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Being a SAM Mentor  
 Role & Expectations 

 

YOU ARE . . .  
. . . a friend. Like peer friendships , mentors and mentees do things 
together that are fun and  engaging. They support each other both in good 
times and in tough times. They teach each  other. They help each other. 
Theyôre honest with each other. And sometimes they have to have 
hard conversations about concerns they have, asking the right questions at 
the right time. By  being a good listener and engaging in authentic 
conversations with your mentee, you ar e helping her develop important life 

skills.  
 
. . . a role model. You are expected to set a good example to the mentee 
for how to live your life.  This is not the same as being perfect. Rather, it is 
about acknowledging your imperfections and  sharing your strengths. It is 
also about advocating for your mentee when dangers to his physical  or 
emotional well -being are present.  

 
. . . a conýdant. Building a close relationship with your mentee will help 
her build better relationships with others in her life as w ell, such as parents 

and peers. In the process, your mentee may  tell you things she does not 
feel comfortable telling anyone else. Sometimes she may tell you  about her 
hopes, dreams, or insecurities. Other times she may reveal mistakes she 
has made.  Unless  your mentee is in trouble and needs outside help, try to 
keep her private comments  between the two of you. Your role is to be 
supportive of your mentee as a person with potential,  regardless of the 
kinds of actions or attitudes she conýdes in you. 
 
. . . a nurturer of possibilities. Your role is to see the gifts and strengths 
of your mentee and help  him þourish personally. You should help your 

mentee channel his gifts toward actions that make  him a resource to others 
in his family, neighborhood, school, or  community.  
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We count on mentors to... 

¶ Maintain regular contact with your student via phone, e -mail, 
and/or meetings. Our volunteers commit to initiating a minimum of 3 
meaningful connections per semester.  

¶ Return your studentôs calls and e-mails in a timely manner . 
¶ Work with the student to help him/her develop and establish 

realistic and obtainable goals.  
¶ Provide constructive criticism, including praise as well as specific 

suggestions for improve ment.   
¶ Complete a brief evaluation form at the end of the program.  

Activities: 

¶ General career advice  
¶ Guidance on Dressing Professionally  
¶ Resume review  
¶ Job shadow at mentorôs workplace (if applicable)  
¶ Networking opportunities and advice, especially referrals as 

appropriate  
¶ Mock (practice) interview  

 

Special Note: The relationship is based on what the member wants 
and how far he/she wants to progress in the program. Verify if the  
participant is interested & wants to work through the program . 
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The Coaching Process Overview 

 

Introductions Meeting 

ü Get to Know  Your SAM Buddy  

ü Learn Their Strengths  

ü Collect Their Information  

Setting Them Up For Success 

ü Business Professional Dress Code Guida nce  

ü One-on-One Resume Assistance  

ü Practicing Interviewing Skills  

Developing Their Leadership 

ü Job Shadow  

ü Committee Involvement  
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STEP 1: Initial Meeting  
PRE-MEETUP 

Gift & Note 

Before meeting for your discussion with your SAM Buddy, first prepare 
a special gift and note for them. The gift can be anything inexpensive 
from gift cards to Starbucks to even cupcakes. The note is simply a 
little card to show them that you are excited t o be their SAM Buddy 
and canôt wait to work with them! 

Materials 
Have them bring  for their SAM membership file :  
V Class Schedule Printout  
V Academic Transcripts  
V Personality Assessment Results  
V Resume (if any)  

A.) Myer-Briggs Personality Assessment   

Background Info  
The MBTI was developed to help people understand themselves and 

each other so that they might work in vocations that matched their 
personality types. This would make people happier and make the world 
a more creative, productive and peaceful place in which  to live!  Itôs the 
worldôs most widely used personality assessment, and many 
companies use it to understand their employees!  
 
Questionnaire  
Have your SAM Buddy  fill out the Myer Briggs Questionnaire (See 
Questionnaire ïNext Part)  beforehand and email the results to you. 
If they donôt complete it, you can either bring your laptop or print out 

a hard copy  to bring to the meeting so they can fill it out.  Make sure 
they understand this is so that we can discover their strengths and 
lea rn more about them!  
 
Results  
Once you know their fou r letter personality type, interpret the results 
(See Page Personality Results ïSeparate 
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Binder). Go to the  website described. Make a printout featuring their 
personality type. Put one in the membership file for them and give 
them one copy. Let them know that they can take it twice for better 
accuracy. Also, explain that this is simply a personality assessment 
and does not mean that it is 100% accurate.  
 
