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What is…? 
 

The Alumni Mentor Program? 

 

There are few things scarier than figuring out what the future holds after you graduate from college. 

Wouldn’t discussing it with someone who is where you want to be make it so much easier?  Now more 

than ever, it is critical for students to gain a perspective from outside the classroom and network with 

professionals who share the same W&J values. The Alumni Mentor Program is an opportunity to 

create a meaningful relationship with a W&J alumnus. 
 

Mentors and Protégés are paired based on similarities in their personal and professional profiles. This 

allows for the development of new or different perspectives on shared ideas for both mentors and 

protégés.  
 

This program strengthens the bond between alumni and students as well as helps shape future leaders. 

By becoming a protégé, you can successfully prepare for the transition into post-W&J life and the 

workforce while taking advantage of the myriad of opportunities available to you today.  
 

 

A Mentorship? 
 
 

 

 

By definition, a mentorship is “a professional relationship in which an experienced person assists 

another in developing specific skills and knowledge that will enhance the less-experienced person’s 

professional and personal growth.” Given this broad definition, you have the opportunity to construct 

the relationship with your mentor within a mutually beneficial framework.   

 

A mentorship is based on mutual trust and respect, and the relationship is as unique as the individuals 

involved. Mentors and protégés have total responsibility of structuring the relationship. However, if 

needed, the program offers thorough guidelines to provide ideas and assist in facilitating interaction.   
 

“Mentoring is a brain to pick, an ear to listen,  

and a push in the right direction” - John C. Crosby 
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Qualities of an Ideal Protégé  

Do you have what it takes? Qualities of an ideal protégé include: 

Enthusiastic 
 

No one wants a dud for a protégé! A good 

protégé quickly demonstrates their 

openness and willingness to learn through 

high engagement with their mentor.  

Show your enthusiasm by preparing for 

meetings and actively asking questions 

about your mentor’s experience. Do not 

let your mentorship turn into a drawn out 

interview; occasionally challenge your 

mentor’s ideas with your own perspective 

and engage in a dialogue that will be 

mutually beneficial.     

Respectful 
 

A good protégé recognizes he/she is not 

entitled to this privilege and is grateful 

for the opportunity to learn from an 

experienced professional. Mentors are 

volunteering their time to talk with you, 

so prepare for your meetings and stay 

focused on what you want to achieve 

through this mentorship. Good protégés 

maintain a professionalism that can 

translate into successful workplace and 

personal relationships.  

Future-Oriented 

A good protégé realizes the importance of 

networking with professionals who have 

shared interests. Recognize the 

abundance of knowledge and experience 

you have as a resource and learn as much 

as you can for your own future. Ask for 

outside resources or contacts that can 

further your development professionally 

and personally.  

Open-Minded 
 

One of the reasons you probably chose to 

have a mentor is the fact that you are 

unsure of how to reach the career and 

personal goals you have set for yourself. 

Mentors are walking in the shoes you 

hope to fill, so listen to their experiences 

with an open mind. You may learn a 

different outlook that you never 

considered. Mentors are sharing advice 

they believe will help you on your own 

journey, so be ready to learn something 

new as a result of the conversation.  
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Responsibilities 
 

The success of the relationship depends on the effort put forth by both parties. 

Only when both participants understand their roles and responsibilities will the 

mentorship thrive.  

 

Protégé  

 Maintain professional etiquette 

with mentor throughout 

mentorship 

 Identify goals you hope to achieve 

during mentorship 

 Follow through with time lines 

and communication 

 Proactively prepare for meetings 

with career development and 

personal growth questions and 

concerns 

 Seek resources for learning  

 Actively listen to mentor and 

contribute to dialogue 

Mentor 

 Schedule uninterrupted time for 

protégé 

 Encourage open communication 

 Seek information and assistance to 

resolve questions or problems 

 Teach by example 

 Stay flexible with meeting changes  

 Share ideas, advice, and provide 

constructive feedback 

 Adapt to protégé’s learning style 

 Identify resources that would 

further enhance protégé’s personal 

and professional growth 

 

Both  

 Clearly articulate expectations for mentorship 

 Stay flexible with expectation and meeting changes 

 Maintain confidentiality during and after mentorship 

 Provide feedback about how mentorship is 

developing through evaluations 

 Take full advantage of this opportunity to learn from 

your mentor or protégé  
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How to Get Started 
 

There is a rolling admission for the Alumni Mentor Program, meaning there is no deadline 

for you to apply. However, for the purpose of making the program more structured, the 

spring semester will have a deadline still to be determined by the Office of Alumni Relations. 

