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AECD
Aboriginal Employment and Career Development

AEMP
Aboriginal Employee Mentor Program

CLF
Capability Leadership Framework. The CLF outlines the 13 levels that align with NTPS position classifications.

Mentor
A selected NTPS Aboriginal or non-Aboriginal middle management employee (Administrative Officer 5 or 
equivalent and above) trained and registered to be a Mentor.

Mentee
NTPS Aboriginal employees (at any level) registered to be a Mentee.

MFT
Mentor Facilitation Team. The MFT’s are experienced NTPS facilitators selected by the AECD Division to 
facilitate the training workshops for mentors and mentees.

NT
Northern Territory

NTPS
Northern Territory Public Service

OCPE
Office of the Commissioner for Public Employment

VIPS
Values, Interests, Personality and Skills

Acronyms and Definitions
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The NTPS AEMP is designed to support the mentee’s personal and professional goals by matching them with 
a suitable mentor for a period of up to 12 months. The mentor will undertake a two day training workshop and 
the mentee a one day training workshop to help prepare them for the AEMP mentoring journey.

The mentors are Aboriginal and non-Aboriginal employees from middle management (AO5 or equivalent 
and above) trained and registered under the AEMP. The mentees are Aboriginal NTPS employees from all 
classifications.

The mentor will not focus on day-to-day work performance. That’s the role of the mentee’s manager. It is 
important to separate the role of an independent mentor so the mentee can build trust, talk through issues in 
confidence and work together towards a solution. 

OCPE is responsible for the coordination and administration of the AEMP including assisting in the selection 
and training of MFT’s as well as assisting in the selection and matching of mentors to mentees. OCPE is also 
responsible for the evaluation and continuous improvement of the program.

Background
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Aboriginal Employee Mentor Program

The Mentee Resource Book has been developed to be used during and after the 
Mentee Workshop. The book provides mentees with an understanding of the 
mentoring process and an opportunity to use it with family, community and colleagues.

Mentoring Journey
The journey begins with an introduction to mentoring and takes a track that stops at meeting places along the 
way to enable Aboriginal employees to grow through the support of trusted guides or mentors.
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Methodology
Mentors support people to develop their 
potential. One aspect of our development 
is to provide career guidance and role 
models in life and work. The NTPS AEMP 
involves matching Aboriginal employees 
with a workplace mentor. Mentors may be 
Aboriginal or non-Aboriginal however will be 
trained by an AECD appointed MFT.

The NTPS AEMP has adopted the following 
blended 70:20:10 learning model for 
developing employees at all levels. This 
should be considered by mentors and 
mentees to achieve goals.

Generally seventy (70) per cent of learning 
happens in the workplace - through 
experiences, job expectations, agreed 
outcomes, special projects or when 
practicing new skills, with twenty (20) per 
cent of the learning from others - through 
colleagues, managers, mentors and other 
networks. The other ten (10) per cent takes 
place in a formal setting.

Employees will be at different levels, some will 
require more support and others will be able to go 
through the process with more flexible mentoring 
support (self-directed). The mentoring process is 
flexible to support employees to achieve their own 
goals and career pathways.

The ‘I GROW’ model of mentoring has been adapted 
for this purpose for mentees to achieve their 
potential. ‘I GROW’ stands for Issue, Goal, Reality, 
Options and Way forward. The process involves 
mentors and mentees meeting on a regular basis and 
discussing issues, setting goals, identifying current 
realities, exploring options and moving forward.

A 3 step model empowers employees 
to be self-directed.

Employees working with their mentor can 
discover together:

1 ‘What is currently going on?’

2 ‘What do I want to do?’

3 ‘How might I get to where I want?

(Egan, G. 1990 The Skilled Helped: 4th Edition).

70:20:10
20 10

70
On the job

The blending learning approach

Formal training 
programsRelationships 

and 
networking
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A formal mentor agrees to an ongoing, planned partnership that focuses on helping the mentee reach specific 
goals over a specified period.

An informal mentor provides coaching, listening, advice, acts as a sounding board and offers other help in an 
unstructured, casual manner.

“Mentoring is many things … but at its heart lies an affirmation of human relationships and the 
capacity for good relationships to enable those involved (Aboriginal employees and their mentors) 
to learn and to grow. At the same time mentoring is no soft option. Quality programs require hard 
work and tough decisions. They require firm undertakings from all involved. They operate with 
purpose and deliver real outcomes from rising self-esteem, healthier behaviours, and improved 
attendance through to better informed career choices and a more secure place in the workforce.” 
(Hartley, 2004, p.2)

The term “mentor” comes from Greek mythology. When King Odysseus was about to leave on his long 
journey, he assigned his good friend Mentor to look after his son Telemachus as a guardian and tutor.

“Because the word ‘mentoring’ has a lot of connotations associated with it.
People might think, ‘this is the person who is going to get me promoted, get me this, get me that,’ 
so it’s really important to identify to employees what the objectives are and what to expect, as well 
as not to expect, from it.”  (Sarah Kessler)

Great Mentors are:

Trustworthy

Confidential

Inspiring vision

Motivational

Respected

Open doors

Authentic

Empathetic

Perceptive

Positive

Encouraging

Thinkers

Manage risks

Respect others

Show appreciation

Give feedback

Experienced

See opportunities

Connectors

Humble

Belief in potential

Accept reality

Patient

Listen

Module 1 What is Mentoring?

The broad definition is this: an experienced person who goes out of his/her way 
to help another person reach his/her important life goals.
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Listening
Active listening is the core mentor skill. Listening, when it is done well, conveys to your mentee that you have 
heard and understood them. Pause – Listen. There is great power in the silent moments as thoughts are being 
gathered – avoid interrupting the process!! A mentee may view a mentor that talks more than listens as a 
‘know-it-all’ ‘rude and disrespectful’. A mentor that brags about their successes in life may create a situation 
where the mentee is left feeling embarrassed, shamed or unworthy. Listening skills is often an under-rated 
skill in western societies where your voice and opinion must be heard. Listening with the heart, mind and 
spirit is often more naturally practiced in Indigenous societies. Listen, watch and learn.