 

MEETING 

¶ Listen: Plain and simple, listen to them so you can learn more about 
them . 
¶ SAM Introduction: Talk to them about our organization, and share 

your own experiences with SAM and how it has helped you grow as a 

person.  
¶ Discover Their Strengths: Notice at least three positive qualities of 

your SAM Buddy and encourage them by telling  them.  
¶ Personality Assessment Results: If they have taken the 

assessment . Talk to them about the results and ask them if they feel i f 
it was accurate.  
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After completing the questionnaire, you will obtain: 

¶ Your type formula according to Carl Jung and Isabel Briggs Myers typology along with the 

strengths of the preferences  

¶ The description of your personality type,  

¶ The list of occupations most suitable for your personality type  
 

1. You are almost never late for your 

appointments 

YES   NO 

2. You like to be engaged in an active and fast-

paced job 

YES   NO 

3. You enjoy having a wide circle of 

acquaintances 

YES   NO 

4. You feel involved when watching TV soaps 

YES   NO 

5. You are usually the first to react to a sudden 

event: 

the telephone ringing or unexpected 

question 

YES   NO 

6. You are more interested in a general idea 

than in the details of its realization 

YES   NO 

7. You tend to be unbiased even if this might 

endanger 

your good relations with people 

YES   NO 

8. Strict observance of the established rules is 

likely to prevent a good outcome 

YES   NO 

9. It's difficult to get you excited  

YES   NO 

10. It is in your nature to assume responsibility 

YES   NO 

11. You often think about humankind and its 

destiny 

YES   NO 

12. You believe the best decision is one that can 

be easily changed 

YES   NO 

13. Objective criticism is always useful in any 

activity 

YES   NO 

14. You prefer to act immediately rather than 

speculate 

about various options 

YES   NO 

15. You trust reason rather than feelings 

YES   NO 

16. You are inclined to rely more on 

improvisation 

than on careful planning 

YES   NO 

17. You spend your leisure time actively 

socializing 

with a group of people, attending parties, 

shopping, etc. 

YES   NO 

18. You usually plan your actions in advance 

YES   NO 

19. Your actions are frequently influenced by 

emotions 

YES   NO 

20. You are a person somewhat reserved and 

distant in communication 

YES   NO 

21. You know how to put every minute of your 

time to good purpose 

YES   NO 

22. You readily help people while asking 

nothing in return 

YES   NO 

http://www.humanmetrics.com/
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23. You often contemplate about the complexity 

of life 

YES   NO 

24. After prolonged socializing you feel you 

need 

to get away and be alone 

YES   NO 

25. You often do jobs in a hurry 

YES   NO 

26. You easily see the general principle behind 

specific occurrences 

YES   NO 

27. You frequently and easily express your 

feelings and emotions 

YES   NO 

28. You find it difficult to speak loudly 

YES   NO 

29. You get bored if you have to read theoretical 

books 

YES   NO 

30. You tend to sympathize with other people 

YES   NO 

31. You value justice higher than mercy 

YES   NO 

32. You rapidly get involved in social life 

at a new workplace 

YES   NO 

33. The more people with whom you speak, the 

better you feel 

YES   NO 

34. You tend to rely on your experience rather 

than 

on theoretical alternatives 

YES   NO 

35. You like to keep a check on how things 

are progressing 

YES   NO 

36. You easily empathize with the concerns of 

other people 

YES   NO 

37. Often you prefer to read a book than go to a 

party 

YES   NO 

38. You enjoy being at the center of events in 

which 

other people are directly involved 

YES   NO 

39. You are more inclined to experiment than 

to follow familiar approaches 

YES   NO 

40. You avoid being bound by obligations 

YES   NO 

41. You are strongly touched by the stories 

about people's troubles  

YES   NO 

42. Deadlines seem to you to be of relative, 

rather than absolute, importance 

YES   NO 

43. You prefer to isolate yourself from outside 

noises 

YES   NO 

44. It's essential for you to try things with your 

own hands 

YES   NO 

45. You think that almost everything can be 

analyzed 

YES   NO 

46. You do your best to complete a task on time 

YES   NO 

47. You take pleasure in putting things in order 

YES   NO 

48. You feel at ease in a crowd 

YES   NO 

49. You have good control over your desires 

and temptations 

YES   NO 

50. You easily understand new theoretical 

principles 

YES   NO 

51. The process of searching for a solution is 

more 

important to you than the solution itself 

YES   NO 

52. You usually place yourself nearer to the side 
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than in the center of the room 

