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What is Mentoring?

Mentorship refers to a personal developmental relationship in which a more experienced or more knowledgeable person helps a less experienced or less knowledgeable person. The receiver of mentorship was traditionally referred to as a protégé, or apprentice but with the institutionalization of mentoring the more neutral word "mentee" was invented and is widely used today.

There are several definitions of mentoring in the literature. Foremost, mentoring involves communication and is relationship based. In the organizational setting, mentoring can take many forms. One definition of the many that has been proposed, is "Mentoring is a process for the informal transmission of knowledge, social capital, and the psychosocial support perceived by the recipient as relevant to work, career, or professional development; mentoring entails informal communication, usually face-to-face and during a sustained period of time, between a person who is perceived to have greater relevant knowledge, wisdom, or experience (the mentor) and a person who is perceived to have less (the protégé)" (Bozeman, Feeney, 2007).
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The Benefits of Being a Mentor

· Ignite a spark 

· Create a legacy 

· Build your leadership and management skills 

Mentors are rewarded by sharing knowledge and skills, helping others succeed, and supporting the profession. All you need is a passion for the profession and a willingness to spend a couple hours per month developing a relationship with a student. 

Mentoring requires a willingness to share, listen, and provide advice in a flexible relationship shaped by the needs of the mentee. Just as the event professions demand high-quality customer service and a commitment to teamwork, mentoring is a way for every professional to improve the field, one person at a time. While mentoring programs are designed primarily for the benefit of mentees, mentors enjoy rewards as well. Including:

· Exposure to the emerging talent pool 

· Ongoing attention to your own career development 

· The satisfaction of imparting wisdom and experience to others 
· Enhancement of coaching, leadership, management, and recruiting skills 

· Exposure to diverse thoughts, styles, personalities, and cultures 

· Opportunities for recruitment to our profession and/or your employment setting 

· A way to give back to your association and/or profession 

· A lasting career network 

Are You Ready to be a Mentor? If you can answer, "YES" to most of the following statements, you are a great candidate for the Orlando NACE Mentoring Program!

· I will make a personal connection based on trust and mutual respect and listen to my mentee's needs and concerns. 

· I will help my mentee to define career goals and provide networking opportunities to attain those goals. 

· I will share my knowledge of educational and professional requirements to prepare my mentee for his/her career. 

· I will offer information, advice, references, and resources to assist my mentee's needs. 

· I will offer constructive criticism, but allow my mentee to learn from their mistakes. 

Mentoring improves employee retention and performance, too. It also impacts organizational culture by leading to more informal mentoring.

What you give you get, ten times over. 
-Yoruba proverb
The Benefits of Being a Mentee

· Be a standout 

· Showcase leadership 

· Work smarter, not harder 

Mentees gain invaluable insight beyond their own education and experience. Give yourself the edge with the support and guidance of a mentor. Whether you need advice or a sounding board, a mentor can inspire and guide you. NACE will match you to a mentor based on your personal profile.

Mentoring programs are designed primarily for the benefit of mentees. You are encouraged to begin the relationship with specific goals and expectations-which are typically met by a well designed program. Your benefits may extend far beyond what you planned, and may include:

· Access to a support system during critical stages of your academic and career development 

· An insider's perspective on navigating your career 

· Clearer understanding and enhancement of academic and career plans 

· Exposure to diverse perspectives and experiences 

· Direct access to powerful resources within your profession 

· Identification of skill gaps 

· Greater knowledge of career success factors 

· The foundation of a lasting professional network 

Are You Ready to be a Mentee? If you can answer "YES" to the following statements, you are a great candidate for the NACE at UCF Mentoring Program:

· I'm responsible for my career goals and would enjoy the benefit of a mentor's guidance to create a plan for success. 

· I'm ready to listen, but I'm also ready to share my ideas so it's a give and take relationship. 

· I'm ready for objective feedback to consider new ideas and new approaches suggested by my mentor. 

· I have realistic expectations for my mentor relationship. No one is perfect and good relationships take honesty, effort and time. 

· I'm busy with school and work, but I'm ready to make a commitment for my future by communicating with my mentor. 

One more thing about mentoring: it pays. Employees who have had mentors typically earn thousands more than employees who haven't. 

Exploring the questions brings more wisdom, than having the answer. 
-A Course in Miracles 
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Orlando NACE Mentoring Program 

Mentor and Student Qualifications 

The Orlando NACE mentoring program is to acclimate UCF students into the catering and event industry. The following requirements will help support the opportunities and expectation of the mentors and UCF interns: 

Mentors: 

· Will provide their organization’s resources to the student for academic purposes. (Papers, reports, etc.)