 

In order to make the mentorships as mutually beneficial as possible, we are very selective 

regarding who we pair together. That being said, there may be instances where there is not 

an alumnus with whom to pair you. If this is the case, we will save your information for the 

next program.   

 

Process  
 

1. Apply online by filling out our protégé application.  

2. We will email you with a confirmation stating that we received your application. 

3. The pairing process is determined by the Alumni Relations Department who match 

mentors and protégés by similarities in their personal and professional profiles. 

4. Once we find a mentor that best matches your profile, we will reach out to both 

parties and notify you of a match.  

5. The protégé has the responsibility of reaching out to his/her mentor.   

 

 
 

 

 

 

 

“I hope I can be someone Dreadless can 

come to for advice, whether it is about 

W&J, preparing for law school, or his 

future career.” 

                                                   -John Tate ‘77 
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How to Prepare  

 

Before you begin the Alumni Mentor Program, self-reflection is strongly 

encouraged. Here are some questions to ask yourself before you meet with your 

mentor. 

Personal 

What are my personal goals? 
 

What are things I could tell my mentor 

about myself that would benefit our 

relationship? 
 

What inspires me? What holds me back? 
 

What are my personal values? 
 

Do I need a structured/unstructured 

relationship? 
 

What are some things I feel I do well? 

What challenges me? 
 

What accomplishment has made me most 

proud? 

 

Professional 

Identify: 

Personal Work Style and Habits 

Professional Development 

Skill Development 

Research Experience 

Career-Oriented Goals 

 

What do I plan to do after I graduate? 

 

Who is my favorite professor? Why? 

 

What do I hope to achieve through this 

mentorship? 

 

What are some questions I could ask my 

mentor to get to know them better 

without prying? 

 

Topics to 

Discuss  

Resume Critique  New Developments in Industry  

Career Exploration  Time Management 

Interviewing Techniques Job Environment 

Professional Etiquette Managing Conflict  

Networking Skills  Work-Life Balance  

Personal Goals 
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Initial Meeting 
 

You are paired with a mentor with great experience in your interested career 

field. Now what? Here are some ideas to help facilitate your first discussion. 

Remember that these are only tips and are in no way required unless directly 

specified. (* = Mandatory) 

 

 

Requirements 

Mentors and protégés are 

required to fill out a Mentorship 

Agreement* and turn it in the 

Alumni Office. This is located at 

the end of the information 

packet. Both parties should keep 

a copy for their records. 

 

During the mid-point and end of 

mentorship, mentors are 

required to fill out an Evaluation 

Form*. This is located at the end 

of the information packet. 

 

Termination Process – During 

the mentorship, either mentor 

or protégé have the right to 

terminate the relationship given 

a rational reason. 

 

Logistical Items to Discuss  

What will be the primary form of communication?  

(Ex. Phone, Email, Face-to-Face) 

 

Is this a formal/informal relationship? 

 

How often will meetings occur? 

 

What days and times are most convenient to meet? 

 

 
 
 

 

“I have found someone, in 

addition to my parents, 

whom I can talk to so 

easily. She is a great 

source of 

encouragement.” 

-Abbey Musial ‘12  
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Sample Questions for Mentor 

Job 

 

 What is your job title? 

 Would you describe your organization? (Goal, size, structure, etc.) 

 What is a typical work day like? Work week?  

 How much variety does this job involve? 

 Do you work under a lot of pressure? 

 What skills do you typically use?  

 How do you handle conflict while on the job? 

 What parts of the job do you find most satisfying?  

o Most challenging? 

 How would you describe the corporate culture? 

 What times of year are busiest/slowest? 

 What is one thing about your first job that you did not expect? 

 What are the typical entry-level job titles and functions? 

o What entry-level jobs are best for learning as much as 
possible? 

 How do you manage a work-life balance? 

 What other things are expected of you outside of working hours? 

 Is travel a factor in this job? 

Industry  

 What do you see are upcoming trends in the industry? 

o What developments on the horizon can affect future 

opportunities? 
o How has the field changed since you first started your career? 

 Is this a growing field? Is employment secure? 

 What avenues could I go down in this industry? 

 What personality traits typically do well in this industry? 

