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JPO Induction Mentoring Programme

i Thank you for participating in this pilot initiative,
which will provide useful input and information for
the further design of a JPO Induction Mentoring
Programme as well as other mentoring
programmes in UNDP.

B4 Circa 120 current senior JPOs and former JPOs
have signed up to become mentors

B Strong interest in sharing knowledge and
supporting new JPOs in being introduced to UNDP
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g—Méntoring Home
- g-Mentoring programmes in UNDP

Welcome to the UNDP e-Mentoring platform S

- What is e-Mentoring?
EBecome a mentee

i Create a user profile

E""Mentee sign up

E""Search & request a mentor ; ; i
I am very pleased to welcome you te the UNDP Mentoring Programme and the e-Mentoring Platform. Mentoring is 2 powerful development tool that can help you

EBecome a mentor achieve your personal and professional goals and help implement organizational strategies and objectives.

i~ Create a user prafile

As the internal and external environments are changing, the skills and competencies required of UNDP staff are changing as well. Mentoring can support personal and
professional development opportunities for staff at all levels - including leadership development as well as increased networking and exchange of knowledge. Mentoring
may therefore facilitate creating an even more flexible, diverse and high performing organization - ready to face the challenges ahead of us.

~Mentor sign up
B-My User Profile

B e-Mentoring resources

CoRkseE I would encourage you to explore this platform and read more about the benefits of mentoring, both for the mentors and the mentees. But even more importantly, T
& Administrate your e-Mentaring would encourage you to consider joining the mentoring programme. Whether you are interested in becoming a mentee, a mentor or both, I hope you will find the e-
programme Mentoring platform useful and that you will benefit from your mentoring experience.

 Management ovarview
Best regards,

Lykke Andersen
Manager, JPO Service Centre

How do | become a mentor in the e-Mentoring programme?

It is very simple to sign up to become a mentor in the JPO Induction Mentoring Programme. All you need to do is to fill in a User Profile on the e-Mentoring platform. It
only takes a few minutes, since most of your personal information is automatically uploaded from Atlas.

If you are interested in joining the pilot phase of the Programme, we would kindly request you to complete your user profile by 15 December. We will organize a web-
based information and learning session for all mentors in mid-January and will also share a guidance note with you to assist you in your role as a mentor.

What is the JPO Induction Mentoring Programme?

The objective of the JPO Induction Mentoring Programme is to support new JPOs assigned to UNDP in taking up their assignment. The Programme will match new JPOs
with experienced JPOs in their second or third year of the JPO assignment, Special Assistants to the UN Resident Coordinator (SARCs), or current UNDP staff members
who were recently JPOs.

It is the intention that experienced current JPOs, SARCs, or former JPOs will mentor new JPOs during the first six months of their assignment on issues which the new
JPO may be facing in the beginning of the assignment. These issues could be related to taking up a JPO assignment, integrating into the new duty station, establishing
an effective working relationship with the supervisor and other colleagues in the duty station, taking ownership of his/her induction and learning plan, etc.

It is the intention that the e-Mentoring platform will be used also for other mentoring programmes to be launched in UNDP (JPO career development mentoring
programme, LEAD mentoring programme etc.). =

|http:,l',|'sas.undp.org,l'internal,l'mentor,l'index.cfm |—|—|—|—|—|—|«f Trusted sites 3~ | H100% - 4




What Is Mentoring?

i A developmental partnership through which one person
shares knowledge, skills, information and perspective to foster
the personal and professional growth of someone else.

i A powerful development tool that can help the mentee
achieve personal and professional goals and help implement
organizational strategies and objectives.

Ed A tool to support personal and professional development
opportunities, including leadership development as well as
Increased networking and exchange of knowledge.




What are the benefits?

td For Mentors:

td For Mentees:




Benefits for the UNDP

e-Mentoring can help implement important organizational strategies and goals of the HR and UNDP strategies 2008-11.

These organizational strategies and goals consist of:

1. Staff retention: Since turn over, recruiting, and training of new staff costs money, time, and quality, UNDP aims to keep the numbers of talented staff leaving the
organization to a minimum. e-Mentoring can help develop adequate skills to perform in their existing jobs and acquire new skills that will open new career opportunities
within the organization. This strategy is closely linked to the strategy 'Career Development'.

2. Succession planning: Succession planning is used to identify potential candidates within the organization before there is a need to fill a specific position. e-
Mentoring can assist in identifying mentees that possess potential and / or accelerate the training of staff.

3. Gender parity: e-Mentoring can facilitate the achievement of the gender parity goals by providing support for the development and retention of talented women in
general, and especially those in the mid-career and senior management levels to achieve the goals of the Gender Equality Strategy 2008-11.

