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Guidelines for mentors and coaches

Introduction
These guidelines are for new and inexperienced mentors and coaches. The Guidelines will 
help and support you as a mentor or coach, so you can help and support an unemployed 
person in their efforts to gain and retain a job or a person working on keeping his or her 
job. 

This Guidelines will be specially useful of you are working with the SoS Toolkit (hint: read 
the Toolkit!). The Toolkit has lots of exercises to help people to compete for jobs in the 
open labour market. Each exercise can be done by a person working alone, but the Toolkit 
can also be used by mentors and advisors working to help unemployed people to gain 
work or to stay in work. The Toolkit is easy to understand and use, even though it has 
many things to do and read. Special equipment is not needed; a pen and paper will be 
fine for most of the time. Access to a computer and the internet will help some job 
seekers, but is not essential. 

These Guidelines give you the main ways that a mentor or coach can help and support 
someone who is looking for work, returning to or staying work, using the Toolkit or not. 
They are all about helping and supporting them to reflect and take action.  

What is mentoring and coaching?
Mentoring and coaching are similar. Both describe people (Mentors, Coaches) and activities 
to help a person achieve their goals. As a mentor or coach your task is to help a person, in 
this case an unemployed person, choose and reach a job goal.  We are calling that person 
the 'candidate' because they are a candidate for a job.  
 
Mentors and Coaches try to help the candidate make their own decisions, and achieve 
their own goals. They help them use their own talents and do not make decisions for 
them.

What is the difference between a Mentor and a Coach? 
A Mentor helps someone (the candidate, or sometimes called 'Mentee') gain confidence 
and a clearer purpose, and they will provide information, training or guidance. Mentors are 
often experienced, skillful or expert in the activity or subject. 

A Coach may not be an expert in the subject. But a coach will be able to help a person 
find and use their own resources, explore their own choices, make their own decisions, 
and achieve their own goals.  A coach mainly asks questions that help them plan how to 
achieve a specific goal.

2



Why become a mentor or coach?
• being a mentor or coach is inspiring and gives you new ideas and knowledge 
• you learn to be better at communicating and helping 
• you will face new challenges and see things from a new perspective 
• it gives you a unique opportunity to make a positive difference for another human 

being
• you can develop your own skills and competences
• there is real joy in teaching others

Tips on being a mentor or coach

 Be honest and open to questions. Try to really listen to what the mentee is saying 
and get feedback from them.

 Be appreciative of whatever you get from your mentee; learn their strengths and 
offer advice in these areas. 

 Be aware of your own limits – don´t do things outside your ability 

 Create a safe and secure environment for you and the mentee by being supportive, 
flexible and adapting to their needs

 Agree on the terms of your work together. How often will you meet and for how 
long? How long will the relationship last? There is a sample agreement form in the 
Appendix.

 
Trust and Confidence
A positive working relationship is based on mutual trust. You and the candidate should 
both feel safe and secure and feel that you have each others' best interests in mind. 
Building your understanding of the candidate is the way to obtain their trust and 
confidence. Put the candidate you are helping first. Limit your lecturing and instead listen 
in order to learn more. What are they focused on, what goals do they wants to achieve? 
This will gradually lead to the trust and confidence which is essential for further 
exploration and discussion. 

Initially try to establish a good contact by being open minded and curious. Talk about what 
is on the candidate's mind and show sincere interest and commitment. When talking with 
the candidate remember to acknowledge that they are in a difficult situation right now and 
that finding a job can be stressful. Respect that the candidate might have a different views 
or perspectives from your own. Ask for the candidate's opinion and ask them to clarify or 
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elaborate their point of view. Be clear about what you want and how you can contribute 
and support the job-seeking process. Be honest, precise, concrete and to the point. Listen 
to what the candidate is saying instead of what you are thinking of saying next.