 Who are the most important people in the industry today? 

 Are there opportunities for self-employment in your field? Where? 

 Why do people leave this field or company? 

 What do you see as the biggest challenges new graduates face when 

they enter your industry? 

 Are there areas of the country/world that are best for starting such a 

career? 

 How long should I expect to stay in an entry-level position? 

 What are the opportunities for advancement? 
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Sample Questions (Continued) 

Mentor  

 Why are you interested in being a mentor? 

 Have you ever had a mentor? 

 What is your background? 

 How did you choose your career path?  

 What are the things you find personally rewarding in your career? 

 What are things you find frustrating or disappointing? 

 What characteristics or skills set you apart from your peers and 

enabled you to be so successful? 

 What do you do to blow off steam from work?  

 Do you belong to any professional associations?  

o Can nonmembers attend meetings?  

 Who has influenced you the most? 

 What are 5 key books you feel I should read and why? 

 What dreams and goals inspired you to succeed? 

 If your job progresses as you like, what would be the next step in your 

career?  

 If you were starting out again, would you plan your career the same 

way? 

 What have you learned from the successes in your career? 

 

Education  

 What did you do after you graduated from college? 

o  Would you do that again? 

 Were you involved in any clubs or organizations? 

 Are there minors or electives that would be helpful in this field? 

 In what ways did your education prepare you for a career? 

 What skills and abilities do you think you developed as a liberal arts 

student and how have these contributed to your professional 

development? 

 If you could go back to college, what would you do differently? 

 What is the best training to acquire for this industry?  

o What other types of credentials are required? 

 What weight does grades/GPA hold for obtaining a job in this field? 

 What was the best piece of advice you received at W&J? 

 What types of part-time, full-time or summer jobs should I be doing 

right now that may prepare me for this career path? 

 As a student, did you see yourself in your current career? 

 What was the most surprising part of your transition from college to 

work? 
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Sample Questions (Continued) 

 

 

 

 

 

 

 

 

Other 

 What qualities are typically looked for during an interview? 

 What are the best practices to prepare for an interview? 

 What are the best resources to find a job? 

 How important is it to know someone in the industry? 

 What role does networking play, if any, to help break into this field? 

 Are there professional trade journals I should be reading? 

 What kinds of experience, paid or unpaid, would you encourage for 

someone pursuing a career in this field? 

 What made you decide to return/not return to school for a graduate 

degree? 

 What are some of the benefits and/or challenges of returning to 

school? 
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Professional Etiquette  

 

When beginning the Alumni Mentor Program, keep in mind that mentors are 

professionals and expect to be treated that way. Make a great first impression by 

following these tips.   

 

E-mail 

1. Briefly introduce yourself. When reaching out for the first time, be sure to include a 

short introduction of yourself. Include your name, class year, major, and why you are 

interested in having a mentor.  
2. Stay classy, students. Keep your message more formal than not. Only address someone 

by their first name if they imply that it is ok to do so. 
3. REVISE! REVISE! REVISE! Your email is a reflection of you, especially if you have 

never met in person before. If your email is mistake-filled and disorganized, the recipient 

will think the same of you.  
4. Use subject field to indicate content and purpose. Be clear and concise in your subject 

line. Do not use all caps, lower case, or excessive exclamation points; you will be 

mistaken for spam! 

5. No text message lingo. No more using slang and emoticons to relay what you are trying 

to say. Make sure to write out each word and use correct grammar and punctuation.  
6. Respond in a timely fashion. Do not make your mentor wait a week for your response! 

An appropriate time frame for responding would be within 24-48 hours.  
7. Want to add emphasis? Refrain from using a bunch of exclamation points or all caps. 

THIS LOOKS A LITTLE HOSTILE, RIGHT??? Properly emphasize by bolding or 

underlining words. Otherwise, you risk looking childish and unprofessional.  

8. Beware of the premature sent email. Protect yourself from accidentally sending an 

unfinished email by adding the recipient’s address once the email is fully revised.  

 

Phone 

1. Briefly introduce yourself. Do not assume your mentor knows your number. When they 

answer, introduce yourself and quickly state why you are calling.  
2. Be considerate. Make sure your mentor has your undivided attention. Do not make your 

mentor feel like you don’t value their time and knowledge.  