YES   NO 

53. When solving a problem you would rather 

follow 

a familiar approach than seek a new one 

YES   NO 

54. You try to stand firmly by your principles 

YES   NO 

55. A thirst for adventure is close to your heart 

YES   NO 

56. You prefer meeting in small groups to 

interaction 

with lots of people 

YES   NO 

57. When considering a situation you pay more 

attention to 

the current situation and less to a possible 

sequence of events 

YES   NO 

58. You consider the scientific approach to be 

the best 

YES   NO 

59. You find it difficult to talk about your 

feelings 

YES   NO 

60. You often spend time thinking of how things 

could be improved 

YES   NO 

61. Your decisions are based more on the 

feelings 

of a moment than on the careful planning 

YES   NO 

62. You prefer to spend your leisure time alone  

or relaxing in a tranquil family atmosphere 

YES   NO 

63. You feel more comfortable sticking to 

conventional ways 

YES   NO 

64. You are easily affected by strong emotions 

YES   NO 

65. You are always looking for opportunities 

YES   NO 

66. Your desk, workbench etc. is usually neat 

and orderly 

YES   NO 

67. As a rule, current preoccupations worry 

you more than your future plans 

YES   NO 

68. You get pleasure from solitary walks 

YES   NO 

69. It is easy for you to communicate in social 

situations 

YES   NO 

70. You are consistent in your habits 

YES   NO 

71. You willingly involve yourself in matters 

which engage your sympathies 

YES   NO 

72. You easily perceive various ways 

in which events could develop 

YES   NO 

 
Copies Can Be Made or This Quiz Can 
Be Found At: 
http://www.humanmetrics.com/cgi-
win/JTypes2.asp 
 
View Results in the Personality Profiles 
Results Binder or at: 
http://www.personalitypage.com/html/po
rtraits.html 
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STEP 2: Setting Them Up For Success 

A.) Professionally Dressed-Suit Up! 

Have fun with your SAM Buddy by planning a shopping trip to get 
them looking sharp! Use the Professional Dress Code G uide & 
Checklist (See page 13).  Present them dressed in their ñnew & 
improvedò look at the next SAM meeting for both of you to receive a 
special prize! Once they are checked off, they are one step closer to 
completing their Apprenticeship!  

B.) Resume Assistance 

Sit down with them and actually work through their resume 
alongside them . Use the Resume  Resource Guide (See page 19) to 
give them pointers. Talk to them about the skills they learned from  
each job and help them craft the perfect resume with the right 
wording.  Submit their completely new resume to the board .  

C.) Interviewing Skills Assistance 

Help them imp rove their interviewing skills by working through the 
Interview Guide (See page 25). Ask them each question and 
discuss possible answers that they could use by using their own 
examples. Build up their confidence!  

Remember much of this can be accomplished with your SAM 
Buddy at STUDY NIGHT! 
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  Professional Business Attire Checklist 

Menôs  Womenôs  

Ã Two piece business suit in BLACK or 

NAVY 
Ã White Collared Shirt (tucked)  

Ã Simple Patterned Tie  
Ã BLACK or DARK Brown Oxfords  

Ã Long BLACK dress socks  
Ã BLACK or BROWN belt  

Ã Hair trimmed short and styled 
conservatively  

Ã Minimal cologne  

Ã Trimmed fingernails  
Ã Optional: briefcase/ portfolio  

Ã No earrings  

 

Ã Two piece business suit with 

Skirt/Pant Suit in BLACK or NAVY  

Ã White Collared Shirt  

Ã Skirt sits at or below the knee  

Ã Skirt slit is in midsection on the 

back  

o is not exceedingly high  

Ã Black Pumps in mediu m height  

Ã Pantyhose in neutral/skin tone  

Ã Conservative Makeup  

Ã Conservative Hairstyle  

o (bangs pulled away from face)  

Ã Fingernails are trimmed  

o  sculpted and/or manicured  

Ã Nail polish is in neutral tones  

o (no loud colors or glitter)  

Ã Minimal Perfume  

Ã Purse is small  and coordinates with 

outfit  

Ã Simple jewelry  

(not too big/ loud)  
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 Resume Writing Guide   

Basic Four Sections: Objective, Education, 
Leadership & Experience, Awards  

 
The first steps of writing a resume are 

compiling your work experience. These include job 

title and description, employment dates, in addition 

to company name and location . Your contact 

information is vital for employers Supervisor contact 

information, professional references, as well as 

character references should also be utilized 

according to application specifications. Awards 

including scholarships, internships, GPA, 

certifications, and education information can also 

he lp make you stand out in a crowd.  

Please see the provided templates for chronological, 

functional, and combinational resumes.  