4. Talent spotting: This strategy consists of identifying high performing, talented staff who may be considered for managerial or specialist roles within the organization
in the future as well as helping individuals who may benefit from working in a different area of the organization.

5. Training and development: This strategy is about development of specific skills or competencies, such as leadership, diversity awareness, and information about
different aspects of the organization. e-Mentoring can assist staff in aquiring new skills, gaining new ideas and perspectives on their assignments and tasks as well as
assisting in aligning personal strengths with the needs of the organization.

6. Job support and development of new staff: This strategy includes providing an introduction to the organizational culture and an opportunity to tap quickly into
the historical learning of UNDP, obtain a broader perspective on the challenges facing the organization, how to fit into a new place and office; culturally,
organisationally and professionaly. e-Mentoring can help to reduce the learning curve of new staff members and can offer more personal and professional support
during the introduction process.

7. Career development: This strategy includes assisting staff in improving their current skills and learning new skills that will help them advance in their careers, and
to complement the guidance and supervision offered by direct supervisors and managers. e-Mentoring relationships can help staff identify professional strengths and
weaknesses, assist them in setting goals related to their professional and personal growth and to gain clearer understanding of potential career paths within UNDP.

8. Improved communication: e-Mentoring can improve internal communications and enhance the communication flow between staff members and between senior
management and staff. It is also a way to increase knowledge sharing across organizational as well as normal work boundaries.

9. Staff well-being / enabling environment: This strategy is about making sure staff members have tools at their disposal to balance work with their personal
commitments. e-Mentoring can assist in providing counseling and support to new staff members or to staff members who have moved to a new work area, for example;
how to help a family settle in a new place, advice on spousal employment, and how to build positive working relationships in UNDP, etc.




What Is the e-Mentoring platform?

Ed A space for knowledge sharing and mentoring.

B A virtual platform to manage Mentoring programmes.

« The JPO Induction Mentoring programme is the first to be
piloted using the platform.

 Other mentoring programmes with different objectives such
as. leadership development, women leadership, career
development, introduction of and support to new staff, etc.
will follow.

B A framework to facilitate the matching of mentees with mentors,
and to allow the mentees to take ownership of this process.




The JPO Induction Mentoring Programme

i A 6-month long programme.

i Targeting new JPOs with maximum 6 months
experience in UNDP (as JPOs).

i With clear objectives:
« Offer support to the introduction of new JPOs in UNDP

* Provide Insight into UNDP’s culture, organizational
structure, and business practice

* Provide Insight in areas of work-life balance, self
management, stress management, working in a multi-
cultural environment.




The JPO Induction Mentoring
Programme — the Pilot Phase

Ed Mobilization of mentors: December 2009 — January
2010.

4 Roll-out among new JPOs entering the organisation
starting from 15t of January 2010.

Ei Launching for mentees from 22"9 February.
Similar online session to be organized for mentees.

Ed Mid-term review upon completion of first 6 months of
Implementation.

&t Final evaluation on January 2011.
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Fd The mentor’s role:

Help the mentee develop and integrate into the UNDP by sharing
knowledge regarding organizational protocol and culture.

Help identify professional strengths and weaknesses, offer insight and
knowledge useful to the mentee that will help him/her set goals related
to his/her professional and personal growth.

Practice committed listening, provide guidance, help interpret events,
offer constructive feedback, assist in confidence building and in
discovering solutions to current challenges.

Be committed to the mentoring relationship, respect the individual and
honour the privacy of that relationship.
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What is the role of the mentee?

Y0
# &

Fd The mentee’s role:

Take responsibility for his/her professional growth and development.

Set clear objectives and expectations for the Induction Mentoring
relationship. Take an active role in getting there and make an effort
regarding the relationship.

Listen actively to the mentor, ask good questions, make the most of the
feedback and take advantage of the mentor's expertise and experience.

Be committed to the mentoring relationship, respect the individual and
honor the privacy of the relationship.



How to organize the mentoring
relationship?

Ei For a successful Mentoring relationship, the following points need to
be agreed upon upfront:

 The mentee's objectives and expectations:
» Are they realistic / appropriate?

* The length of the e-Mentoring relationship:

6 months for the JPO e-Mentoring programme.

* The frequency of contact / duration of meetings:

Recommended once every other week (email/phone/Skype as applicable).

» Try to establish a routine.

Commit to having a Skype/phone conversation at least once a month.

Develop a system for tracking and recording information so you remember what
was discussed in each meeting and you avoid confusion about when you have
agreed to meet next time.






How do we organize the mentoring
relationship?