3. Be courteous. As elementary as it sounds, always say “Please”, “Thank You”, and 

“You’re Welcome”. Let them know you are grateful for the time they are donating on 

your behalf.  
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Professional Etiquette Continued 

 

 

4. Be punctual. If you say you are going to call your mentor at 10 a.m., then that is when 

you are going to call them. If for some reason you cannot make the call at that time, call  
and let them know you will have to postpone it. Never make them wait around for a call 

that is not going to come! 

5. Be professional. When answering a mentor’s phone call, don’t just say “Hello”. Get in 

the habit of stating your name when you answer so they know they called the right 

number. Ex. “Hello, this is (Name).”  

6. Personalize your voicemail. If your mentor calls and you are unavailable, you do not 

want them listening to that weird robot voice asking them to leave a message. Instead, 

personalize it. Ex. “Hello, you have reached (Name). I am unavailable to take your call at 

the moment, so please leave your name, number, and a brief message at the tone. I will 

return your call as soon as possible. Thank you!” 
7. Always have a notebook. When you are on the phone with your mentor, they may give 

you information that you want to write down. Do not make them wait while you are 

rummaging for a pen and paper. Get into the habit of always keeping a notebook and 

writing utensil near you while on the phone with your mentor.  

 

Meeting with Your Mentor 
1. Be early. Arrive to the location you are meeting your mentor at least 15 minutes early. 

This will give you time to get situated before you meet. If you are late, shame on you. 

Remember, early is on time, on time is late, and late is unacceptable!   

2. Turn your cell phone off. You want to give your mentor your undivided attention. If 

you are expecting an urgent call, let your mentor know ahead of time and set your phone 

on vibrate.  

3. Shake hands. If you follow the first tip, you will probably be the first one there. When 

your mentor arrives, stand up and extend your hand first. A handshake should be firm 

with an energy that communicates strength, sincerity and professionalism.  

4. Be prepared. Have your own agenda and goals you wish to achieve through this 

meeting. Think about questions you wish to ask your mentor and topics you would like to 

go over.  

5. Always have a notebook. Be sure to take notes while your mentor is speaking. If you are 

sitting there passively listening, your mentor will think you are tuned out and do not care.  

6. Contribute to the conversation. Keep your mentor engaged by actively adding to the 

conversation. This is not a one-sided interview; they want to get to know you as well! 

7. Follow the “Dress for Success” tips below. When in doubt, dress one level above what 

you think the appropriate dress code is. Always err on the side of caution when it comes 

to professional wear.  
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Dress for Success 

 

When meeting your mentor, make the best first impression you can with a 

professional look that can easily be translated into the workplace. Here are some 

tips for men’s formal dress.  

 

 

Formal Wear for Men 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Hair. Neat and groomed on head 

and face, little or no cologne or 

aftershave 

Shirt. Stiff collared shirt in 

neutral colors. When in 

doubt, go with white! 

Tie. Conservative color and 

pattern. Make sure the end hits at 

the end of your belt buckle 

Suit. Full suit with matching jacket 

and pants. Keep a neutral color that 

can be paired with different shirt and 

tie combinations. Do not 

underestimate the importance of a 

good tailor!  

Shoes. Shoes should always be darker 

and a complementary color to your outfit.  

Accessories. Do not forget to 

wear a dark belt to pull the look 

together. Acceptable accessories 

include a watch or cufflinks. If 

you have piercings, take them 

out.   
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Dress for Success 

 

When someone says “casual”, always think business casual. Unless they 

specifically say otherwise, follow these tips for a professional yet casual look.  

 

 

Business Casual for Men 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Shirt. A fitted sweater, polo shirt, 

or nice collared shirt without a tie 

is acceptable. Do not be afraid to 

layer shirts, sweaters, and vests.  

Jacket. Wearing a jacket is not 

necessary. If you want, you can 

wear your suit jacket, blazer, or 

cardigan.  
Accessories. Like formal 

dress, wear a dark belt to pull 

the look together. Acceptable 

accessories include a watch or 

cufflinks. If you have 

piercings, take them out.   
Pants. Slacks that are similar to 

Dockers, khakis, or corduroy 

pants are acceptable. Make sure 

they are fitted and have a crisp 

crease. Stay away from jeans, 

sweatpants, cargo shorts, or 

exercise pants.  
Shoes. Shoes should always be 

darker and a complementary color to 

your outfit.  
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Dress for Success 

 

Here are some tips for formal dress for women.  

