	[image: image1.png]‘ The

Advisory
Board
Company




	
	HR Advancement Center




Tool #12: New Hire Mentor Role Description
I. Purpose
The mentor is an experienced [position title] responsible for providing new [position title]s with a solid foundation for independent practice, improving new hires’ integration into the department and the organization, and assisting with the new [position title]s’ personal and professional growth for the first three years that they are at [Institution].
II. Qualifications
The minimum qualifications of the [position title] for consideration as a mentor are listed below. These qualifications should be reviewed and evaluated annually in a joint effort between the HR manager and the department manager.
III. Mentor Characteristics
1. Employed at [Institution] for a minimum of two years; however, the department manager may decide an employee is ready for this role sooner.
2. Job performance rated “good” (or above), with strong interpersonal skills and role-modeling behaviors. The mentor should demonstrate professional expertise in the department and have the desire to share his/her skills and knowledge with others.
3. Interest in the mentor role.
4. Flexibility in his/her work schedule to meet mentor program needs and contact with new hires.
5. Passion for his/her profession.
6. Ability to maintain confidentiality
IV. Role Expectations
1. Participate in scheduled new hire support program activities to help promote program growth, as well as personal and professional growth for himself/herself and new hires.
2. Plan mentor meetings; if group meetings not possible, mentor should check in frequently one-on-one with new hires to ensure they feel supported in the transition onto the department and into the organization.
3. Document mentor meetings and one-on-one mentoring moments.
4. Maintain good communication with the department manager, the [new hire support coordinator/HR manager], and the new hires; in addition, proactively bring issues forward for resolution.
V. Role Objectives
1. Provide assistance for a designated period to [position title]s who are new to [Institution].
2. Supplement the orientation program, helping new graduates and experienced [position title]s adjust to their role at [Institution], with a focus on non-clinical issues that affect job adjustment and satisfaction.
3. Help improve retention of new [position title]s by identifying issues and concerns early that can cause [position title]s to leave, and by helping new hires adjust to their department and the organization.
4. Offer new hires unconditional support and an opportunity to work in a culture of support.
5. Equip new hires with a solid foundation for independent practice.
6. Serve as a role model for new hires to help them develop positive traits such as leadership skills, discipline, hard work, job dedication, honesty, persistence, tactfulness, dignity, and respect.
7. Act as an exemplar of [Institution]’s mission and values while teaching service excellence skills.
8. Give additional support to the department manager as an integral part of the unit “retention team.”
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