BUCKNELL UNIVERSITY

MENTORSHIP
PROGRAM
STUDENT HANDBOOK

GOALS OF THE PROGRAM:
• Build a long-term professional network
•D
 evelop and enhance professional and communication skills
•C
 onnect academics and careers
•A
 cquire advice on experiences and courses that would be beneficial
•E
 xplore new ideas and areas of interests
•G
 ain exposure to career options, advice, and job-search tips

MENTEE EXPECTATIONS
You have been selected to participate in the Mentorship Program because we believe you will commit to the
program and you will benefit from the relationship with an alumna or alumnus. We expect that as a mentee
you will be:

RESPONSIBLE

Be the driver of the relationship. You will initiate contact, be prompt in responses, coordinate convenient
times and frequency to communicate, and lead the conversation with your mentor.

PROFESSIONAL

Approach the mentoring relationship with professionalism and respect. This opportunity is not about securing
a job or internship but creating a life-long relationship with a fellow Bucknell Bison that will be beneficial to
you professionally.

PROACTIVE

Stay on top of your communication with your mentor. If you have not received a reply to your mentor within
one week, follow up with them. Your mentor may have gotten busy and incidentally missed your email.
Responses should be within 48 hours to your mentor.

RECEPTIVE

Keep an open-mind when interacting with your mentor. Be receptive to suggestions and feedback. Ask
questions and have them prepared before a skype/phone call.

ACCOUNTABLE

Agree and commit to the expectations and goals. Keep consistent with responses. If you run into any
roadblocks, contact the Mentoring Program staff to discuss and address them.

GOALS:
Setting goals with your mentor is critical because it gives direction and clarity to the mentoring relationship.
It also increases the likelihood of a successful relationship. Think about what you hope to gain from this
experience and what activities you might be interested in doing with your mentor. Following are some ideas:
• Understanding the transition into life at college
• Reviewing and updating your résumé and cover letters
• Getting tips on job and internship searches
• Preparing for interviews
• Discussing how to balance personal and professional priorities
• Discussing graduate school
• Attending a professional meeting or program
• Discussing how to find a job that combines your major and interest
• Gaining insight into key skills necessary to succeed
• Obtaining an understanding on your mentor's workplace culture

The SMART guidelines below can help you to set effective goals that will help in traveling the road to success.
SMART MEANS:

S

PECIFIC Clearly articulate what you wish to accomplish (Who, What, Where, Why)

M EASURABLE

Establish criteria for how you will measure that a goal was achieved

A

CHIEVABLE Identify goals that will challenge you but are attainable given your current role

R

EALISTIC Ensure that your identified goal can be met, given your available priorities

T

IME-BOUND Set 1 or more target dates, the “by when” to guide your goal to successful and
timely completion (include deadlines, dates, and frequency)
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STOP

Before your first contact, do your homework. Like job interviews, you should be researching
your mentor's background through multiple platforms.
• L inkedin		 • M
 entorship program biography
•G
 oogle search		
•C
 ompany website
•B
 ucknell website

How to start the conversation

1ST

EMAIL

Mentees are responsible for initiating the first contact with their mentor.
When you connect with your mentor for the first time, follow this template to provide
some biographical details to your mentor. Mentors want to know a little about you to build
rapport and guide the conversation. Any information can be helpful for them.
•W
 here were you born?
•W
 hat were you involved in during high school?
•W
 hat types of activities do you plan to be involved in during college?
•W
 hat academic majors are you interested in?
• If you could have your dream job, what would it be?
• If you could travel anywhere, where would it be?
Pick 3-4 questions that
resonate with you
•W
 hy did you choose Bucknell?
•W
 hat has been your favorite thing about Bucknell thus far?
•W
 hat do you hope to get out of the mentorship program?
•W
 hat is one thing you’re most looking forward to talking about with your mentor?
Also ask your mentor about their experience so you can find a connection. i.e. if you both
were double majors, how did they balance work load?

2ND
EMAIL

After your initial contact, your second conversation should revolve around the question:
What are your personal goals for the mentorship program? Once you’ve reflected on
this question, share this with your mentor. Your mentor has been selected for this very
purpose, and they can be instrumental in helping you achieve your goals.
Common goals can be:
• L earning more about life at Bucknell
• F eel more confident for an interview
• L earn about life after graduation
•G
 et tips on how to secure an internship
• F eel more connected with Bucknell
• L and a leadership role on campus
Establish how you want to continue contact. The relationship should be organic. For
some, contact via email is the best opportunity, but others expand to phone calls, skype calls,
and zoom meetings. While not all of these options will work best for you and your mentor,
consider what works best for you and your mentor. Discuss these options with your mentor
to discover what forms of contact works best for them. Ask your mentor what times work
best to connect with them and ask how often they would like to contact: What is your
preferred method of contact and what times work best for you? Be as flexible as possible
and don't be offended if contact gets pushed back — your mentor is busy!
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Registration for
spring classes begins
October 26. Ask
your mentor about
classes to take!