Your resume should be tailored to fit the 

specifications for each position you apply to. It 

is advised that you apply with different resumes 

for each individual application. If the position you 

are applying to includes requirements for strong 

customer service skills, you will want to highlight this 

skill in your job description and/ or skill summary 

with the job titles that fit the position you are 

apply ing to the most.  

Employers want to be catered to. Make 

your resume fits as closely as possible to the 

requirements or job description. The most 

common templates used for resumes are 

chronological , functional , and combinational .  

ǒ ǒ ǒ 

ñYour resume should 

be tailored to fit the 

specifications for each 

position you apply to.ò 

ǒ ǒ ǒ 

 

 

An average 

employer spends 

about 10 - 15 

seconds  reading 

a resume!  

As a jobseeker, your 

resume acts as a 

commercial in selling 

you to the employer! In 

the job marketplace, 

YOU are the product!  
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Executed 

Allocated 

Classified 

 

 

Action words are strong verbs used in 

resumes to showcase skills and 

accomplishments to hiring managers.    

These words are always listed on a 

resume in past tense, even if your 

position is current. There are 

currently multiple functional list s 

for utilizati on in various job fields 

including  man agerial, financial, clerical, 

and administrative among others.  

 

 

 

 

           

  

 

 

        Input  Action Words in Job Description*   

¶ Accelerated introduction of a new technology, which increased productivity by 15% 

¶ Organized consumer databases to efficiently track product orders 

¶ Supervised a team of six service employees. 

 

 

 

Action Word List  

accelerated, acclimated, 

actuated, adapted, 

added, addressed, 

adhered, adjusted, 

administered, admitted, 

advanced, advertised, 

advised, advocated, 

aided, aired, affected, 

allocated, altered, 

amended, amplified, 

analyzed, answered, 

anticipated, appointed, 

appraised, approached, 

approved, arbitrated, 

arranged, ascertained 

asked, assembled, 

assigned, assumed, 

assessed, assisted, 

attained, attracted, 

audited, augmented, 

authored, authorized, 

automated, awarded, 

¶ B

a

l

a

n

c

e

B

i

l

l

e

d 

¶ B

l

a

z

e

d 

¶ B

o

calculated, canvassed, 

capitalized, captured, 

carried, out, cast, 

cataloged, centralized, 

challenged, chaired, 

changed, channeled, 

charted, checked, chose, 

circulated, clarified, 

classified, cleared, 

closed, co-authored, 

cold, called, collaborated, 

collected, combined, 

commissioned, 

committed, 

communicated,  

compared, compiled, 

complied, completed, 

composed, computed, 

conceived, 

conceptualized, 

concluded, condensed, 
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Action Word List  
 
A-   

Accelerated  

Accomplished  

Achieved  

Adapted  

Administered  

Advised  

Analyzed  

Arranged  

Assembled  

Assumed 
responsibility  

-B-   

Balanced  

Blazed  

Billed  

Built  

-C-   

Carried out  

Channeled  

Collected  

Communicated  

Compiled  

Completed  

Conceived  

Conducted  

Controlled  

Contracted  

Coordinated  

Counseled  

Created  
Cut  

-D-   

Delegated  

Demonstrated  

Designed  

Determined  

Developed  

Directed  

Dispatched  

Distributed  
Documented  

-E-   

Earned  

Edited  

Effected  

Eliminated  

Enabled  

Energized  

Established  

Evaluated  

Expanded  

Expedited  

-F-   

Facilitated  

Found  
Functioned as  

-G-   

Gained  

Gathered  

Generated  

Graded  
Graduated  

-H-  Handled  
Hired  

- I -   

Increased  

Influenced  

Implemented  

Improved  

Initiated  

Innovated  

Inspected  

Installed  

Instituted  

Instructed  

Interpreted  

Interviewed  

Introduced  

Invented  
Issued  

-L-   

Launched  

Lectured  

Led  

-M-   

Maintained  

Managed  

Mastered  

Met with  

Modernized  
Motivated  

-N-   

Negotiated  

-O-   

Operated  

Optimized  

Originated  

Orchestrated  

Ordered  

Organized  
Oversaw  

-P-   

Participated  

Performed  

Pinpointed  

Planned  

Prepared  

Presented  

Produced  

Programmed  

Proved  

Provided  

Published  
Purchased  

-R-   

Recommended  

Recorded  

Recruited  

Reduced  

Referred  

Reinforced  

Represented  

Researched  

Revamped  

Reviewed  

Revised  
Revitalized  

-S-   

Saved  

Scheduled  

Screened  

Served  

Set up  

Simplified  

Sold  

Solved  

Spearheaded  

Standardized  

Steered  

Structured  

Suggested  

Supervised  

Supported  
Surpassed  

-T-   

Taught  

Tested  

Trained  

Translated  

Tripled  
Typed  

-U-   

Underwrote  

Updated  
Used  

-W-   

Won  
Wrote  
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Chronological Format
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Functional Format  
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Combinational  Format  
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Interview Practice Questions  
In general, what employers are looking for in these be havioral interview questions is:  

¶ What the situation was? 

