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Message from the Chairperson 

                       

I am happy to pen this message when WiLAT Sri Lanka is marking yet another 

milestone in our journey by launching this mentoring guide.  Mentoring is a 

personal development relationship where a more experienced person helps to 

guide a less experienced person physically and emotionally.  It is a powerful 

personal development and empowerment tool to help individuals to progress 

in their careers and in their personal lives. I hope this guide will be a useful tool 

in your mentoring journey. 

Our flagship initiative “Ignite” mentoring programme was launched in 

November 2014 and fits perfectly into the WiLAT mission which is to “Provide 

a forum for women engaged in the industry to network and create 

opportunities for career advancement & empower them to become leading 

professionals” 

All undergraduates and young women who are involved in the logistics and 

transport industry or in related service or academic institutions are eligible to 

enrol with the “Ignite” program. Mentors are senior WiLAT Sri Lanka members 

with wide experience in the logistics and transport sector and those with 

academic or professional qualifications who hold senior positions or attached 

to academic and professional organizations related to the sector. Currently we 
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have 15 Mentors from the sector who have come forward to support 55 

Mentees registered with the mentoring program. 

Good mentoring relationship also should go beyond career advancement. The 

Mentor should have credibility and integrity to transcend the message to the 

Mentee because at times the message may have to be negative, and must yet be 

delivered. That is being willing to tell things the Mentee may not want to hear, 

but doing it with empathy so that the Mentee feels that she has been heard too. 

Good Mentors will inspire Mentees to become better, and feel secure enough to 

take risks, thereby providing confidence to the Mentee to rise above their inner 

fears and doubts. A mentoring programme can only be successful if both parties 

understand each other, committed to the cause and be flexible in their 

interactions.  

This pioneering effort of WiLAT Sri Lanka is the first such initiative on 

mentoring in the global WiLAT community. I am grateful for all the Mentors 

and the young Mentees who have made their first step in their career journey 

to make a difference not only to themselves but also to the industry as a whole 

to add value and become leading logistics & transport professionals in the 

country.  

Happy Mentoring!  

Gayani de Alwis, CMILT 

Chairperson WiLAT Sri Lanka  

August 2015 
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Introduction 
 

One of the first records of a "mentor" is found in Homer's The Odyssey. A 

wise man named Mentor is given the task of educating Odysseus' son, 

Telemachus. When Odysseus went to fight in the Trojan War, he entrusted 

the care of his kingdom and his son to Mentor, a wise and trusted 

counsellor. 

Originating from the Odyssey, the name mentor has evolved as a term to 
mean trusted advisor, friend, teacher and wise person. In recent years there 
has been a remarkable rise of interest in mentoring and is used formally as 
well as informally in many organizations across the world as a means of 
employee development.  

 

The Merriam-Webster dictionary defines mentor as a trusted counsellor or 

guide. A mentor is an individual, usually older, always more experienced, 

who helps guide another individual's development. The mentor's role is to 

guide, to give advice, and to support the mentee. A mentor can help a 

person (mentee) improve his or her abilities and skills through 

observation, assessment, modelling, and by providing guidance. 

 

Mentoring is “a deliberate pairing of a more skilled or experienced person 

with a lesser skilled or experienced one, with the agreed-upon goal of 

having the lesser skilled person grow and develop specific competencies” 

Murray (1991). 

The history offers many examples of helpful mentoring relationships; 
Socrates and Plato, Hayden and Beethoven, Freud and Jung, and it is a 
fundamental form of human development where one person invests time, 
energy and personal know-how in assisting the growth and ability of 
another person.  
 
Mentoring is complementary to training. It has the capacity to increase the 
effectiveness of training which is directly related to a particular business 
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function of an organization. However mentoring has much to do with 
coaching and counselling. Therefore it is more about with the qualitative 
and subjective parts of the job role dealing with frustration, giving 
constructive criticism, handling disappointment, behaving with humility 
and compassion etc. which would enhance the abilities of the mentee to 
grasp the essential aspects of training effectively. Mentoring is often 
misunderstood with coaching. It differs from coaching due to following 
factors.  
 