3RD & 4TH

EMAIL

EMAIL

After you’ve established goals, build upon them through your continued
conversations. Here are some topics to initiate a conversation with your mentor.
While you’re getting to know your mentor, think about asking some of these questions:
• What is a typical day for you professionally?
• What aspect of Bucknell has best prepared you for your career?
• Can you describe your work environment?
• How do I develop my leadership style?
• What are the most satisfying aspects of your work? What are the most frustrating?
• How did you get your current position?
• What advice do you have for someone at their first job/first internship?
• What skills do you feel that a student should develop through their time at Bucknell?
• If you could launch your career all over again, what changes would you make to your path?
• What are some tips for work-life balance?
• What is the best piece of advice you have been given in your career?
• Can you describe the qualities you look for when hiring employees?
• What classes at Bucknell do you recommend?
• What was your path to your current position?

TOPICS TO COVER WITH YOUR MENTOR
RESUMES
COVER LETTERS
INTERNSHIPS
MAJORS
EXTRA CURRICULARS
LIFE AS A FIRST-YEAR STUDENT
BEING A BISON
RESIDENCE LIFE
PROFESSIONAL ATTIRE
INTERVIEWS

SUCCESS
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Mentorship
Program

SUCCESS!

YOU
ARE
HERE

5TH

EMAIL

As the fall semester winds down, contact your mentor one final time to see how you’ve been
doing on your goals.
Debrief where you are with your goals
•H
 ave you met your goals? If not, what are the current roadblocks? Can your
mentor do anything to help you achieve them?
Spring Semester
•W
 hat are your academic, career, and extra curricular plans for the spring semester?
• What’s on your radar for future goals?
• Is there anything you would like to explore or know more about?

6TH

EMAIL

With your first semester under your belt, this is a great time to send your résumé with
updates about your fall semester grade and activities. Beginning the new semester is a busy
time, but be sure to connect with your mentor! Check in with your class schedule. Express
plans you have for your professional path through the semester and into the summer.
What is your class schedule?
What are some questions you have about your career and industry path?
Summer may seem in the distance, but use this time with your mentor to brainstorm
ideas for professional and personal growth so that you are ready come May.
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7TH

EMAIL

With your first semester under your belt, now is the time to narrow down on those technical
areas of professional growth.
If you haven’t already, dive deeper with your mentor about professionalism. What are some
interviewing strategies? What makes a cover letter stand out? How can you tailor your resume
to fit the characteristics of each position? Do they have tips for different positions?
Spring break is on the horizon. Find ways to utilize this time with your mentor.
•A
 ble to connect in person? See if your mentor is willing to negotiate a face-to-face
coffee meeting if conveniently located.
• L ooking for something to do this summer? Research internships or jobs near 		
where you’ll be living.
•H
 ave some down time? Update your résumé and cover letter with the guidance of
your mentor.

8TH & 9TH
EMAIL

EMAIL

As we close the end of the academic year, classes are speeding up.
But take time for these connections with your mentor.
Reflect:
•W
 hat areas are still unresolved for you, and how can your
mentor help you maximize the last few connections?
•G
 oals shifted a little, how can you recalibrate to capitalize on
your time at Bucknell?
•W
 hat types of engagement with the Bucknell organizations
will get you closer to where you want to be personally and
professionally?

CONTACT
MENTOR
CHECKLIST

■
■
■
■
■
■
■
■
■
■

1st time
2nd time
3rd time
4th time
5th time
6th time
7th time
8th time
9th time
Final time
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LAST

EMAIL

With the end of your year with the mentorship program, it is time to wrap up with your
mentor. During this time, we encourage you to reflect on this experience and express how
you have grown over the course of your first year.
Reflect:
•W
 hat has been the most impactful feedback you’ve received?
•W
 hat’s something you never knew but you’re glad to know thanks to your mentor?
•H
 ow have your personal/professional goals shifted over the course of your mentorship?
•W
 here are you headed as your close your first year?
•W
 here are you headed as your close your first year?
Reflect:
•H
 ow do you want the relationship to continue?
•C
 an you continue to utilize the relationship and use your mentor as a resource in the future?
Express:
Your mentor has been along for the ride over your first year, and they want to know your
next destination! Share with them how you have changed, how you feel about Bucknell, and
where you plan on going next.
Thank Your Mentor:
Your mentor has volunteered their time and energy to invest in your future. This is the
time to share your gratitude. Send a handwritten note to their office/home to express how
appreciative you are of their guidance.
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Academic Calendar
You are the mentee and the driver of the relationship. Keep track of your contacts with your mentor to
stay on track.

