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getting to know you questionnaire - CONFIDENTIAL

This questionnaire is intended both for your own personal reflection, and to help your Mentor get to know you quickly.  Your answers will remain confidential, and be used only by your Mentor – for the purposes of this programme. 

Please attempt to answer all of the questions – keeping in mind that doing so will assist you in understanding yourself more fully. Most people take 1-3 weeks to complete it, while others complete it in one sitting.
 
Type your responses in the boxes provided, save the document and either print it or email it to your Mentor.

	Given Name:
	[bookmark: Text114]     
	Family name:
	[bookmark: Text2]     

	Title: (Ms/Mr/Dr)
	[bookmark: Text3]     
	Preferred name: 
	[bookmark: Text4]     

	Job title:
	[bookmark: Text5]     
	Skype:
	[bookmark: Text6]     

	Telephone (work):
	[bookmark: Text7]     
	Mobile:
	[bookmark: Text8]     

	Work email:
	[bookmark: Text9]     
	Personal email:
	[bookmark: Text10]     




your work and career

1. Briefly describe your current job or role?  What are your key responsibilities? 
	[bookmark: Text11]     



2. What do you like most about your job?  Like least?
	Enjoy Most 
	Least 

	[bookmark: Text12]     
	[bookmark: Text13]     



3. What would you like the next one or two steps in your career to be?
	[bookmark: Text14]     



4. How would key people at your work describe you and your strengths?
	Boss(es) / Board 
	Direct Reports 
	Peers / Colleagues
	Clients

	[bookmark: Text15]     
	[bookmark: Text16]     
	[bookmark: Text17]     
	[bookmark: Text18]     



5. Currently, what are your top 3 challenges at work?
	[bookmark: Text19]     



6. How would you describe the culture in your organisation?
	[bookmark: Text20]     



7. If you could change just one thing at work, what would it be?
	[bookmark: Text21]     




you and your life

8. List five adjectives or short phrases that describe you at your best and five for you at your worst.
	
	Best
	Worst

	1. 
	[bookmark: Text22]     
	[bookmark: Text23]     

	2. 
	[bookmark: Text24]     
	[bookmark: Text25]     

	3. 
	[bookmark: Text26]     
	[bookmark: Text27]     

	4. 
	[bookmark: Text28]     
	[bookmark: Text29]     

	5. 
	[bookmark: Text30]     
	[bookmark: Text31]     



9. Which of your personal values are most important to you? 
	[bookmark: Text32]     



10.  What do you love or like best and least about your life right now?
	[bookmark: Text110]     
[bookmark: Text111]     



11.  What activities, interests, hobbies, roles are you involved in outside of your work? How  do these contribute to your life or enrich you? 
	[bookmark: Text34]     



12.  Look forward 20 years… you are attending a function where people are giving speeches about YOU.  What would you want them to say about you?

	[bookmark: Text35]     



13.  What would you consider your greatest accomplishment and biggest ‘failure’ in your life to date?  
	Greatest Accomplishment(s)
	Biggest ‘Failure’(s)

	[bookmark: Text36]     
	[bookmark: Text37]     



14.  Describe the things you would love to do - if time, resources and obligations were no concern.

	[bookmark: Text39]     



15.  Think about one or two people you know who truly inspire you.  What is it about them that you find so inspiring?

	[bookmark: Text40]     



16.   What do you contribute to work, family, friends, community that is unique or special?

	[bookmark: Text41]     



17.   What, if anything, keeps you awake at night?  What do you tend to worry about?
	[bookmark: Text43]     



18.   In what situations do you give away your power?  To whom?

	[bookmark: Text46]     



19.   List 5 things you’re currently ‘tolerating’ or ‘putting up with’ at both work and in your personal life.
	1.
	[bookmark: Text47]     

	2.
	[bookmark: Text48]     

	3.
	[bookmark: Text49]     

	4.
	[bookmark: Text50]     

	5.
	[bookmark: Text51]     



20.   In what ways do you sabotage or limit yourself - either consciously or unconsciously?
	[bookmark: Text52]     



21.   What are the biggest blocks or hindrances preventing you from getting what you want in your life right now?
	[bookmark: Text54]     



your mentoring

22. What do you want and hope for from your mentoring relationship?
	[bookmark: Text58]     



23. What are the key things you want to change or achieve on this programme?  How much do you really want them?  How ready are you to do it? (Rating: 1= not ready – 10 = totally committed)
	Goal
	Want
	Ready