“We are sick of talking – no one’s listening – I won’t go to any more community 
meetings as it’s all just talk – people talk and talk – no one listens -it’s not worth 
coming along we have been saying the same thing for a long time, but nothing 
ever happens.” 
(Lajamanu community member, 2013)

For a mentor, the moments of silent listening with your mentee are the most powerful.

Encouraging
The most effective mentors encourage their mentees, which in turn helps increase the mentee’s confidence.

• Give praise and recognition, gift to inspire, personal referral or a text of encouragement.

• Compliment specific achievements, including small steps taken toward larger goals.

• Point out your mentee’s strengths and positive traits (such as perseverance, integrity) in addition to their 
performance and accomplishments.

Inspiring Vision
One skill that separates amazing mentors from good 
ones is an ability to inspire mentees to greatness. 
By setting an example as a visionary role model, 
you can help your mentee unlock their potential by 
motivating them beyond their original dreams.

Tips:

• Be a role model - do inspiring actions 
yourself which challenge your 
mentee.

• Go the extra mile for your mentee 
- find a resource or provide an 
opportunity.

• Help your mentee create a future 
vision and achieve their goals.
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Story Telling
Stories are a powerful way of communicating and connecting across cultures. Story telling through words 
and art is a big part of Aboriginal culture. Western cultures wrote books. Rock art tells stories. Listening to 
the stories and experiences of a mentor or the mentee gives us an insight into their values, interests and life 
experiences. Mentors need to tell stories, use analogies and be descriptive with words or drawings to pass on 
wisdom and lessons in life and work.

Managing Risks
Another distinguishing characteristic of effective mentors is their willingness and ability to protect their 
mentees from disasters. Your tasks are to help your mentee trust you, prevent them from making unnecessary 
mistakes, and finally help your mentee learn to trust their own decisions and actions.

Opening Doors - Connecting
Mentors are experienced people and are often in a position to provide visibility for their mentees. This means 
opening the right doors that allow your mentee to meet people and to demonstrate what he or she can do to 
different audiences.

Research has shown that a key role of a mentor is as ‘connector’ to others. To do this well, you can introduce 
your mentee to people who could help them reach desired goals.

Giving Feedback
A mentor should give frequent praise, compliments, and other forms of positive reinforcement to a mentee. In 
addition to giving frequent and sincere positive feedback, an effective mentor is also willing and able to give 
a mentee corrective feedback. Be open and honest. It’s better for your mentee to hear it from you rather than 
experience rejection or negative consequences in situations.

“And there are story places, where our elders 
passed down stories to us. And all these stories, 
laws, they came from our spiritual ancestors, our 
teachers, who taught us the way of life, and how 
we should live.”  
 (Ngarrindjeri elder Tom Trevorrow)
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Differences between a mentor and a coach
“There is no magic, only people who find and nurture champions, dramatise company goals and 
direction, build skills and teams, spread irresistible enthusiasm. They are cheer leaders, coaches, 
story tellers and wanderers. They excite, teach, listen, facilitate....”  (Peters & Austin, 1985)

Sometimes it’s difficult to separate coaching and mentoring skills.

Great mentors often share similar characteristics and interpersonal skills of coaches such as questioning, 
listening and providing feedback.

A mentor is generally someone more experienced that you admire and respect, who has a good track record 
and credibility, especially in the field of work you are in or planning to be in. A mentor can support you in your 
personal and professional life. A mentor is someone you can confide in, talk to openly about your career, issues 
at work or outside and be a guide and role model to you. People choose different mentors at different stages 
in life.

A coach is generally your line manager or supervisor with the task of leading and managing in the workplace. 
Your coach is appointed - we don’t have a choice to select our manager/coach! A coach may not need to have 
a higher degree of expertise than the person. What he/she does have is the ability to lead and manage others.

We are all familiar with the term ‘coach’ in the context of sport. A coach is focused on achieving goals – Key 
Performance Indicators (KPIs), giving specific feedback on performance, training players and developing 
strategies to win!

The role of your manager or supervisor (coach) is to focus on work performance and getting results day-to-day 
through teamwork.

Mentors should not be direct supervisors or managers.

Both mentors and coaches motivate individuals to provide them with opportunities to 
develop and enhance their skills.

Both mentors and coaches 
motivate individuals 
to provide them with 
opportunities to develop 
and enhance their skills.
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Key differences between coaching and mentoring

Coaching Mentoring

Level of formality More formal Less formal

Contract on ground rules set, 
often involving a third-party 
organisational client.

Agreement, mostly typical, 
between two parties.

Length of contract Shorter term Longer term

Typically, between 4 and 12 
meetings agreed over two to 
twelve months.

Typically, unspecified number 
of meetings with relationships 
often running over 3 to 5 years.

Outcome focus More performance-focussed More career-focussed

Typically, a greater focus 
on short-term skills and job 
performance.

Typically, a concern with longer-
term career issues, obtaining 
the right experience and longer-
term thinking.

Level of business knowledge More generalist More sector knowledge

Typically, coaches have a strong 
appreciation of business or 
commercial realities.

Typically mentors have 
a detailed knowledge of 
organisation or business sector.

Training More relationship training More management training

Typically, coaches have a 
background in psychology, 
psychotherapy or human 
resources, or have undertaken 
specialist coaching and training.

Typically, mentors have 
a background in senior 
management, with limited 
coaching/mentoring training.

Client Dual client Single client

More typically, a dual focus on 
the needs of the individual and 
the needs of the organisation.

More typically, a single focus on 
the needs of the individual.