· Will sponsor the student for 3 monthly chapter meetings within the school year AND
· Will sponsor the student to attend the chapter’s annual installation meeting. 

· Will permit the student a minimum of 3 job shadowing days within the school year or special event walk-throughs (can also include up to a maximum of 10 hours per month of additional support). 

· Must be a Member in Good Standing

Students: 

· Will support the mentor’s projects if applicable to a course. 

· Will provide mentor with any tradeshow booth duty in Orlando during the year. 

· Will share their experiences at the student chapter’s monthly meeting where applicable. 

· Will assist in set-up and staffing needs of any NACE meetings held at the Rosen College. 

· Will support mentor’s duties with the Chapter’s board, monthly meetings, or any other organizational responsibilities the mentor is committed to performing. 

· Will be required to have membership with both the student and Orlando professional chapters of NACE (for one year prior to participating)

· Must be Junior or Senior (graduating in the following Spring)

· Must achieve a minimum of 10 points per Semester in order to be eligible.

· Failure to show up, no call/no show, or cancellation within 48 hours will result in a deduction of one sponsored meeting per incident.  Three times will result in expulsion from the program.

Other Program Details: 

· Mentoring Programs will run for a minimum of nine months to a year starting each fall. 

· NACE Mentoring Committee members will match mentors and students based on compatibility. 

· Once matched, Mentors will meet and greet at the registration desk at each NACE meeting. 

· Students who have previously participated in the mentor program will be placed on a waiting list until all first time students have been paired with a mentor.

If you are a student interested in participating in the NACE Mentor program please complete the Student Application and return it to the Student Relations Committee. 

Renee MacDonald, CMP
Assistant Director of Events 
renee.macdonald@hilton.com
Tel 407.597.3764  - Mobile 321.287.1910
OR

Jason Horowitz, CMP

Senior Event Manager

jason.horowitz@Marriott.com
Phone: (407) 238-8508
Cell:    (407) 473-2439
Fax:    (407) 238-8589
Orlando NACE Mentor Program 

Rosen College of Hospitality Management

Mentor Application 

(  Please complete and return this application to the NACE Student Relations Committee (
Personal Information

Name _____________________________________ Job Title: _________________________ 

Company: ___________________________________________________________________

Address__________________________________ City _____________ ST ____ ZIP _______

Phone No. (____)________________________ Fax (____)_____________________________

Days You Would Like Additional “Hands On” Support 

Maximum of 10 hours per month

	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	____ - ____
	____ - ____
	____ - ____
	____ - ____
	____ - ____
	____ - ____
	____ - ____


Goals & Objective 

Please describe below your goals & objectives for the student’s experience.

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

By submitting this application, you are agreeing to the program guidelines outlined on the previous page. Once the application process is complete and eligibility is confirmed you will become a NACE Mentor and be assigned a UCF Rosen College Student. 

Name (Please print)_______________________________________ 

Signature_________________________________________________ Date ____/____/_____

Orlando NACE Mentor Program 

Rosen College of Hospitality Management

Student Application 

(  Please complete and return this application to the NACE Student Relations Committee (
Personal Information

Name _____________________________________ Job Title: _________________________ 

Company: ___________________________________________________________________

Address__________________________________ City _____________ ST ____ ZIP _______

Phone No. (____)________________________ Fax (____)_____________________________

Days You are Available for Additional “Hands On” Support 

Maximum of 10 hours per month

	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	____ - ____
	____ - ____
	____ - ____
	____ - ____
	____ - ____
	____ - ____
	____ - ____


Goals & Objective 

Please describe below your goals & objectives for your experience including your area of interest (Hotels, Catering, Weddings, Special Events, Floral/Décor, etc.).

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

By submitting this application, you are agreeing to the program guidelines outlined on the previous page. Once the application process is complete and eligibility is confirmed you will be assigned a NACE Member Mentor. 

Name (Please print)_______________________________________ 

Signature_________________________________________________ Date ____/____/_____

NACE at UCF
Point System

Student Chapter Meetings



1 point 
(up to 3 points/semester)

Orlando Chapter Meetings



1 point
(up to 3 points/semester)

Socials






1 point

Student Chapter Board Meetings


2 points 


Join a Committee




2 points

Mentorship Program




2 points

Volunteer at Student Events/Fundraisers*

3 points 

Volunteer at Orlando Events/Fundraisers**
5 points 

National Conference




10 points

*Student Events/Fundraisers include any and all events, fundraisers and community service projects NACE sponsors.

