your online 

meeting, or a selfie of a real-life meeting with us, that would be fantastic! Feel free to do so 

via email (meleesa.naughton@skat.ch) or social media (@RuralWaterNet on Twitter or 

@RuralWater on Facebook, using #RWSNMentoring)  

  

mailto:meleesa.naughton@skat.ch
https://www.rural-water-supply.net/en/about/joining
https://www.rural-water-supply.net/en/rwsn-for-young-professionals/91-rwsn-helping-you/352-rwsn-code-of-conduct-for-the-mentorship-programme
https://www.rural-water-supply.net/en/rwsn-for-young-professionals/91-rwsn-helping-you/352-rwsn-code-of-conduct-for-the-mentorship-programme
mailto:meleesa.naughton@skat.ch
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Mentoring agreement form  

To be filled out by the mentor and the mentee and sent back to the RWSN Secretariat 

(meleesa.naughton@skat.ch)  

 

Mentoring is when two people—a mentor and mentee—work together to help the mentee improve 

his/her skills. The mentor acts as a role model and supports the mentee by sharing knowledge, 

resources and advice to help the mentee improve his/her skills. 

We encourage mentor and mentee to complete the following agreement form during their first 

meeting, and send it to the RWSN Secretariat (meleesa.naughton@skat.ch). It will help to organise 

the mentoring relationship.  

Mentor: ______________________________________________________________(name) 

 Mentee: ______________________________________________________________(name) 

Mentee Learning Goals 

I want to improve the following (skills, sector knowledge...): 

______________________________________________________________ 

______________________________________________________________ 

Agreed mentorship activity/ activities (to be completed by (month)) 

For examples of mentoring activities, please see the Guidance document for the RWSN Mentoring 

programme 

______________________________________________________________ 

______________________________________________________________ 

______________________________________________________________ 

______________________________________________________________ 

______________________________________________________________ 

______________________________________________________________ 

Time Commitments 

We will commit the following amount of time to the mentoring relationship: 

___ hour(s) every month for ___months 

Respect and Confidentiality 

We agree to maintain mutual trust and respect, and to respect the confidentiality of the information 

shared through this mentoring programme.  

mailto:meleesa.naughton@skat.ch
https://rwsnblog.files.wordpress.com/2019/02/mentoringprogrammeguidance_eng.pdf
https://rwsnblog.files.wordpress.com/2019/02/mentoringprogrammeguidance_eng.pdf
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Code of conduct  

Through the RWSN Mentorship programme for young professionals, the mentor and the mentee 

agree to conduct themselves in a professional manner and to provide a friendly, safe and inclusive 

learning experience for both, regardless of age, gender, sexual orientation, race, language, political 

or other opinion, national or social origin, disability, religion or other status. A mentor / mentee may 

complain to the RWSN Secretariat if they feel that their mentee/ mentor engages in unprofessional 

or unacceptable behaviour. The RWSN Secretariat may then take any action they deem appropriate, 

up to and including expulsion from the RWSN Network. 

A mentor is a beneficial relationship for a young professional to develop, but there are some things 

that a mentee should NOT ask of a mentor: 

 Find you a job/ internship: Your mentor is under no obligation to help you find a job or 

internship. This also applies if you are interested in a position in his or her organisation. 

 Introduce you to someone at your request: RWSN is a network, and we strive to make 

connections between individuals and organisations in the water sector. Your mentor may 

offer to introduce you to someone who could help your career development; however, this 

is up to the mentor, and the mentee should not request an introduction to a company/ 

organisation/ individual from the mentor. 

Similarly, there are some things that a mentor should NOT ask of a mentee: 

 Working for you for free: You should not ask your mentee to do any unpaid work for you, 

even if it may be of interest to them. Mentorship is purely about providing professional 

guidance and learning from each other. If there is an internship, a volunteering scheme or a 

vacancy in your company, then you may of course refer it to the mentee, but they are under 

no obligation to apply.  

The RWSN Secretariat assumes that all information provided by mentors and mentees is done in 

good faith, and requires that both parties act in accordance with the code of conduct for the 

RWSN mentoring programme. The RWSN Secretariat remains available to help mentors and 

mentees who may feel that the mentorship programme does not meet their expectations, but 

the RWSN Secretariat and Skat Foundation cannot be held liable for any violation of the code of 

conduct for the RWSN mentoring programme or unprofessional / unethical behaviour from 

mentors and mentees. 

Signature  

 

Mentor _______________________________ 

Mentee _______________________________ 

https://www.rural-water-supply.net/en/rwsn-for-young-professionals/91-rwsn-helping-you/352-rwsn-code-of-conduct-for-the-mentorship-programme
https://www.rural-water-supply.net/en/rwsn-for-young-professionals/91-rwsn-helping-you/352-rwsn-code-of-conduct-for-the-mentorship-programme