Supervision or support Formal Informal

Typically, the coach will be 
in (or be expected to be in) 
supervision as part of their 
career development plan.

Typically, the mentor may have 
period discussions or briefings 
from human resources, if based 
within an organisation.

(Adapted from Passmore, 2007, p.13)
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Cross-Cultural Mentoring
The basics of mentoring applies to all cultures.

“It’s a very Aboriginal thing to do, to give younger people greater responsibilities within the 
community as they become able to take those responsibilities on. It is a culturally appropriate 
transfer of roles that involves respect in both directions... from the younger to the older and the 
older to the younger.”

Jackie Huggins
Indigenous Australian author, historian and Aboriginal rights activist of the Bidjara Central Queensland and Birri-Gubba 
Juru North Queensland peoples.

1

2

3

4

The key findings of a report on Indigenous Mentoring programs across Australia by the 
Centre for Social Responsibility in Mining - University of Queensland, identified four major 
components* that influence the effectiveness of the mentoring process.

Workplace planning, facilitation and implementation*

The OCPE has a clear plan for the facilitation and implementation of the AEMP.

Effective training and commitment of mentors*

A two day training workshop has been designed specifically for mentors. The commitment of 
mentors will be evaluated throughout the program and during the mentoring.

A one day workshop has been specifically designed for Aboriginal Employees (mentees) to 
prepare them for the mentoring experience.

Practical Indigenous Mentoring Process*

A map of the mentoring journey has been outlined and the ‘I GROW’ mentoring process 
customised for the NTPS.

Cross-Cultural competence

The training includes the recognition of cultural differences and similarities as well as 
strategies for effective mentoring. Additional cultural information is provided for mentors
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The NTPS structure and processes in agencies 
is founded on a western model of governance, 
policy and protocols. Aboriginal people have lore, 
obligations and traditional cultural practices. It is 
very useful to increase cultural knowledge for the 
mentor and mentee of both ‘Aboriginal culture’ and 
‘NTPS culture’ to provide innovative and successful 
outcomes in the AEMP. The common ground and 
innovation can be achieved through adapting 
processes and practices to improve the retention, 
participation and career progression for Aboriginal 
employees. 

 Example:
The one-to-one performance review can be 
a stressful experience for many people in the 
workforce. The power imbalance between a 
manager and an employee may be heightened 
for Aboriginal employees from a cultural and 
confidence perspective. A mentor may support 
their mentee in these situations by providing 
advice on what to expect in a performance review 
and provide tools to assist on how to communicate 
with their Manager.

Diversity between cultures and within Aboriginal people 

A positive outcome of the AEMP is to ‘challenge the NTPS culture’ so that the environment for Aboriginal 
employees is one that attracts, engages and retains employees. When there are issues raised by mentees 
that relate to cultural obligations a mentor with a level of cultural knowledge is able to empathise with their 
mentee and develop innovative solutions together.

The higher the Cultural Knowledge the greater the interface of 
shared understanding between us.

Abo
rig

ina
l C

ult
ure NTPS Culture

Cultural 
Interface

Common ground and innovation

Difference and “gap”
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Cultural differences affect the way we communicate, act and relate to others

Hofstede’s Cultural Dimensions (refer to appendix) is a way different cultures are measured in 
terms of differences on scale of 0 to 100.

Outlined are four cultural dimensions that are often very different between Western and 
Indigenous cultures across the world. Aboriginal people have not been reviewed by Hofstede, 
however some general observations appear to be relevant. The purpose of looking at the 
dimensions and differences for mentors is to recognise strategies for effective cross cultural 
mentoring. 

Cultural Dimensions Western cultures (Australian) Indigenous cultures

1 Individual v Collective Highly focused on individuals Collective/community 

2 Relationships v Time Timely action, targets, deadlines
Relationships more important 

than time

3 Direct v Indirect Direct communication Indirect communication

4 Gender Equality v Gender Roles Equality for men and women
Recognition of different roles for 

men and women

Note: Be aware that stereotyping and labelling is not helpful as there are also many similarities 
between people across cultures. Many people also identify as being from several cultural 
backgrounds.

“It is not only about 
differences – it’s also 
about what we have in 
common”. 
Clyde Rigney Snr
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Relationships  v Time
Some cultures are time based and focus on getting 
things done on time while other cultures (Aboriginal) 
value relationships and harmony no matter how long 
it takes.

Aboriginal people are more likely to prioritise 
relationships with families, friends and community 

before time-based work patterns, and getting the job 
done to deadlines. 

A mentor-mentee relationship should not be rushed 
to achieve short-term goals. The focus is on the 
quality of the relationship and meaningful outcomes.

2

3

4

Direct v Indirect
Direct Western cultures communication get to the 
point, speak assertively versus indirect cultures such 
as Aboriginal people, who imply the message in an 
indirect, social, polite way.

Another indirect mentoring approach to the issue is 
to have a third party – friend or colleague support the 
mentee in a mentoring session.

Gender Equality vs Gender Roles
The roles of women and men are more clearly 
defined in Indigenous cultures such as Aboriginal 
people, some eastern European countries, Middle 
East and some, not all, Asian cultures. Australians 
are more focused on equality in gender roles (e.g. 
male nurse, female engineer, women in leadership 

positions). Another factor related to respect for 
cultural roles for Aboriginal employees will be 
matching mentors to mentees of the same gender. 
The NTPS is an Equal Opportunity employer with 
rights for all.

Individualistic v Collective
Collective societies such as Aboriginal people value 
family, community and group aspirations. The wellbeing 
of the group is paramount over individuals and shared 
goals are connected to community and family.

Individualistic societies such as Australia, UK and USA 
value and respect individual rights, freedoms and 
personal goals and ambitions. Achieving a good job, 
career progression, success and rewards are attributed 
to the individual.