¶ What you did? 

¶ What the end result was? 

*STAR- Situation, Task, Actions, Result 

Job Knowledge / Functional Capabilities: 

Maintains and applies the appropriate level of functional knowledge, skills, and 

capabilities necessary to fulfill job requirements and support the business. 

1)  Provide and example of when youôve used job knowledge and/or expertise to analyze and 
resolve a problem. What was the problem, the action(s) that you took, and the result?  

2)  Provide me with an example of actions that you have taken to stay up - to -date on 

knowledge/trends related to your job. What was the knowledge/trend and why was it important, 
what action(s) did you take to stay current and what was the result?  

Teamwork and Collaboration:  

Works cooperatively and collaboratively with others to achieve shared goals and 

objectives. 

1)  Provide me with an example of when you worked collaboratively with others to solve a 
problem and provide a win -win solution. What was the problem and the solution(s), what actions 

did you take, and what was the result?  

2)  Provide an example of when you have voluntarily shared your knowledge/expertise with 
others for the purpose of enabling the successful achievement of goals. What was the situation, 
what was the information/expertise that you shared and the actions that you took, and what was 

the result?  

Organizing Work: 

Prioritizes and organizes work activities for self and others as needed to efficiently 
accomplish goals and objectives. 

1)  Provide me with an example of actions that you have taken to monitor the status of a project 
for which you were responsible. What was the projec t/situation, what actions did you take and 
what was the result?  

2)  Provide an example of a situation where you have demonstrated your ability to efficiently use 

your time to handle multiple and competing priorities effectively. What was the situation, what  
did you do, and what was the result.  

Critical Thinking and Management: 

Applies critical thinking and sound judgment to analyze information, solve problems 

and make decisions. 

1)  Provide me an example of a difficult work - related problem that you had to sol ve. What was 
the problem, what steps did you take to solve it, and what was the final decision.  

2)  Provide an example of when you have challenged the ñstatus quo thinkingò to generate new 

possibilities, thinking and / or approaches. What was the situation,  what actions did you take, 
and what was the result?  
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Interview Doôs & Dontôs 
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STEP 3: Developing Their Leadership 
Encourage your SAM Buddy to take an active role!  

  
 

Committee Involvement Guide 
 In the figure above, you can see th e general levels 
of membership. The goal is to have your SAM mentee move up the ladder 
into an executive role once they have complet ed the program .  You are 
helping your  SAM Buddy  develop skills that that they can utilize in the 
workplace! Once they have a role on the executive board, they can use this 

experience as a launching pad for their career!  
 
1) Gauge Interest Level 
Determine the likes and the dislikes of your SAM Buddy. Make sure he/she 
understands the job functions of each executive role. If your SA M Buddy 
does not know which role would be best, steer him/her in the direction you 
think would fit their personality.  
 
2) Job Shadow 
Most likely you wil l be placed with a SAM Buddy that was interested in your 

role. Spend a day showing them what you do, and of fering to teach them!  If 
they want to, go ahead let them take on committee membership by working 
with them towards completion of your goals!  
 
 Evaluation: Have them fill out an evaluation form to see what they liked 

or disliked in their  committee involvement.  F 

 

 

 

Executives  

 

 

Apprentices 

 

 

General Members 
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Interactive Career Coaching Program 

Completion Checklist 

 

A Successful Apprentice Must Have Completed: 

 

1) Membership Points 

 Earned at least ____  membership points . 

2) Meetings 

 Completed Initial Meeting  

 Turned In All Necessary Documents ð 

 Class Schedule Printout  

 Academic Transcripts  

 Personality Assessment Results  

3) SAM Buddy Assistance 

 Session #1: Wardrobe Guidance & Shopping (if necessary)  

 Session  #2: One-on-One Resume Guidance  & Improvement  

 Session #3: Interview Practice Worksheet  

4) Professional Development 

 Successfully Passed  Professionally Dress Code  Checklist  

 Turn ed in a Final Resume  with Buddy Assistance  

 Attended Interview Summit  

5) Committee Involvement 

 Worked on a Committee for at least 3 weeks  

 Completed Evaluation  

 

 