Coaching Mentoring 
 
May be your manager, a 
colleague, or external coach  

 
A non-reporting relationship, normally 
with a leader from another division or 
company  
 

Has expertise in the required area  The individual typically has a broad 
range of knowledge and experience 
and may also have a strong network of 
contacts 
  

Is concerned with task and 
normally focuses on explicit 
topics and behaviors that meet a 
short-term need.  
 

Is concerned with long-term 
development and focuses on implicit, 
intuitive subjects and behaviors 
 

Coaches set the direction for the 
interaction with the learner 

Mentees set the direction and the 
agenda for interactions with their 
mentors 
 

Coaches provide feedback to the 
learner 

Both Mentors and mentees participate 
in mutual sharing and reflection  
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Why Mentoring? 
Finding a mentor is one of the most important strategic career decisions you 
can make. Many renowned professionals have attributed their success to 
having had a mentor who took a personal interest in working with them during 
their career.  

It is understood that mentoring exists for two basic reasons. They are, 

 Having a mentor offers an easier, better and more focused path for the 

mentee. 

 It is a win-win situation. It helps the mentee become more proficient at 

his job while giving the opportunity for the mentor to “give back” by 

sharing wisdom and helping the organization to develop its 

professionals.  
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Therefore it is vital that a mentor understands the following prior to entering 

into mentoring.  

 Identify why you want to be a mentor. See what is motivating you to 

accept this opportunity in spite of your busy schedule.  

 Analyse what you have to offer your mentee. Be honest with yourself as 

you consider what influence, skills, knowledge or other contributions 

you can make. Acknowledge your weak spots and be prepared to reach 

out to others.  

 Identify your needs, expectations and limits for your mentor-mentee 

relationship. Ask yourself what you would like to achieve and how 

much time you are prepared to put in.  

While mentoring can happen in formal and informal relationships it differs 
from other relationship forms. The many facets of mentoring that distinguish it 
from other relationship forms can be identified as; 
 

 Mentorships are enduring personal relationships  
 Mentorships are reciprocal relationships  
 Mentors demonstrate greater achievement and experience  
 Mentors provide mentees with direct career assistance  
 Mentors provide mentees with social and emotional support  
 Mentors serve as models  
 Mentoring results in an identity transformation  
 Mentorships offer space for self-exploration  
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Phases of Mentor - Mentee 
Responsibilities 
 
Mentor 

Phase 1: Identifying Roles 

 Have a clear understanding of why you want to be a mentor 

 Mentor with a realistic assessment of your skills and experience 

 

Phase 2: Communicating Expectations 

 Have a clear understanding of your expectations for your mentee 

 Clearly communicate those expectations 

 Stay flexible in changing expectations or plans 

 Create goals with milestones and deliverables 

 Adapt your feedback to your mentee’s learning style 

 Be realistic about setting timelines 

 

Phase 3: Working Together 

 Advise, don’t dictate 

 Advise on what you know and admit things you don’t know 

 Give good examples 

 Recognize your mentee’s weaknesses and build on strengths 

 Offer constructive feedback 

 Evaluate progress 

 Be your mentee’s supporter when they reach their goals 

 Be consistent and reliable 

 

Phase 4: Achievement of Goals 

 After mentoring is completed, follow up on successes 

 Provide an evaluation of the experience 

 Repeat the mentoring process with others 
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Mentee 

Phase 1: Identifying Roles 

 Have a clear understanding of why you want to be mentored 

 Select a Mentor based on criteria relevant to your goals 

 

Phase 2: Communicating Expectations 

 Have a clear understanding of your expectations for your mentor 

 Clearly communicate those expectations 

 Stay flexible in changing expectations or plans 

 Create goals with milestones and deliverables 

 Inform your mentor about your preferred learning style 

 Be realistic about setting timelines 

 

Phase 3: Working Together 

 Listen and contribute to the conversation 

 Understand that your mentor will not have all the answers 

 Accept constructive feedback 

 Set time aside for self-reflection 

 Evaluate progress 

 Celebrate success 

 Be consistent and reliable 

 

Phase 4: Achievement of Goals 

 Provide your mentor with updates after the mentoring is completed 

 Provide an evaluation of the experience 

 Mentee becomes a mentor 
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Keys to a Successful 
Mentoring Relationship 

Key #1: Develop a Relationship of Trust 
Relationships need to be built before any effective mentoring can take place. An 

environment of trust and mutuality must be established. It is important for the 

mentor and mentee to become acquainted with each other 

 Begin each relationship with a getting-to-know-you session. 