Many Aboriginal employees live across cultures in 
varying degrees so as a mentor, you need to be mindful 
of setting ‘collective’ and ‘individual’ goals that motivate 
and inspire the mentee. For example a career goal 
to become an NTPS Manager can be connected to 
making a ‘collective’ difference to the mentee’s family by 
earning more income and being a role model for others.

‘Me and We’     Mi: Wi
The Ngarrindjeri Aboriginal People from Coorong 
in SA  describe  Mi: Wi as Soul/spirit/gut/
conscience and the basis of a healthy lifestyle.

What is my Mi? (Individual goals)

What is my Wi? (Dreams and goals for 
community and family)

1

A higher position in NTPS is viewed as a ‘Me’ goal 
in Western cultures with prestige, pay and ‘perks’. In 
a collective culture an Aboriginal person may aspire 
to the higher position because they can influence 
positive change in policies and initiatives for families 
and communities. Better outcomes may be achieved 
in small group mentoring sessions.

NTPS Aboriginal Employee Mentor Program 

MENTEE RESOURCE BOOK 15



Comparing ‘Aboriginal culture’ to ‘NTPS culture’
It is important to understand that all cultures have law/lore, language, land, kinship and obligations.  
The terms used in the NTPS may be different yet the fundamental nature of a ‘culture’ is the same.  
The respect given to Aboriginal cultural lore, language, land, kinship and obligations needs to be  
acknowledged and valued by mentors. The NTPS depends on parallel ‘cultural norms, obligations and 
practices’. The foundations of culture apply to working in the NTPS and also to the provision of services and 
engagement with Aboriginal communities.

“Aboriginal communities and government should negotiate through working together properly 
and respectfully – not rushing over the top of the other – but negotiating a way forward calmly 
together, with integrity.”
(Gäwa Elder, Both Ways Engagement Workshops, 2013)

 

Aboriginal culture NTPS culture

Lore Law

‘The values that shape me in this space’ 
The lores of my people, the way we 
live with each other, our lands and our 
waters, don’t be greedy, be equitable and 
honourable. 

The ‘Law’ for NTPS is based on International best practices, 
rights declarations such as the United Nations Declaration of 
Human Rights (1948), Declaration on the Rights of Indigenous 
People (2007) and the Public Sector Employment and Management 
Act and Policies. A good example of values that shape NTPS 
are the values and principles of the Remote Engagement 
and Coordination Strategy. They are respect and integrity, 
commitment, accountability, clarity, inclusion and working 
together.

Language

‘The way I communicate in this space’ 

It’s more than words, body language, 
mannerisms and spoken language, 
unique communication style.

“Aboriginal groups continue to speak 
ancestral languages and follow traditional 
cultural practices, including traditional 
forms of negotiation and agreement…” 
Remote Engagement and Coordination Strategy

“It is not about more consultations but 
about listening to what the true message 
is. What is wanted is quality meetings that 
people act on.”
(Gunbalanya community member, 2010)

The ‘Language’ of the NTPS is aligned to the way government 
works. The jargon and acronyms are part of understanding 
the language however the channels of communication may be 
challenging for Aboriginal employees. 

Face-to-face interactions, non-verbal communication, written 
communication such as emails, reports and ministerials are 
culturally challenging. The networks within and between 
agencies as well as informal communications with colleagues can 
be a barrier or a pathway to navigating a successful career. 
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Land

‘My connection to place’

My land is my home, where I belong, 
where my ancestors are from, that’s my 
connection to country.

The connection to land and people is recognised by the NTPS. 
Providing services and engagement across regions and in 
communities is a key priority. The level of ‘connection to place’ is 
important to the feeling of belonging within a organisation.

Kinship

‘My connection to people’

My kinship connections run deep, like my 
connection to country, we are the same, 
we cannot separate our people from our 
country, and they are the same thing.

A huge strength of Aboriginal employees 
in the NTPS is their ‘kinship connections’ 
with clients and fellow Aboriginal 
employees.

The term ‘client-centric’ is a natural way 
for Aboriginal employees to connect at a 
deeper level of understanding. 

Certainly comparisons between Aboriginal ‘kinship connections’ 
to NTPS relationships is nowhere near as deep. The nature 
of connections between colleagues varies from friendships, 
professional work relationships to conflict, avoidance or tensions 
between people. Effective workplace relationships within and 
between agencies and at different levels in the hierarchy is 
crucial to achieve positive outcomes.

Obligations

Obligations, ceremony and tradition is 
in everything, they shape who we are as 
Aboriginal people, they make us unique 
in the way it requires us to be in certain 
times, my ceremony and tradition will 
always guide me.

There are obligations for NTPS employees and management 
of accountability to government and the community. The 
mechanisms of government and the bureaucracy has certain 
protocols that must be followed. Mentors need to be 
appreciative of cultural obligations of Aboriginal employees and 
also be able to explain the requirements (obligations) of working 
in the NTPS.
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Skills for cross cultural communication with Aboriginal people

“There are many factors to consider in cross-cultural communication – I don’t have all of the 
answers. Ask respectfully what is appropriate. There is great diversity within Aboriginal mobs 
so pretending to know it all is unrealistic.

Here’s some tips, tools and techniques to consider.”

A non-Aboriginal Mentor perspective – Andrew Inglis

• Respect attitudes, values and beliefs 
• Value culture and diversity
• Accept differences and acknowledge similarities
• Immerse yourself in the culture – food, music, 

traditions, language and environment
• Listen with the heart
• Practice and feel the power of silence
• Pause (Tip: at least 4 sec)– stop interrupting 

(something that doesn’t come easy for many 
people)

• Being humble 
• Respect culture
• Show genuine interest
• Build trust through open, honest dialogue 
• Group mentoring sessions
• Be sensitive to ‘shame’ situations 
• Respect Elders
• Understand/respect avoidance relationships
• Third party communication – using another 

person to indirectly get message to someone
• Understand politics/different mobs
• Saving face is important
• Saying ‘no’ may not be culturally appropriate  

or polite 
• Time – don’t be preoccupied or worried about it
• Don’t be impatient or pre-occupied with results 
• Don’t pre-judge

• Stereo-typing and labelling creates 
communication barriers 

• Trying not to place own ‘world views’ and values 
on others 

• Allow person to lead you in the dialogue
• Avoid being the expert – it’s foolish to pretend 
• Earn the right
• Tell/show/do
• Body language – don’t make assumptions  

(i.e. eye contact/facing people/nodding  
or shaking head)

• Seek to understand before expecting to be 
understood 

• Get close to environment
• Recognition is key to reconciliation

Tools and techniques :

•  Find out about where you come from  
(who’s your mob) 

• Life Maps
• Life Wheel
• Generational communication strategies 
• Sharing life experiences – story telling 
• Third party communication
• Inquiry and Advocacy 
• Ladder of Inference 
• Listening and Questioning
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Quality of the Mentor Mentee Relationship

The quality of the mentoring relationship will be a major determinate 
of the outcomes. Mentor matching is an important factor for success.

Build trust with your mentor. Earn trust and respect. A mentor is 
someone who has the ability to discover your hidden (potential) gifts 
or talents. As a mentee you need to be open to change.

Cross Cultural Awareness

Understanding the culture and life experiences of an Aboriginal 
employee may be more challenging for non-Aboriginal mentors that 
do not live between cultures and have different world views. Share 
differences and similarities with genuine respect and openness to 
learn about each other.

Family and Community

Enjoy the moment – share in your cultural background and explain 
your career aspirations, goals and dreams in relation to family and 
community.

Environment

The mentoring environment needs to be safe, comfortable, secure and 
confidential for both the mentor and mentee.

“If you have come here to help 
me you are wasting your time.

But if you have come because 
your liberation is bound up with 
mine, then let us work together”

Lilla Watson, Murri artist, academic 
and activist

“One of the main elements 
that successful Indigenous 
Mentor programs in Australia 
consistently identify is the 
broader need to work not only 
with mentees themselves but 
also with the mentee’s family 
for effective mentoring.”
Good Practices in Mentoring of 
Indigenous Employees, 2010

Success Factors

“Many Indigenous people 
who seek jobs must cope with 
greater personal, social and 
cultural pressures than most 
of their peers whether other 
Indigenous people or other 
employees. These pressures 
place the Indigenous employee 
at risk of failing to complete 
accredited training programs or 
remain in a workforce role.”

Good Practices in Mentoring of 
Indigenous Employees, 2010
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Barriers to Mentoring
There are general barriers in any organisations that may need to be addressed.

Workplace culture restrictive policies, practices, structures or environment (changes within)

Management  unsupportive controlling management styles and behaviours

Mentor lack of skills, inability to empathise, untrustworthy

Mentee lack of self-belief, identity and confidence

“History is the foundation of identity. It can help explain so much ongoing suffering and injustice. 
But it can become a crippling narrative. It has been my struggle to move beyond it.”

Stan Grant Journalist/International Correspondent Wiradjuri Man

There are often specific barriers that need to be addressed with mentees. Family issues, addictions, mental 
problems and health issues affect many people in life and work. Mentors can provide the tools and support 
to cope with pressures to achieve a balance between work, life accompanied with family and/or cultural 
obligations.  
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The success of any organisation’s mentoring initiative is highly dependent on the 
quality of the Mentors and Mentees! 

Don’t short change this step!

As part of the NTPS AEMP all Aboriginal 
employees will have the opportunity to 
be matched with an experienced mentor 
to support them in their role. Within any 
mentoring program, successfully matching and 
pairing mentors and mentees is critical.

Evidence shows mentees that pick their own 
mentor tend to have more successful outcomes. 
The relationship should be mentee driven and 
mentor guided.

For a mentee, choosing a mentor because 
he/she is someone you like and get along with, 
may not always be the best criteria. The main 
focus of a mentoring relationship should be development. For example: 
“I want a mentor that can build my confidence and skills to be a senior manager.”

A mentor is someone more experienced that you admire and can build a trusting relationship 
with. Best practice in matching starts with a profile for all mentors and mentees. 

The selection of a mentor should be based on the expectations of the mentee. For example 
a mentee may want a mentor to focus on specific competencies, knowledge, networking 
career or personal development. This helps avoid the unwanted matches based on 
personality traits and “similarity” alone – rather than on developmental goals. There may 
be cultural protocols, gender, relationships, conflicts of interest that prevent some mentors 
from working with particular Aboriginal employees. Mentee’s have the right to select their 
preferred mentor.

Module 2 Mentor-Mentee Matching
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Module 3  Mentor Registration

How to become a Mentor
Aboriginal and non-Aboriginal middle management 
employees (Administrative Officer 5 or equivalent 
and above) are eligible to apply to become mentors.

A Mentor Application Form is available online. 
Successful applicants will undertake a two day 
training workshop and will be asked to submit a 
photo and brief biography for Mentor-Mentee 
matching.

Mentor Selection Process
The quality of mentoring outcomes depends highly 
on the effectiveness of the Mentor. Mentors need 
to have the skills, passion and motivation to support 
Aboriginal employees whilst having an understanding 
or knowledge of working in a cross-cultural 
environment. It is essential to select managers that 
are able and willing to connect, build rapport and 
trust in a mentoring relationship.

Checklist for Mentor selection:

NTPS Aboriginal or non-Aboriginal middle management employee 
(Administrative Officer 5 or equivalent and above)

culturally inclusive and have an understanding of Aboriginal culture in NT

resides in the same community or close proximity to one another

able to attend 2 day Mentor Training Workshop

willing to mentor Aboriginal employees

be available (as required) to support other mentors

passion and motivation to develop mentoring in the NTPS

complete Mentor Application Form and Personal Biography Template

complete OCPE ‘Foundational Cross Cultural Story’ e-Learn.
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Module 4   Approval Process for Mentors

Before workshop

1 Submit Mentor Application and Personal Biography (Bio) to OCPE.

2 An email confirming acceptance as a Mentor will be sent by OCPE with 
an invitation to attend a two day Mentor Training Workshop.

3 Complete OCPE ‘Foundational Cross Cultural Story’ e-Learn.

During the workshop

4 Mentors complete VIPs profile.

After the workshop

5 Mentor Bio to be uploaded to ‘Find a Mentor’ page.

6 Aboriginal employees can review mentor profiles and nominate 
preferred mentor on the ‘Find Me a Mentor’ Matching Questionnaire.

7 OCPE will confirm suitability/availability with mentor. Approve the 
mentor-mentee match requested.

*Note: In the event a mentor-mentee match is deemed unsuitable, a discussion 
with the mentor and mentee will take place to explore other options. 

8 OCPE to send an email to the mentor and mentee confirming the 
match.

9 The mentor will start the process by arranging a ‘meet and greet’ with 
the mentee.

10 The approvals in the process will be managed by OCPE and reviewed 
regularly to see how well its guidelines are being followed.

If an organisation is extremely formal, it is best to have a formal mentor 
application and approval process, minimum time requirements, and set 
durations for the mentoring relationship.

If an organisation is informal, it might be okay to match people up and then 
let them figure out the logistics of mentoring. It is important to put at least 
minimal guidelines in place.

Guidelines ensure 
consistency and 
quality of the 
program can be 
measured.

Mentor Application 
and Biography 

Invite to attend 
Mentor training

VIPS Profile

e-Learn

Request to Find a Mentor

Approval proccess

Confirmation email

Regular review
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Module 5  One-on-one Mentoring

Process
Who will do the one-to-one mentoring?

The mentee will select their preferred mentor from a list of mentors in 
their region to be available to support them. The mentor may be Aboriginal 
or non-Aboriginal, but must be at an Administration Officer Level 5 or 
equivalent and above.

How long will it last?

It is recommended the mentee and mentor agree to work together for at 
least 12 weeks (three months) to give it a fair go. Rather than quit, it may be an opportunity to grow, become 
more resilient and determined. Clearly if it is not working out a new mentor can be selected. A mutually agreed 
change may be a great thing for both parties. The program will be evaluated over 12 months – it’s great if the 
mentoring relationship continues although sometimes a new mentor may challenge the mentee in different 
areas depending on their goals.

Mentoring process

The ‘I GROW’ mentoring process will be used to assist employees achieve their goals in one-on-one 
mentoring sessions. The ‘I GROW’ model by John Whitmore in Growing people, performance and purpose has 
been adapted for use in the NTPS. The model can be used to coach or mentor in life and work situations. In 
most cases you’ll find the answers within yourself with the support of your mentor.

Remember your mentor is not a counsellor or psychologist, so seek advice or be prepared to be referred to a 
specialist for help if required.

When? Where? and Time?

It is up to the mentor and mentee to decide on the best place to meet and schedule dates. A typical pattern of 
mentoring may be fortnightly with 45 - 60 minute sessions.

The sessions are not informal discussions but focus on development using the ‘I GROW’ process. The one-on-
one mentoring can also be repeated throughout the 3, 6 and 12 months with evaluation feedback in between. 
It is a good idea to reflect on achievements and whether the mentoring relationship is working for both 
parties.

“The best 
motivation always 
comes from within” 
(Michael Johnson)

Mentoring helps individuals discover what they really want 
to do with their lives and career and supports them toward 
the achievement of goals.

NTPS Aboriginal Employee Mentor Program 

MENTEE RESOURCE BOOK24



One-on-one Mentoring Checklist

Before the session:

1. Ensure there is a private, quiet 
place to undertake mentoring

2. Ensure all documentation* is 
available

3. Create a positive environment

Mentoring one-on-one:

4. Gain rapport and show empathy

5. Use questioning techniques

6. Use active listening skills

7. Apply ‘I GROW’ mentoring model

8. Share Life Wheel

9. Explore issues in life and work

10. Set goal(s)

11. Empathise with the current reality

12. Get mentee to take responsibility

13. Explore a range of options

14. Develop an Action Plan

15. Summarise and test commitment 
and motivation

After the session:

16. Record agreed actions under ‘Way 
Forward’ in I GROW Mentee Record 

17. Ensure the mentee has a copy of the 
I GROW Mentee Record

*Documentation required:

• Mentor Meeting Record

• ‘I GROW’ Mentee Record

• Life Wheel 
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Module 6   Meet and Greet

Often non-Aboriginal people may first ask about a person’s job role.

 What do you do? – this can be asked later. It’s not the priority.

For an Aboriginal person identity comes from knowing where you come from. 

 Who’s your mob/family?

Tell your mentor where you come from. 

 e.g. My mob are Western Arrente (tribe) from the community of Hermannsburg. 
 My family are the Moketarinja, Katakarintja family(s)

A non-Aboriginal mentor may say 

 My heritage is from Ireland. I was born in Darwin. 
 My four kids are grown up now and live across Australia.

Ask about their family.

Remember: family, relationships, land and cultural connections are more important 
than job role, titles and qualifications.

The VIPs Profile is a useful way to get to know the values, interests, personality and 
skills of each other.

Mentor Agreement (or Plan)
A written Mentor Agreement (refer to Appendix) will outline the shared 
responsibilities and obligations in the mentor mentee relationship. It’s a good idea to 
have clear expectations and respect each other.

VIPs Profile

Before you launch into mentoring sessions with someone new to 
you it is essential that you get to know each other and build trust and 
assure confidentiality. This is not likely to happen immediately so it 
requires the mentor to take the initiative and get to know the person.

Get to know               
each other 

Build trust 

Assure confidentiality

Where are you from?

Family/relationships

Cultural connections
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Module 7 ‘I GROW’ Model

I Issue Something real and important
What would you like to work on? (personal or work issue) 
Where shall we start?
What do you want to accomplish in this mentoring time?

G Goal Clarify the issue into a ‘SMART’ goal
Can you describe a picture of what you desire?
Describe how would you like your career or job situation to be? 
How will you be feeling?
What are other people doing that tells you the goal has been achieved? 
What is your goal?
When would you like to achieve it? Next week? Month? Year? 
How will you know when you have reached the goal?
What measure will you use? 
Write your goal down

R Reality What is really happening?
What is going on right now?
What are your feelings about the situation, people, environment etc? 
Are things getting better or worse?
What positive things are happening that are contributing to achieving your 
goal? What is missing from your reality that you would like to have?
How much longer can you continue living this way? What are you tolerating?
How much is this costing you?
Think back to your goal – Is it still relevant?
What are the risks associated with achieving the goal?
Do you have the necessary resources to achieve the goal? 
Do you want to change any of it?
What is stopping you from achieving the goal now?
Do you currently have the skills to match preferred jobs? 
What is the current ‘reality’ of achieving your goals?
Do you need qualifications or are there special requirements?

O Options Select several options that will help you achieve your goal 
What possible things can you do to achieve your goal?
What else could you do if you had all the time, money, resources?
Is there a job vacancy you really want to apply for?
What occupations and jobs can be explored in the ‘hidden job market’? 
Do you want to explore self-employment opportunities?

W Way 
Forward

What’s the one thing you think you should do first? 
Will it move you forward?
What is next?
When will you do that by? (set target dates with employee)
What is your commitment and level of motivation (1-10)? 
Record Action Plan

As previously stated, the ‘I GROW’ model has been adapted to utilise in the AEMP. 
‘I GROW’ stands for Issue, Goal, Reality, Options and Way forward. The process 
involves mentors and mentees discussing issues, setting goals, identifying current 
realities, exploring options and developing an Action Plan to move forward.
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As the mentee, you will be encouraged to search for something you really would like in 
life or work. It may be a deep passion or aspiration and can be a career or life goal. Set a 
‘SMART’ Goal - Specific, Measurable, Achievable, Realistic and Timely. 

Using the ‘I GROW’ Model
Issue

‘I GROW’  Model

Personal Data Date:                       

Mentee Name:                                                Mentor Name: 

Issue Discuss ‘Life Wheel’ with mentee. 

How do you like your current job?

Where would you like to be in 2 years? 5 years?

Open questions about what you would like to work on first.

Goal

Goal Career Goal (dream, aspiration):

Set up my own Business  Centre

Preferred Jobs:

Administrative Officer(PSOC 419034) Finance Manager (PSOC 411115)

R I A S E C
2 4 2 7 6 9

“Probably my best 
quality as a mentor 
is that I ask a lot of 
challenging questions 
and let the person 
come up with the 
answer.” (Phil Dixon)
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REALITY
Education

The reality may be that you are not qualified for a higher position. Your mentor will ask questions related to 
education and qualifications.

• Do you think you have the necessary skills and qualifications to do your current job?

• What about skills for a higher position?

• Are you willing to undertake further training?

Barriers

• Are there any personal, family or cultural obligations that make career progress difficult e.g. child care, 
parenting, transport or financial issues?

• Do you believe that you are too old/too young, too inexperienced/over-qualified, too sick, lack 
confidence etc?

• What languages do you speak?

• Is English your second Language?

Where are they willing to work?

Your mentor may ask you questions to assess the importance of job location.

• Are you open to work in a job that will require relocation to another area?

• How do family feel about you working somewhere else?

Reality Mentee Assessment comments :

Qualifications/competencies:    

Work Experiences – What did they like/dislike?

Barriers to achieving goal: (e.g. lack of education, family, disability, poor 
English, financial issues)

Overall motivation and commitment in job

0 1 2 3 4 5 6 7 8 9 10
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Options
The purpose of the options stage is to create a list of as many options and alternative action as possible. The 
quantity of options is more important at this stage than the quality and feasibility of each one. The brain-
stimulating thinking process of exploring options is valuable for mentees. There are many creative possibilities 
that can be explored. The challenge for the mentor is not to tell the mentee what to do. The best options will 
be selected by the mentee. As a mentor refer back to the methodology section 70:20:10 blended learning 
model that provides options on the job (70% effective), networks and people to support (20% effective) and 
training programs (10% sometimes the least effective if not the right ones). Make sure you guide your mentee 
to explore best options.

Listed are at least 20 options to consider in the template. Mentors need to be mindful of the most effective 
actions are on the job. It is important that the mentee decides on best options. As a mentor you can guide and 
make suggestions.

For example: Share stories of successful pathways other Aboriginal people have taken in the NTPS 
or private sector. One great option would be to create an opportunity for the mentee to meet 
people they really admire. Watch how they work and listen… talk to them…. learn from them.

Barriers

One of the barriers that most restricts action is the negative thoughts we carry, many of which we are barely 
conscious of. For example:

• I can’t do it

• They would never agree to that    

• I can’t afford the time

• My family won’t be happy

• I don’t think I’m qualified enough

A good mentor would invite the person to ask themselves “What if…..’

• What if you had the skills?

• What if the obstacles did not exist?

• What if you were confident and motivated?   

• What if we talk to your manager together?

NTPS Aboriginal Employee Mentor Program 

MENTEE RESOURCE BOOK30



Agree on possible options (Tick) those that will help the mentee achieve their goals. The options stage is 
flexible, change the wording and add the mentee’s own ideas.