 The media to be used and how contact and meetings will be arranged:

« The option of face-to-face contact is often preferable. When not possible, contact via
telephone or Skype to break the ice is recommended. Otherwise start out with a Skype chat or
email.

If mentor or mentee is travelling to the other's duty station location, schedule a time to meet in
person.

. Confldentlallty
Communication between mentor and mentee must be considered confidential.

» For open communication to evolve, the Mentoring relationship must be built on mutual trust
and respect. Both parties must feel comfortable with regard to the information they share.

Permission should be received from the mentee or mentor before any shared information is
discussed with a third party.

* No fault termination of the e-Mentoring relationship:

« The mentor or the mentee are free to terminate the Mentoring relationship throughout the
duration of the Induction Mentoring programme if s/he wishes to do so. Ensure, however, to
officially finalize the Mentoring relationship in the platform, if such a situation should occur.




Which subjects to discuss?

Ei For a successful Mentoring relationship, the mentor and mentee
may wish to consider specific subjects that would be beneficial to
discuss, such as:

« The mentee's interests:

The mentee’s skills, competencies, interests, values, career goals and aspirations, career paths in
UNDP, work/life balance, competencies required for a specific career path, training opportunities,
achieving job satisfaction, etc.

How to align personal strengths with the needs of the organization and how to build positive working
relationships in UNDP.

Other interests beyond profession may also be worthwhile discussing (and a good ice-breaker.)

. The day-to-day functioning in UNDP, i.e.:

How to fit into a new location and office, culturally, organizationally and professionally.
How issues with colleagues, supervisors or supervisees can be resolved.

How to help the family settle into a new place, including related concerns such as new schools,
housing, social integration, spousal employment, local issues, etc.

Even if the mentor cannot offer advice, effective listening can be very beneficial and offer support and
the feeling of community.

 The mentor's experience:

How work-life balance is maintained, career path and experiences, and what strategies s/he used for
achieving these.

Personal experience in different regions, the organization in general and outside interests and
activities.




What are effective mentor skills?

Ei Develop your mentoring skills:

e Setting goals:

 Ask yourself how you would like your mentee to evaluate the Mentoring
relationship.

e Think about times where you were mentored yourself. Think of someone who
made a difference in your life, opened a door to a new career opportunity,
provided support and encouragement.

« Handling challenging situations:

« You may not always be qualified or equipped to handle certain challenging
situations, issues or problems. When this is the case, do not hesitate to refer the
mentee to the right party.







What are effective mentor skills?

« Active listening:

It is the key to build a trusting relationship with your mentee. It involves paying
attention to the non-verbal cues. It is a challenge when mentoring via phone,
Skype, email, etc. so be as clear as possible during interaction and ask questions
to explore your mentee's reactions.

Help the mentee think more clearly, work through unresolved issues and discover
the solutions to his/her problems.

Ask guestions that help the mentee become aware of assumptions, beliefs and
attitudes that may be hindering him/her in getting the results wanted.

Create an atmosphere where your mentee feels free to say whatever is on his/her
mind and reflect back the feelings that seem associated with what was said.
Avoid making decisions for your mentee and assist him/her in making his/her own
decisions.




Learning resources on mentoring

Ei Training resources on LMS:

Achieving Success: the Help of a Mentor (3 hrs.)

Mentoring as a Manager (2 hrs.)

Mentoring effectively (2 hrs.)

Mentoring on line (2.5 hrs.)

Listening Basics (2 hrs.)

Enhancing Listening Skills (2 hrs.)

Global Diversity and Multicultural Competence (4 hrs.)

Implementing a mentoring program for the Organization (2.5 hrs.)
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How do | become a mentor in the JPO
Induction Mentoring Programme?

1. Create a user profile.

Sign-up as a mentor, indicating which mentoring programme Yyou
would like to mentor in, as well as the number of mentees you are
capable of mentoring within the same time frame.

When this section is completed, a prospective mentee may search
and match your profile.
1. If your profile comes up as a best match for a mentee, you may receive a

request email from a potential mentee to engage in a mentoring relationship.
It is then your choice to become his/her mentor.

1. If you agree, you will both receive a confirmation message and the
relationship will be officially initiated.

2. If you do not agree, please communicate your decision to the requesting
mentee by email.







You will now have the opportunity to gain the pleasure of passing on knowledge, skills
and experience to others who need it. A rewarding experience with a sense of
achievement.

You will also have the opportunity to expand your network and develop your leadership,
coaching and communication skills.

You will receive support when needed by contacting your local administrator.

For further information, please visit:
http://sas.undp.org/internal/mentor/index.cfm







If you have any questions or need some support, do not hesitate to contact us:




