Griffin Global Tech Employee Mentoring an Intern Guide

Introduction

Welcome to Griffin Global Tech’s (GGT) mentoring program! This guide is designed to help
GGT employees mentor new interns effectively. Building on the experience and structure of

our previous mentoring programs, this guide will provide a comprehensive framework for

mentors to support interns during their internship at GGT. The goal is to ensure that interns

transition smoothly, gain valuable skills, and become integral parts of our team.

Mentor Qualifications

Mentors should:

Be an employee of GGT with at least one year of experience.
Demonstrate strong communication and leadership skills.
Have a passion for mentoring and developing others.

Be committed to meeting with their intern regularly and providing guidance and
support.

Intern Onboarding

Week 1-2: Orientation and Initial Meetings

Introduction: Mentors should introduce themselves, their roles, and their
experience at GGT.

Company Overview: Provide an overview of GGT, its mission, values, and culture.

Team Introduction: Introduce interns to their team members and explain each
person's role.

Goals Setting: Help interns set clear, achievable goals for their internship period.
These should include both professional development goals and project-specific
goals.

Tools and Resources: Ensure interns are familiar with the tools and resources they
will be using. Provide necessary training or resources.

Homework Assignment:

1.

Write a brief introduction about themselves.



2. Setup their work environment and access all necessary tools.
3. Schedule the next mentoring session.
Bi-Weekly Meetings
Session 1: Initial Goals and Expectations
e Objective: Establish a strong foundation for the mentoring relationship.
o Discussion Points:
o Review the intern’s initial goals.
o Discuss the intern’s expectations for the internship.
o Identify any initial challenges or concerns.
o Outline the plan for bi-weekly meetings and communication.
¢ Homework Assignment:

= Write 3-5 sentences about what they hope to achieve during the
internship.

= Schedule the next mentoring session.

Session 2: Progress Check and Skill Development

e Objective: Assess the intern’s progress and focus on skill development.
o Discussion Points:

o Review the intern’s progress towards their goals.

o Discuss any challenges they are facing and possible solutions.

o Identify key skills they need to develop and suggest resources.

o Encourage the intern to start a personal project related to their role.
¢ Homework Assignment:

= Begin a personal project related to their role.

= Schedule the next mentoring session.

Session 3: Mid-Internship Review

e Objective: Conduct a mid-internship review and adjust goals as needed.



Discussion Points:

o

Review the intern’s progress on their personal project and internship goals.
Provide constructive feedback and praise their achievements.
Discuss any new goals or adjustments to existing goals.

Encourage the intern to share their thoughts on the internship so far.

Homework Assignment:

= Complete a milestone in their personal project.

= Prepare a presentation on their project progress for the next session.

Session 4: Advanced Skill Development and Networking

Objective: Focus on advanced skill development and networking opportunities.

Discussion Points:

o

Review the intern’s presentation on their personal project.
Discuss opportunities for the intern to develop advanced skills.
Encourage the intern to participate in networking opportunities within GGT.

Identify potential mentors or contacts in the intern’s field of interest.

Homework Assignment:

= Attend a networking event or meet with a nhew contact.

= Schedule the next mentoring session.

Session 5: Final Review and Career Planning

Objective: Conduct a final review of the internship and discuss career planning.

Discussion Points:

o

Review the intern’s overall progress and achievements.
Provide final feedback and highlight areas of strength.
Discuss the intern’s career aspirations and potential next steps.

Offer guidance on resume building, interviewing, and job searching.

Homework Assignment:



= Prepare afinalreport or presentation on their internship experience.
= Draftaresume and cover letter tailored to their career goals.

Session 6: Closing Session

e Objective: Wrap up the internship and provide closure to the mentoring
relationship.

e Discussion Points:
o Review the intern’s final report or presentation.
o Discuss the intern’s future plans and offer any last advice.
o Encourage the intern to stay in touch and remain connected with GGT.
o Thank the intern for their hard work and contributions.
¢ Homework Assignment:
= Complete afinal self-assessment and feedback form.
= Plan a farewell meeting or event.

Ongoing Support and Resources

e Resource Library: Provide access to a library of resources, including articles,
videos, and tutorials relevant to their role.

e Mentor Network: Encourage interns to connect with other mentors and
professionals within GGT for additional support and networking.

¢ Feedback Loop: Regularly collect feedback from both mentors and interns to
continually improve the mentoring program.
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