	[bookmark: Text59]     
	[bookmark: Text64]     
	[bookmark: Text65]     

	[bookmark: Text60]     
	[bookmark: Text66]     
	[bookmark: Text67]     

	[bookmark: Text61]     
	[bookmark: Text68]     
	[bookmark: Text69]     

	[bookmark: Text62]     
	[bookmark: Text70]     
	[bookmark: Text71]     

	[bookmark: Text63]     
	[bookmark: Text72]     
	[bookmark: Text73]     



24. Is there any other information you’d like to share with your Mentor, or feel would be important for her/him to know about you?
	[bookmark: Text74]     




the mentoring session – what to talk about 


Each mentoring relationship is unique.  It’s useful to know what mentees typically talk about during their sessions.  Here are some ideas.  

personal reflection
· What has occurred to you since the last session? 
· Choices or decisions made?
· Breakthroughs and insights?

how you are? 
· How you are feeling or what are you saying about yourself - good stuff and bad stuff?
· How you are looking at your life?
· How are you are feeling about others?

progress since the last session 
· Progress report on your goals, projects and actions 
· What you’ve done that you’re proud of?
· What are you coming up against? 
· Personal news?

how can your Mentor help?
· Where are you stuck?
· What are you wondering about?
· A different perspective or reframe?
· A plan of action?
· A strategy or suggestion?

what next? 
· What actions do you want to take?
· What is the next goal or project to take on?
· What do you want from yourself next?

preparing for the mentoring session


Sessions will typically be for 60 minutes and you want to make sure you get the most out of your time together.  It will be useful if you have thought about what you want to cover in the mentoring session and have a written list of things you want to share and discuss.  Include things like:

· Successes and wins that you have had since the last session
· Problems you have faced and how you handled them
· What you’re currently working on and how it’s going
· Insights, ‘ah ha’ moments and new awareness that excite you
· Report back on the fieldwork you committed to last time
· Where you’re getting stuck – any struggles, concerns or doubts you’re having
· Issues or situations about which you want the Mentor’s thoughts or perspective
· New skills you want to develop
· Strategies you wish to develop.

Having this agenda will help you get what you want from each session.  On the following pages there is a Mentoring Session Prep Form for you to use should you find it useful.  


enjoy the sessions

Although mentoring is typically about work and career, be prepared to enjoy the sessions to get the most out of them.  In addition to work related topics, you may find that you want to take some time to share those parts of your life that have meaning for you. 


complete your actions

Actions are tasks, commitments, results or changes you’re telling yourself and your Mentor, you want to complete before the next session.  It’s important that you apply yourself and use these action items to help you achieve your professional and personal goals.  