Timeline for Emails to Mentor
1st Connection with your Mentor: End-September
2nd Connection with your Mentor: Mid-October
3rd Connection with your Mentor: End-October
4th Connection with your Mentor: November
5th Connection with your Mentor: December
6th Connection with your Mentor: January
7th Connection with your Mentor: February
8th Connection with your Mentor: March
9th Connection with your Mentor: April/May

Ensure that you have a final wrap up with your mentor. This should include a thank you email and/or a
physical thank you note sent to a physical work address of the mentor.

BU CK NEL L UN I VER SIT Y
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How to write a professional email:

GREETING

Be sure when starting your email you address
your mentor. Use formal names i.e. Mr./Mrs.
Jones until told otherwise Instead of writing
“Hello” or “Hey,” write “Dear Mentor.” You
can also include salutations such as “Good
morning/afternoon.”

BODY

Your opening sentence should be a greeting of
some sort:

CLOSING

Sign off the email with a salutation such as
“Thank you for your time and I look forward to
connecting with you/ I am eager for our next
conversation.

SIGNATURE

Include your name when signing your email.
Feel free to add information such as your title
of a job, your major, year, college, etc. Create a
signature on gmail so it's consistent.

•T
 hank you for your interest in the Mentorship
Program.
• I am eager to get to know you over the
course of the next year.
This is where you personalize the email to your
background, interests, and goals. Share with
your mentor what you are hoping to achieve.
Include any extracurriculars you are or want to
get involved in.
EXAMPLE EMAIL:

Mentor Name
Bucknell University Mentorship Program
Good morning Mentor,
My name is Bucky Bison, and I am eager to get to know you through the Bucknell
University Mentorship Program. I am a first-year student at Bucknell, and I live in
_______ hall. I am studying _________ with the hopes of pursuing a career in _______.
I would like to know more about your professional path after Bucknell.
Sincerely,
Bucky Bison, ’23
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Advice from previous mentees

“Make sure you have
questions and know
what to talk about
before going on the
phone. Lead the
conversation.”

“Don’t be shy about reaching
out. Making contact with
someone you've never met can
be intimidating, but the mentors
want to help and appreciate when
you're the one coordinating the
professional relationship.”

“Do not be afraid to ask you
mentor anything but definitely
come prepared with specific
questions for your mentor
and really work on building a
relationship with them besides
just asking questions about
their career.”

“Be proactive and
show your mentor
you are interested.”

“Even if your mentor does not
have a career in your field of
study, that does not mean they
can’t provide you with insight on
navigating college and helping
plan your future.”

“Stay confident in what you do
know, but never be afraid to
reach out if you do not know
something or just need advice.
They want to help you, so do
not be afraid to ask for help.”

“Don’t feel like you need to have
everything figured out while talking to
your mentor. Use them as a guide to
help you navigate what really interests
you and what you want to do.”

B U C K N E L L UNI VER S IT Y

9

Still not sure?

Feeling as though the conversation isn’t getting the depth you want?
Unsure where you want to go?
Bucknell

D

A
Landing
AILRO
As part of your professionalFacilities
network at
Bucknell, you areRalways
encouraged to reach out to Mentorship Program
Warehouse
Shops
Staff. Contact the Graduate Intern with your concerns.
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Sigma
Chi Sigma Phi
Epsilon Chi Phi
Swartz Hall

Lambda
Chi Alpha

Sigma
Alpha
Kappa
Delta Rho Epsilon

P

Tennis Courts
Visitor Parking
Visitor parking is also available on Moore Avenue,
Seventh Street, Walker Street, Loomis Street,
St. George Street and University Avenue.

FRATE
RNITY
ROAD

Davis
Hall

C
ERVI
ING S
HOUS

McDonnell Hall

Freas Hall

Kenneth G. Langone
Athletics &
Recreation Center

Kinney
Natatorium
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HildrethMirza Hall
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Hall
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Freeman College of
Management/Art &
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East
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7th Street Café
Stuck House
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Ward House
Financial Aid Hall
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Fellowship House
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for Jewish Life

Olin Science
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CONTACTS

Missy Gutkowski
Assistant Dean for Experiential Learning
Bucknell University Freeman College of Management
103 Taylor Hall, Lewisburg, PA 17837
Office: 570-577-1305
E-mail: mmg019@bucknell.edu
Kyle Kern
Graduate Intern: Center for Experiential Learning
Bucknell University Freeman College of Management
103 Taylor Hall, Lewisburg, PA 17837
Tel: 570-577-1535
E-mail: kwk013@bucknell.edu