 

 

Formal wear for Women 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Hair. Smooth and polished 

hairstyle. Keep it away from your 

face so it is not distracting 

Shirt. Wear a tailored blouse in a 

color or pattern that coordinates 

nicely with your suit. No 

cleavage!  

Suit. A skirt or pant suit is 

acceptable. The pants should be 

creased and tailored, and the skirt 

should hit at your knee when you are 

sitting. Navy, dark grey, brown and 

black are the safest colors.   

Accessories and Cosmetics. 

Keep your choices simple and 

not distracting. Avoid extreme 

styles and colors. Keep makeup 

natural looking, and nails 

should be clean and well-

groomed with no extreme 

colored polish.  

Shoes. Shoes should be leather or 

fabric/micro fiber. Choose closed 

toe pumps in a neutral color and 

avoid stilettos or chunky platforms. 

If you wear them at the club, leave 

them in your closet!  
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Dress for Success 

 

Once your mentor gives you the okay to dress casual, think business casual. Here 

are some tips to successfully achieve this look for women.  

 

 

Business Casual for Women 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Hair. Like the formal wear, keep a 

smooth and polished hairstyle. 

Keep it away from your face so it’s 

not distracting.  

Shirt. A tailored shirt or blouse 

in cotton or silk fabrics are 

appropriate. Pair with a 

cardigan for a more put together 

look.   

Shoes. Follow the same rules in 

formal wear. If they are club-

worthy they are not office-worthy!  

Pants/Skirts. Neither pant nor skirt 

should be tight. Like formal wear, 

your skirt should hit at your knee 

when sitting. Navy, black, grey, 

brown, and khaki are always safe 

colors to go with. Avoid jeans at all 

costs unless deemed appropriate by 

your superiors.  

Accessories and Cosmetics. 

Follow the same rules as in 

formal wear. Natural and 

conservative is best!   
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Writing Samples 

 

Here are samples of writing you can reference when you are reaching out to your 

mentor. Make sure to personalize these samples how you see fit.  

 

 

 

Email 
When introducing yourself to your mentor: 

 

 

 

 

Hello Mr. /Mrs. /Ms. (Name), 

 

My name is (Name), and I am a freshman/sophomore/junior/senior (Major) at Washington & 

Jefferson College. I am reaching out as a participant of the Alumni Mentor Program 

sponsored by the Office of Alumni Relations and as your new protégé.  

 

I wanted to express my gratitude to you for donating time from your busy schedule to be my 

mentor. Your knowledge and insight regarding the (Industry) field will be incredibly 

beneficial to me.  

 

(Give a little background on yourself. This can include academic and personal information.) 

 

(Explain why you are interested in the Alumni Mentor Program.) 

 

Again, thank you very much for agreeing to become my mentor. I look forward to speaking 

with you and developing our relationship. It is suggested that we discuss the Mentorship 

Agreement Form and determine the logistics of the mentorship. When would be the most 

convenient time for you to talk further?  

 

All the best, 

 

(Name), (Class Year) 
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Writing Samples Continued 

 

 

 

Thank you note (Handwritten preferable)  
At the end of your mentorship: 

 

  

Dear Mr. /Mrs. /Ms. (Name), 

 

I want to thank you for all you taught me during this mentorship. The knowledge and insight 

you have imparted upon me has been a great help and support as I begin my journey into the 

(Industry) field.  

 

I want to express my deepest gratitude. You have been an excellent friend, advisor, mentor 

and inspiration for me. You will forever be a major contributor to my success here at W&J 

and in the future. I look forward to the day I can help someone the way you helped me.  

 

Thank you again for this experience,  

 

(Name), (Class Year) 
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Tips for a Successful Relationship 
 

 

 Be open-minded and willing to learn 

 Be honest and real about yourself 

 Be proactive and take initiative 

 Be prepared for your meetings with your mentor 

 Ask questions about what you most want to know 

 Ask for feedback 

 Take notes 

 Be a good listener 

 Be forward-thinking 

 Respect your mentor’s boundaries 

 Follow up on agreements and meetings  

 Act on your mentor’s advice 

 Say “thank you”, especially at the end of the mentorship 

 HAVE FUN! 
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Washington & Jefferson College 

Office of Alumni Relations 
Phone: 724-223-6079 

Fax: 724-223-5278 
Email: alumni@washjeff.edu 

mailto:alumni@washjeff.edu