**Orlando Events/Fundraisers include the WOW Awards, Annual Taste of NACE, Annual Installation Meeting, etc.

No Shows will result in a deduction of points allotted for that event.

Mentoring Appointments

Failure to show up, No Call/No Show, Cancellation within 24 hours- result in a deduction of one sponsored meeting per incident.  Three times will result in expulsion from the program.
[image: image5.jpg]




NACE at UCF

Code of Ethics


As a condition precedent to admission to membership of NACE, candidates for membership agree to abide by this code of ethics.  Failure to maintain compliance herewith shall be cause for expulsion of any member, following due process as provided in the bylaws of the association.

Requirements:

· Members shall at all times conduct themselves and their professional activities in conformance with the laws of the land.

· Members shall keep the concerns of the college foremost in mind in the conduct of their business consistent with the objectives of the college.

· Members shall continuously work to improve their knowledge and skills to the benefit of their education, themselves, NACE and the organization they represent.

· Members will have sympathetic understanding of the problems of fellow members.  This understanding is a unifying and strengthening force.

· Members shall transact all business on behalf of the association in accordance with the bylaws, policies and procedures manual, laws of the land and this code of ethics.

· Members shall not engage in activities harmful to the purpose of NACE, or use their position in the association to exploit personal views.

· Members shall devote themselves to giving of their time and talent to the communities in which they live, work and play, without regard to rewards therefrom.

· Members shall encourage promising person to enter the profession of catering and to grow therein to become the best in their chosen profession.

Your application received and accepted by NACE certifies that you have read, understand and agreed to this condition.

Student Signature 







Date

Guidelines for Mentors

· Provide guidance based on past experience.

· Create a positive counseling relationship and a climate of open communication.

· Help your Mentee identify problems and solutions.

· Lead your Mentee through problem solving processes.

· Offer constructive feedback in a supportive way.

· Share stories, including mistakes.

· Introduce your Mentee to other Business Associates.

· Be honest about business expertise.

· Solicit feedback from your Mentee.

· Come prepared to each meeting to discuss issues, topics or program of the day.

· Be timely!

· Take the time to get to know your Mentee and allow them to get to know you.

· Listen to their concerns, listen for the main points, listen for the whole meaning.

· Resist distractions.

· Provide them with a variety of activities for learning:

· Job Shadowing

· Job Rotation

· Projects/ Research 

· Coaching

· Experimental Learning

· Acting Positions

· Tours/ Visits

· Literature (Industry related magazines, articles, etc.)

Sample Mentor Program

Convention Services

Session 1

Delphi Overview

Sales Contract/Contract Addendum

Attrition

Site Inspection/Pre-Planning Meeting

Session 2
F&B Proposals

Meeting Specifications

Creating Group Resume

Session 3
Conference Facility Agreement

A-Z Guide

Production and Exhibit Company Guidelines

Session 4
Outside Vendors

AV

Telecom

TSE

Session 5
On-site

Boxes

Walking rooms

Session 6

F&B

BEO’s

Pricing/Discounts

Session 7

F&B continued


Up-selling


CRPGRN



Tastings

Shadow as available.
Guidelines for Students

· Dress professionally. (unless told otherwise by your mentor) – each time that you enter the Mentor’s workplace you are representing yourself, NACE at UCF and the Orlando NACE Chapter.

· Be timely!- Keep your appointments, arrive on time (or better yet, five minutes early), answer phone calls and emails within a timely manner and should an emergency arise and you can’t keep your appointment, take the time to communicate to your Mentor.

· Don’t chew gum.  

· Listen.  Your Mentor is taking time out of their busy schedule to guide you towards your career goals, don’t let your mind wonder, maintain eye contact and really listen to what they have to say. 

· Ask questions.  If you don’t understand something that your Mentor tells you, ask questions for clarification.  If you’re in a meeting or they’re on the phone and it’s not a good time to ask a question, jot it down in your notebook and ask them later. 

· Take notes.  It’s hard to retain the loads of information that your Mentor will provide to your during mentoring sessions, so take notes so that you’ll have them to refer to at a later time.  

· Use positive body language.  Don’t slouch or cross your arms.  Keep your body language open and your mind will remain open.

· Smile!  It’s a great opportunity to be learning “on the job” with an industry professional.  Let them know with a smile that you’re appreciative of the time they’re giving to you.

· If you find that you’re losing concentration, let them know so that they can allow you to go for a quick walk or get some fresh air.  

·  Be a sponge!  Soak it all up.  You’ll be surprised how much you can retain.  The sky is the limit.  

· When it’s time for you to provide referrals for jobs, your Mentor should be at the top of your list.  Imagine having an Industry Professional as a reference.  
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