Be aware of both your body language and the candidate's. Are they similar, or different? 
Are you passive, absent-minded, closed and introvert, or are you active, leaning forward 
and interested? Body language contributes to your listening, and to trust and confidence. 
It is easier to build rapport if you have a open attitude, are smiling, listening actively, 
perhaps nodding silently, are forthcoming and so on. When trust and confidence is 
established it will become easier to work together towards a common goal. Remember 
trust can be hard to get and is easy to lose. It is not something you just have to achieve 
once – it is something that you have to work on continuously.  

Hints and tips to building rapport:

 Treat the candidate with integrity, empathy and respect. Express your own 
enthusiasm, talk from your heart. Do not start in the middle, nor be too logical and 
directive. Let the candidate do their own exploration. Use sentences like these 
“Hello, I am glad to see you, and looking forward to this work with you, and getting 
to know each other better.” 
“How do you feel about us working together?”
“What makes you happy?” 
“What do you like doing in your spare time?” 
But don't go too deep in the mentee's personal life. You might like to use the 
Toolkit exercise ‘Know Yourself’. 

 Be honest and open about yourself. Let the candidate get to know you a bit.
“I am excited to be here, even though I have had 10 years working in this field.”
“I am a bit nervous, you are my first mentee”
“I hope we can build a trusting and helpful relationship during our work together.”
“Please be confident to ask me anything at any time.”
Do the Toolkit exercise ‘Quality of life’ together.

 Accept that the candidate might have different perspectives and points of view. 
Show the Toolkit to the mentee and tell him/her that it can be shaped according to 
his needs and approach to life. Do the Toolkit exercise ‘Getting Confident and doing 
things well’.

 Be aware of your own and the candidate’s body language. Don't cross your arms 
while talking to your mentee. Look at your mentee sympathetically, and understand 
their feelings and thoughts from their movement and expression. Reflect what you 
see back to them. Remember that intercultural differences can make it harder to 
interpret actions.
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 Listen – don´t lecture. Ask more than you tell. Use open question that encourage 
the candidate to elaborate rather than just answering ‘yes’ or ‘no’. Don't say ‘OK, 
but…’, instead say: ‘ Yes, and do you think there are other ways too?’

 Be authentic and positive. You can use examples from your own life. Endorse the 
candidate and let them feel good about their choices. Turn their thoughts into 
positives. For example, the candidate might say: ‘Nothing can help me to get a job’. 
A good answer would be: ‘I know it is really hard to get a job now, but hopefully in 
the near future it will change and you have to get prepared for the change. 
Together we can find a solution.’ Have a look at the Toolkit exercise ‘Getting 
Motivated’

 Read the Toolkit section on Working with a Mentor or Advisor.

Goal Setting

Without a goal it is difficult to know where you are going or how to get there; activities 
can become aimless. You have to have a goal, a clearly defined destination. As a mentor 
or coach you have an important role helping the candidate choose their job goal. The 
candidate's own goal should be focal point, not your own. When helping them to choose a 
goal ask how they will benefit from achieving their goal. Ask what will happen if they don
´t succeed and help them work out how to keep trying. Remember to make the goal 
specific, relevant and positive. 

It helps keep the candidate motivated to divide a main goal into subsidiary goals. Salami 
your goals. Most goals are too big to achieve in one go. Cut them into ever smaller pieces 
until each one is easy to achieve. It is much easier to be focused on a goal within reach 
and creates more 'rewards' more often for reaching more goals. 

It is helpful to identify the candidate's motives and how you as a mentor or coach can 
support them. Motivation is often easier if the goal is something the candidate really wants 
to achieve and not something he or she wants to avoid, though both are important.  

Expect goals and plans to change.  Often it is difficult to see clear goals – they may unfold 
as you go along. Help the client feel good about this. Encourage them to have a sense of 
direction even if they are not clear about exactly where they will end up. Goals can be 
SMART and goals can also be FOGGY. The appendix describes SMART and FOGGY goals.
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Hint and tips on setting a goal:

 Focus on the candidates goal – not your own. If the candidate’s goal is to know 
themselves is important that you respect their choice and don`t force another goal 
on them. To help choose the candidate’s goal you can use these examples from the 
Toolkit: 
-    About Myself 
-    Know yourself 
-    What do I like doing 

 Keep asking questions such as ‘why this goal?’, ‘would would you like to 
accomplish?’, ‘who will you involve?’, ‘when will this happen?’ and questions like 
‘what sector would you like to work in?’ ‘do you what a job?’ and ‘what conditions 
(time, wage, transport…) would suit you?’, ‘why this job and not another?’. The 
point is keep asking, helping the candidate discover and plan. See the Toolkit 
exercises
- Keep going 
- Choosing where to work 
- What would I like 

 Prioritize the goals  being flexible: goals might change along the road. See the 
Toolkit:
- Managing time and priorities 
- Keep looking 
- Choosing your job priorities 

See the appendix for tools helping setting a goal:
-   Smart and Foggy goals
-   Prioritizing what is urgent and important

Action

As a mentor or coach you can have a significant impact on another person’s life – both on 
a professional and on a more personal level. Often the mentee, in this case a person 
currently without a job or one struggling to keep it, will look for your advice and 
counselling, asking for your experience and knowledge. It is OK to help by giving 
information, knowledge and experiences, specially when you are asked for them. But 
remember – it is not about you. The focus should be on the candidate, their goals and 
how to get a job that suits them.
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Hints and tips to Action:

Identify where you really can support and help the candidate. Remember that 
action drives motivation: success raises and focuses motivation in the direction of 
more of the same; failures weaken motivation and increases doubt. Do what is 
easy, often and with success each time. 

Find examples that support the exercises and give positive feedback for effort as 
often as possible.

Keep in mind that the candidate might have different opinions from you. They might 
be at a different stages of thinking and developing their ideas. Try to identify where 
the candidate is:-  not yet thinking about doing something? thinking & planning? 
taking action? keeping going after starting? Help them do things that suit their 
stage of preparation and action.

Stay focused and positive through the process. Your focus should be how to 
support the candidate to reflect and take action. 

 
You should match your expectations of mentoring with those of the candidate. What is it 
the candidate seeks from you, how can you best support and help them, how often will 
you meet and for how long, what should the goals be? 

Find out what the candidate can do easily – ask them how confident they are to achieve 
each small step. Maybe get them to rate their confidence out of 10.  If they are confident 
– go ahead. If they are not confident, discuss and explore. Slice the problem smaller. 
Eventually you will find out what extra help they really need and what they can do on their 
own.

You have useful information to give, but throwing it at the mentee may only bruise them! 
Ask them if they want you to provide the information only when you have explored and 
found out that the cannot get it themselves, and really do want it from you. That way they 
will be ready to take it and make it useful for themselves.

What does your client want to do?
-ask them! follow their preferences , and explore their reasons. They may change as you 
discuss or as events unfold. That’s to be expected
- ask about examples, people, places, things, events and ideas that they like. This will give 
them clues about what to do. You can help them follow the clues by asking many open 
inquisitive questions. 
Summarise what the client tells you, so they can hear their own ideas and think about 
them more.

See the appendix for tools:
 Matching expectations.
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Review

Review what has worked out well.  What has the candidate done successfully, where have 
they exceeded their own level, where can they improve, which skills should they develop 
further? Give feedback on these things. 

Constructive, positive feedback creates good understanding of the best behaviour or 
conduct. Ensure that the candidate isn´t forced onto the defensive. Don´t criticize, attack 
or manipulate the candidate. 

To support the candidate's progress for the candidate make sure your feedback is prompt. 
Don´t set aside issues and challenges for a rainy day. Address them as they come along.  

Hints and tips to Review:

 Be specific and keep asking questions. For example: ‘You have chosen a certain job. 
What aspects of that job did you find attractive? (salary, travelling, distance, etc.)’.

 Focus your feedback on actual events and observations instead of personal 
assessments and interpretations. Focus on the matter at hand and not on the 
candidate or yourself.

 Try to create a positive and sustainable dialog. Find what is positive and recognise 
it. For example if the candidate doesn´t want to move to another job you might say 
'It sounds as if your choice is stay close to your family, even if it means having a 
lower salary '.

 Be positive, constructive and contribute with solutions if the candidate asks for 
them.

 Summarize your agreements and make specific agreement about the next action to 
take.

See the appendix for tools:
- feedback
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Hints and tips to Ending:

Assess your common achievements, identify and celebrate your mutual successes 
and share them widely.

What have you learned – both of you? Is there anything that could be done better 
another time? If you end before the agreed time don´t hesitate to find out why. Be 
specific.

Get feedback from the candidate. Ask questions like: 
- What have you learned about yourself?
- Do you feel confident on your current/future job?
- Do you feel empowered by the journey we have taken together?
- What now? Should we meet more to keep going?

Ending
Hopefully the “partnership” between you and the candidate will result in a job and a happy 
candidate. Remember to celebrate your successes and what both of you have learned. 
Assess what you have achieved together and tell anyone interested of your experiences 
and successes.   
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Appendix

Introdution:

 Mentoring agreement

It is good to start with an agreement, an informal contract between the candidate and 
you. It should include the purpose of the mentor/candidate relation, the duration and 
frequency, and confidentiality.

An example is:

Mentoring agreement
Date:

Candidate`s name: Mentors name:

Contact information:
e-mail/phone/address

Purpose: 
What is the specific purpose of the agreement?

Goal:
What do you want to achieve with this agreement? How will it be achieved? 

Duration:
How long should we work together, when does the course/mentorhip end? 

Frequency: 
How often and for how long will we meet?

Meeting place and means of contact: 
Where will we meet and how will we keep in touch between meetings? Via e-mail, phone, etc.?

Signature
Both Candidate and mentor sign the agreement and hereby they confirm confidenciality between  
each other

Candidate: Mentor:
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Setting a Goal:

 SMART goals

One way to set and define a goal is SMART goal. The steps below will break down your 
goals into smaller pieces and make it clearer, more specific and hopefully easier to 
achieve.   

Creating SMART goals. 

S for Specific 
The more specific and concrete your goal is, the better your chance of accomplishing it. 
Many people make their goals very general, but though this is easier, you can quickly lose 
interest, commitment and focus. To be more specific, ask questions like Who, What, 
Where, When, Which and Why. 

Who: Who is involved?, Who can help and support you?, Who will you need to involve? 
What: What do you want to accomplish? What will you get from achieving your goal?
Where: Where will this happen? Identify a location.
When: When will this happen? Is there a timetable of the different tasks? Establish a time 
frame.
Which:  Which choices will you make? Are there any constraints/restraints?
Why: Why do you want this? Why this goal and not another?  Name your specific reasons, 
purposes or benefits of accomplishing the goal.

M for Measureable
The goal should be measureable, or it will be difficult to know when you have achieved it. 
Establish concrete criteria with the candidate for measuring the progress towards the goal. 
If there are multiple goals you should have measures for each. The measurement should 
help you and guide you to stay on track, clarify subsidiary goals, identify milestones and 
keep you motivated all the way to your goal. Questions to help measure progress can 
include for example: how much? how many? how will I know I am on the right track? how 
much progress? how close am I to my goal? and so on.

A for Attainable / Achievable 
When you identify goals that are important to you, you begin to figure out how to make 
them come true. The goal should be within the candidate’s reach. How much does the 
candidate want the goal? Is it attainable from their current position? It is helps motivation 
and commitment if the goal is neither out of reach nor lacking in challenge.  Questions 
could be: am I prepared to commit to achieving my goal? is the goal achievable with my 
resources?  are there other goals that are more attainable for me? 
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R for Relevant 
For the goal to be relevant it has to be aligned with the direction you are going. When 
looking for a job with a regular salary it is may no t be relevant to pursue your dream of 
being a stand-up comedian. So set your priorities by identifying what is most important for 
you and make sure your goals are relevant to finding the right job. 
Use questions like: why is this goal important and relevant to you? what will the goal help 
you achieve? is the goal my first priority?