getting the most out of mentoring


know your outcome 
· Why am I here?
· What do I want to achieve?
· How will being here make a difference to my life and career?
· Design well-formed outcomes – make it real and be able to really see, sense and touch it
· Use a positive outcome frame.  Look for solutions not problems
· Look forwards not backwards.
be curious
· Open yourself up to seeing other ways of looking at your life
· Suspend judgement.  Be open to what happens without immediately judging it, yourself or others
· Be willing to experience the uncertain and unfamiliar.  Tolerate not knowing, ambiguity and even some confusion
· Test your reality.  Notice and challenge your assumptions.
ask questions 
· Welcome the many questions that arise.  Be willing to sit with them for a while.  Sometimes the question is more important than the answer
· Be proactive in seeking answers from yourself
· Question anything your Mentor says that you do not fully understand or that doesn’t really fit with you.  Remember: you are the expert on YOU.
· Ask yourself, your mentor and others questions in a light, open, genuinely curious way
take notes – or not
· Take notes during the session if this is good for you – the Mentor will not do this for you
· Write up your insights, thoughts, feelings and actions after each session.  Leave at least 15 minutes after your mentoring session for reflection before your next meeting or action
· Date any notes you take as it’s often fascinating to notice how you have changed during the course of the programme
· Consider writing a learning journal throughout the mentoring program.
   be flexible 
· Expand your options.  Realise that there is always more than one option, even when you feel totally stuck or in a corner
· Set yourself a challenge of finding several other ways to achieve your goals
· Be willing to see things from a different perspective.   Practise looking at scenarios from new perspectives: 
1. from the other person’s perspective, from their shoes; and
2. the interaction between you and them from a neutral third position stance
· Identify your limiting assumptions and acknowledge your life enhancing ones
· Stretch yourself further than you normally would
· Notice your everyday patterns, routines and habits.  Choose to do things in a different way or order to bring about change.
treat yourself with respect 
· Catch yourself saying negative things to yourself.  Retrace and turn it into a positive statement
· Pause every now and then to notice how far you’ve come
· Acknowledge yourself for what you’ve achieved
· Recognise that learning new behaviours and attitudes takes time and sustained effort.    Performance often slips as you try out new things.  Making mistakes isn’t about stuffing things up – it’s called learning.  Give yourself the same encouragement and support as you would a small child learning to walk.
the basics 
· Be on time for all your mentoring sessions and calls. Avoid rescheduling unless absolutely necessary and give at least 48 hours notice to your Mentor
· Prepare for each session.  Do some reflection beforehand.  Identify what you want from each session.  Email your mentor with your thoughts and Prep Form before the session if that helps
· Be honest with yourself and your Mentor, and participate fully.  Recognise that the sessions are a safe place to look at what you really want, and what it will take to make it happen
· Don’t agree to complete fieldwork or actions unless you really want to do them.  Make a commitment to the action plans you create during the sessions.   Do what you have agreed to do.  If you’re struggling to do them, bring this to your Mentor
· Observe and reflect on what’s happening in the mentoring relationship.  If something isn’t working with the mentoring, discuss it with your Mentor.  There are often interesting parallels and learnings to be gained from this
· Understand that the power of the mentoring experience lies in you.  Make a commitment to yourself to make the most of the relationship, and to remain in charge of your own growth.


mentoring session - prep form

Complete this form prior to each session 
	Session Date/Time:
	[bookmark: Text75]     



	What have you accomplished or learned since the last mentoring conversation?  
Any wins?
	[bookmark: Text76]     




	What did you intend or plan to do but did not?
	[bookmark: Text77]     



	What are your current issues and opportunities?
	[bookmark: Text78]     



	Any concerns, struggles, obstacles holding you back?
	[bookmark: Text79]     



	What do you want to focus on and achieve in this session?
	[bookmark: Text80]     



	How can your Mentor best support you?
	[bookmark: Text81]     






mentoring session – worksheet

Complete this form after each session

	[bookmark: Text82]Date:       

	Overall theme of session: 

	[bookmark: Text83]     

	Insights during the session:

	[bookmark: Text84]     

	Actions to take for next session:

	[bookmark: Text85]     

	[bookmark: Text86]     

	[bookmark: Text87]     

	[bookmark: Text88]     

	[bookmark: Text89]     

	[bookmark: Text90]     




 

personal development plan

[bookmark: Text91]My Vision:        

	WHAT: Priority Area of Focus 
What do I want to build or develop? What development priorities will make the biggest difference and give me the greatest leverage?
	WHY: Rationale
What makes these areas of focus a good choice?  Why should these be my top development priorities?

	[bookmark: Text92]     
	[bookmark: Text93]     



		HOW: Doing something every day

	Development Goals…
	I’ll take the following developmental Action…

	Goal #1
[bookmark: Text94]     



	Action Step 1
[bookmark: Text95]     
Action Step 2
[bookmark: Text96]     
Action Step 3
[bookmark: Text97]     

	Goal #2
[bookmark: Text98]     
	Action Step 1
[bookmark: Text99]     
Action Step 2
[bookmark: Text100]     
Action Step 3
[bookmark: Text101]     

	Goal #3
     

	Action Step 1
     
Action Step 2
     
Action Step 3
     



	Support / Resources Need
	Challenges / Red Flags

	[bookmark: Text102]     
	[bookmark: Text103]     

	[bookmark: Text104]     
	[bookmark: Text105]     

	[bookmark: Text112]     
	[bookmark: Text113]     



	WHEN: Timing / Frequency
	Milestones / Review Dates

	[bookmark: Text106]     
	[bookmark: Text107]     

	[bookmark: Text108]     
	[bookmark: Text109]     
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