 

 The mentor should greet the mentee warmly and help the mentee 

identify his or her professional needs and goals.  

 

 The mentor should learn about the mentee's educational background 

and experience, and share information about her own background and 

experience.  

 

 The mentor can then continue to build upon the mentees strengths, 

needs, and goals throughout the mentoring period. 

Key #2: Define Roles and Responsibilities 
Roles and responsibilities of both the mentor and the mentee need to be clearly 

defined.   Typically, a mentee is more receptive to feedback if she feels like an 

active participant in the relationship. Questions to consider include: 

 What will the role of the mentor be? 

 What types of mentoring will be most effective? 

 What are the responsibilities of the mentee and mentor? For example, 

the mentee may be required to attend specific training or exposure 

visits given by the mentor or complete a certain number of mutually 

determined career advancement goals during the mentoring period. 
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Key #3: Establish Short and Long Term Goals 
 

Mentors and mentees should work together to develop mutually agreed upon 

goals. These goals become the basis for the mentoring activities. For example, a 

mentor and mentee together might determine mentee needs to improve 

communication skills. A short-term goal could be to improve English language 

speaking skills. A long-term goal could be to facilitate this experience to the 

workplace in multiple scenarios and the mentor would then support the 

mentee in reaching these goals. Mentors need to provide constructive feedback 

to mentees on goal progression. Mentees should have an opportunity to be 

reflective on their actions and should agree with the mentor on the specific 

feedback and document it in the action log. The mentor can note their 

observations in a positive, constructive manner and describe any actions taken 

by the mentee in connection with the established goals. Open, respectful, and 

supportive communication is essential to this process and should include the 

following: 

 Active listening - Mentors must be skilled at actively listening to 

concerns. Feelings are important, and greater trust is established when 

a mentee feels he or she can safely share thoughts and feelings with the 

mentor. 

 Timing - Mentors must be sensitive to the timing of feedback. If 

emotions are high or a mentee seems defensive, mentors need to back 

off and reschedule another time for giving feedback or address the 

perceived barriers. 

 Value Feedback - Even experienced teachers can learn new ways of 

thinking and doing things. Mentors and mentees must value and be 

responsive to each other's feedback. 
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Key #4: Collaborate to Solve Problems 
 

Be collaborative in solving problems. Mentors need to allow mentees the 

opportunity to identify concerns and potential solutions. Mentors should 

encourage mentees to take risks and do things differently by implementing 

creative solutions. Mentors can improve the outcome of their mentoring by 

doing the following together: 

 

 Identify the specific concern. 

 Brainstorm possible solutions. The mentor can offer ideas, but the 

mentee should be allowed to choose which plan to put into action. 

 Select a plan to try, and discuss desired outcomes. 

 Implement the plan. The mentor should be supportive and encouraging, 

and reinforce successful completion of the plan. 

 Assess the outcome together. The mentor and mentee should be 

reflective and discuss the effectiveness of the activity and make 

adjustments as needed. 

 Try another solution, if needed. It is important for mentors to 

remember that there are many different ways to address an issue and 

that the mentor's way may not be the most effective solution for the 

mentee. 

 Celebrate success 
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Benefits of Mentoring 
 

Mentoring is an effective method of helping inexperienced individuals develop 

and progress in their profession. There are many benefits to successful 

mentoring relationships. 

 Mentees are able to learn and grow under the mentor's guidance. 

 Mentees are able to experiment with creative solutions to problems 

within a safe and supportive environment. 

 Mentees become stronger and more intentional in their teaching. 

As a mentor, you can enjoy many benefits; 

 Gaining insights from your mentee's background and history that 
enhance 
your professional and personal development 

 Gaining satisfaction in sharing your expertise with others 
 Re-energizing your career 
 Learning more about other areas within or outside your organization 
 Building a relationship with someone outside your area and thus 

increasing your networking within and outside the company. 

