MENTORSHIP PAPER
DUE DATE:  November 19, 2009
125 PTS TOTAL

OBJECTIVE:  

· To cultivate a working relationship with someone you would consider to be a mentor within the work environment.
· To study their behavior within the workplace and observe their conduct during working hours.

· To learn from them the Human Relations skills that they use in stressful or difficult situations.

· To analyze what you have learned from this experience and write about your findings.

· To Provide a safe environment for exploration
THE PERSONAL INTERVIEW: (1 hour) 50 PTS
After you’ve selected a mentor, you need to conduct an interview with them.  Your questions should be based on the work environment.

Name:

Job Title:
Business Card - Attached
Workplace:

Phone Number:

Years of Employment (over all)

List of Questions:

1.  Can you tell me some of your experiences in the workplace that had the most effect on your life that changed you as a person?

2.  Through your working career, what have been the most rewarding experiences?  What has been the most challenging experiences?

3.  Can you share with me a situation that if you had to do over, you would have done differently?  What did you learn from it?  
4.  Of the bosses that you’ve had, which one would you consider a mentor and why?  What lessons did you learn from him/her?

5.  What is the biggest risk you ever took at work?  Did that work for you?

6.  When you go to hire someone, what are the things that you look for in an applicant besides that fact that they can do the job?
7.  In your opinion, what are your biggest strengths, from a human relations standpoint, that you bring to the work environment?

8.  In closing, what words of advice would you give me about the work environment?

THE OBSERVATION:  (3 – 4 hour) (75 PTS)
With the permission of your mentor, you are to spend time observing them on-the-job.  This must be conducted during work hours.  You can divided the hours up into segments of time, as long as it accomplishes the goal of the exercise.  

Questions to be answered within your paper from the observation:

1. Where did your observation take place?  Time in:
Time Out:

2. Who was also with you during the observation, i.e., their boss, co-worker, etc.  

3. What were they work on at the time of the observation?  Who were they assisting?  

4. While your observed your mentor, how did she or he conduct themselves on the job?

5. What situations did you observe?  Did you think that they handled situations in a manner conducive to their answer given in the personal interview session?  Why or why not?

6. What things did you observe that you would want to implement into your own work skills?  Was their a particular way that they conducted business that stands out in your mind?
7. What things did you find that you believe they could improve upon?  
8. Please share what did you learn from this experience?

PAPER REQUIREMENTS:
Turning In your Paper:  To save time, and ultimately make sure that your Paper is counted towards your overall score/grade, you will need to submit your Paper in the following fashion:

Cover sheet:  Must have your name, course name, time the class meets, Paper unit number, instructor name, and date.  Please make one cover sheet.

Citations/Reference at the top of the first page:   

· Name:

· Job Title:

· Business Card - Attached
· Workplace:

· Phone Number:

· Years of Employment (over all)

Content:  The content of the Paper must answer the questions.   Bring a tape recorder or a video tape and record the interview.  You can transcribe it once you’ve completed the interview.  
Neatly organized and a Computer Generated Hardcopy:  Paper assignments need to be labeled and presented in such a way that each Heading can be easily identified.    

Stapled:  The Paper unit must be stapled together prior to turning in for grading.   
On-Time:  Your assignments will be given to you ahead of time so that you have the ability to finish the work that is required of you.  

The Paper will be graded on the following criteria:

· Coversheet (See Above)

· Computer Generated  
· Grammar,  spelling and punctuation

· Neatness  
· Clearly labeled (See Above)

· Complete assignments

· Content and Thoroughness (See Above)

· REFERENCED- 
· Stapled

Please note:  If you do not hand in your Paper as instructed above, points will be deducted for every infraction. Consistent Grammar and spelling errors will cause more points to be deducted.  It is possible to hand in your Paper and not receive any points due to point deductions, so please, be forewarned that you must check your work and follow the above directions.  

WARNING:  PLEASE NOTE – ANY PAPER TURNED IN LATE WILL RECEIVE A ZERO GRADE! 
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