T for Timely
A goal should have a timeframe. Without it you get the feeling that your goal isn´t urgent 
or important at all. Make sure that your timeframe is precise. “I want to achieve my goal 
with the next 6 months” may be vague and need cutting into smaller segments and 
actions. Without the specifics you will lose commitment and motivation. When making a 
timeframe, mark your subsidiary goals with individual deadlines. That way you always 
have a goal within reach and it is easier to maintain motivation step by step. Questions to 
ask are: when? is what is my first step? what can I do today that will bring me closer to 
my goal? when are my milestones due?

FOGGY Goals
SMART goals are desirable. But in real life, things change, and finding your way to a goal 
is also about exploration and discovery. So sometimes SMART goals are difficult to define 
right away. Then FOGGY goals can be useful.

FOGGY goals: 
F  for Flexible. They change as the candidate and mentor have experiences, discover their 
preferences and can state their desires with greater clarity.

O  for Organising. Plans and goals may change, and they develop with experience. But 
they always they have an organising function: activities are purposeful, and directed 
towards the main end, even if the details are still unclear. Reviews are carried out to clarify 
more and more detail. Foggy plans are not just random events.

G  for Going forward. Not knowing all the details does not mean being aimless! The aim is 
to be employed, to earn an income, to be involved in the economy. Activities contribute to 
that aim, rather than just filling in time.  

G for Getting experience and information. People often need information to help them 
make decisions. Their experiences help them decide what matters and how to evaluate 
their information. Before achieving concrete results, FOGGY plans enable candidates to get 
the experiences they need to become self-directing.

Y for Your mentees, not the mentor’s. Your mentee must feel the plan is helpful and 
desirable for them. It must suit their frame of mind. It needs to be achievable for them, 
whatever the actual demands of the situation.  Experienced mentors might want to impose 
their plans, or persuade the mentee what to do and what to think. But the most skillful 
mentors help the mentee discover and create their own plans. They use the information 
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they have as a resource to be applied when the time is right, not as greater wisdom.
 Prioritizing 

Define how important your goal is and/or how urgent it is. This way you will be able to 
prioritize and focus on the goals that are really important and urgent for you right now. 
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Action:

 Matching expectations

Review

 Feedback

Candidates do not benefit from feedback if they feel attacked , criticized or manipulated. 
Make sure that the candidate isn´t put on the defensive. Give positive feedback often, and 
always for effort and also for success. Corrective feedback should be rare, concrete, 
focussed on the action not the person. Never be negative about their effort or about the 
person.

Decide what you want to achieve with your feedback before you start. What is it that you 
want to encourage or to change? Remember to focus on the message, on what you want 
to say, and the candidate's behaviour and not on his or her personality.

When you give feedback be as concrete and specific as possible and avoid being too 
general in your descriptions and observations. Describe your observations rather than 
making judgments or interpretations. 

Positive verbal and body language helps create a constructive and respectful dialogue, 
creating opportunities to come up with alternatives and improvements. 

Timely feedback comes immediately after your observations and not long after. 
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When giving feedback make sure to:

1. find out exactly why you want to give the specific feedback (is it necessary) 
2. create a good connection that builds rapport
3. find the positive intention behind the action and acknowledge it, even if you don’t 

agree completely
4. make concrete observations and not assessments. Use ‘first person’ sentences such 

as ‘I have noticed….’
5. emphasize actions you think will lead to better results and offer suggestions for 

improvement when the candidate is ready or asks for them
6. emphasize the candidate’s strengths and make your feedback as a request not a 

demand
7. don´t use sarcasm or irony 
8. follow up later. Don´t let the feedback hang in the air.  
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