Mentees can enjoy many benefits from mentoring in addition to career 
development,   including the following:  

 Gaining from your mentor's expertise 
 Receiving critical feedback in key areas, such as communication, 

interpersonal relationships, technical skills, change management,  
leadership skills etc., 

 Developing a sharper focus on what you need to grow professionally 
within your organization or elsewhere. 

 Learning specific skills and knowledge that are relevant to professional 
and personal goals. 

 Networking with a more influential person in the sector 
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 Gaining knowledge about different organization cultures and unspoken 
rules that can be critical for success and therefore adapting more 
quickly to your organization's culture. 

 Having a friendly ear with which to share frustrations as well as 
successes. 

How to Make Mentoring 
Work? 
 

In order to make the mentoring experience productive, the mentoring 

relationship should possess the following elements. 

 Mentee-driven - Mentees should define their development needs and 
make sure they are addressed. 

 Clear, learning-based goals - Focus on what the mentee is learning 
from the relationship, rather than the tangible benefits. 

 Realistic expectations - For mentees, understand that a mentor 
doesn’t guarantee career advancement. For mentors, understand that 
the relationship is about more than meeting with someone every month 
and listening to issues. 

 Confidentiality - Both parties must be able to share difficult 
experiences and knowledge. With a good mentor, there is a certain 
amount of candour. A mentee needs to know what to share with others. 
And that goes both ways. 

 Dedicated time, and an agenda - Setting aside at minimum two to 
three hours per month to meet is a good practice.  The mentee should 
have a clear, organized agenda for the meeting.  In today’s context one 
can have virtual meetings via Skype etc.  It is the responsibility of the 
mentee to have the updated diary maintained during these sessions. 
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Furthermore, the following are considered important for a formal mentoring 
program to be successful.  

 Clear outlining of program goals and expectations for mentors and 
mentees 

 Careful selection and pairing of mentors and mentees 

 Both mentor and mentee held accountable for the relationship’s success 

 Recognition for mentors who make a difference 

 A timeline with a beginning, middle and end, so participants can end the 
relationship gracefully if it isn’t working 

 Follow up to benchmark the success of individual pairings and develop 
best practices 

In order to ensure the level of quality and effectiveness of the mentoring 
program, following steps need to be ensured 
 

a) Develop a plan to measure mentoring program processes  

 Selecting indicators of program implementation viability, such 

as, meeting frequency, relationship duration, training programs 

etc., 

 Developing a system for collecting and managing specific 

information on the program success 

b) Develop a plan to measure expected outcomes 

 Specifying expected outcomes 

 Selecting appropriate evaluation method  to measure outcomes, 

such as questionnaires, face to face discussions 

 Selecting and implementing an evaluation design  

c) Create a process to reflect and disseminate on evaluation findings  

 Refining the program design and operations based on the 

findings  

 Sharing best practices with the global network  
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Ten Commandments for 
Mentors & Mentees 
 

Mentors Mentees 
  

1. Facilitate not clone 1. It’s your responsibility, not your mentor’s  

  

2. Uniqueness is important 

 

2. Be committed 

 

3. Consistency is critical 

 

3.  Show up for the relationship 

4. Provide honest feedback 4. Give back and get more 

 

5.. Empower rather than solve 5. Keep expectations realistic 

 

6. You have shared responsibility 6. Share openly 

 

7. Appreciate what you are giving  7. Be yourself 

 

8. It’s not coaching but mentoring 8. Don’t be afraid of your mentor’s silence 
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How do we Manage the ‘Ignite’ 
Program in Sri Lanka? 
 

1) Invite Senior ladies in the sector to join the Mentoring program as 

Mentors 
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2) Call for applications from Mentees  

 

 
 

3)  ‘Ignite’ Program Launch  
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4) Issue certificates to Mentors at the launch  
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5)  Mentor-Mentee meeting calendar, diary and action plan 
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6)  Workshop on effective Mentee Mentor relationship 

7) Targeted programs for Mentee skill and competency gaps

 
8) Experience  sharing sessions 
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9) Mentoring program evaluation  
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10) Formal conclusion of “Ignite” with awarding of certificate  & next 

batch enrolment   
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Learning Log 
Meeting today was helpful. Note down your learnings………………… 
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