OPTIONS No. Select the options that best suit the employee needs :

1 Research – new trends, job opportunities

2 Build confidence – communicate with others

3 Set personal goal

4 Higher duties, job shadowing

5 Attend professional development seminars/conferences

6 Look for transfer, secondment opportunities, exchanges

7 Network with people, interest groups, clubs, explore the 
‘Hidden Job Market’

8 Update resume

9 Personal presentation/Interview skills

10 Join committee/community group

11 Find a mentor

12 Return to formal education (e.g. Degree)

13 Attend internal NTPS training

14 Search for training courses

15 Work-based Project - innovation/improvement team

16 Community work or work experience

17 Explore self-employment opportunities

18 Visits to other public sector agencies/private organisations

19 Referral to counselling

20 Add your own options….

Transfer the options you selected to the 
WAY FORWARD action plan.

The action to be taken can be more specific e.g. you may 
apply to go to a conference in Alice Springs.

Wise advice from a Yirrkala Elder:

“Never give up – find a way.

You have it in you to find a way.

Sit down on the ground with people

and find the way together.”

Both Ways Engagement Workshops 2013
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0  1  2  3  4  5  6  7  8  9  1 0

Will not get done

Experience tells us that a score of 7 or below on motivation and 
commitment means that it will not get done.

Way Forward
The Action Plan outlines specific activities to be undertaken. Most will be the responsibility 
of the mentee. Some activities such as improving the resume or practicing interview skills 
may involve the mentor. Schedule the activities on the action plan. There must be a target 
date. A task without a date is just a dream!!!

The Action Plan provides a record for the Mentor and the Mentee (photocopy and share). 
It provides a record of progress for future mentoring sessions.

Note: The Action Plan often becomes the only record for the mentee.

Way 
Forward

Action Plan

Date Specific activities to be undertaken 
(refer to options selected and case notes)

Responsibility 
of Mentor

Responsibility 
of Mentee

Target 
Date Completed

OPTIONAL (3 – 5 minutes)

Finally, use a scale of 1 (low) to 10 (very high) to answer these two questions

1 How high is your motivation for taking that first step? 

2 How strong is your commitment to taking that first step? 

Well done, you have been through the I GROW mentoring cycle. 
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‘ I GROW’

Personal Data Date:   2/11/19            Mentee Name:     Jarah Kumalie    Mentor Name:   Alison Ware

Issue
Refer to ‘Life 
Wheel’

Finances – I do not have savings to buy a house (Jarah wants to start with this issue) 

Health – At the moment my health is poor and I’ve been away from work

Service to others – I would like to help youth in the community

Work – Doing same job for too long 

Goal
Dreams, aspiration

To own a house in Humpty Doo by 2020

Reality
Barriers to 
achieving goal (e.g. 
lack of education, 
community 
problems, lack 
confidence, no 
money)

• No savings plan

• Family keep hassling me for money

• Losing money on pokies

• Difficult to get housing loan without deposit

Overall motivation 
to achieve the goal  0  1  2  3  4  5  6  7  8  9  1 0
Options                                                                                                                       Mentor Notes

Way Forward
Date

Action Plan 
Specific activities to be undertaken 

(refer to options selected and notes)

Responsibility 
of Mentor

Responsibility 
of Mentee

Target 
Date Completed

2/11/19 Open savings account 5/11/19

2/11/19 Arrange for transfer from 
pay

8/11/19

2/11/19 Complete online IBA 
Aboriginal Housing Loan 
application to check 
eligibility

9/11/19

2/11/19 Check out housing options 
in Humpty Do – start 
scrapbook

9/11/19

Help mentee with online 
housing loan application.

 ‘I GROW’ Mentee Record

No. Explore different options with the 
mentee

1 Transfer money to separate savings 
account

2 Tell family what you are saving for
3 Give away pokies or limit $20
4 Investigate loan requirements
5 Check out houses in Humpty Doo 

- visualise
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The following documents will be completed throughout the AEMP:

Mentors
• Mentor Workbook

• Mentor Agreement

• Mentor Meeting Records

• ‘I GROW’ Mentee Record 

• Evaluation Forms (training workshop and overall program)

Module 8 Record Keeping 

The Kirkpatrick Evaluation Model will be used to measure outcomes of the NTPS AEMP:

Whether the mentoring has affected outcomes such as career 
development, increased confidence, retention, achieved set goals etc.

Results
Whether the mentoring has affected outcomes 
such as career development, increased confidence, 
retention, achieved set goals etc.

Transfer
Whether mentees change their behaviour back in 
the workplace as a result of mentoring.

Learning
Whether the mentoring has resulted in an increase 
of confidence, knowledge, skills or attitudes.

Reactions
How the participants react to the AEMP, i.e. 
satisfaction with training workshop; attendance and 
commitment to planned mentoring sessions etc.

Module 9 Review and Evaluation

Level 4

Level 3

Level 2

Level 1



Appendix
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Circle the answer which describes you best either LEFT or RIGHT:

Complete the Left and Right Brain Quiz

Personality profile

Left Brain                                            or                                  Right Brain

1. I mostly think before I take actions 1. I often take action first
2. I like to have my job carefully planned 2. I like to have my job flexible
3. My shed or work space is well organised 3. My shed or work space is untidy
4. I like to work on projects one by one 4. I like to work on projects several at a time
5. I don’t often try new things 5. I often try new things
6. I manage my time effectively 6. I often lose track of time
7. I can find my way around even in strange places 7. I get lost easily
8. I always read books one chapter to the next 8. I tend to skip pages and read chapters of 

interest
9. When I’m in a Video shop I generally focus on a 

couple of movie subject areas
9. When I’m in a Video shop I move around and 

look at a variety of movies
10. I can read in a travelling car without feeling sick 10. I feel sick if I read travelling in a car
11. I rarely break any rules 11. I sometimes like breaking rules
12. I analyse situations before making decisions 12. I often rely on my gut feelings
13. I like learning one thing at a time 13. I like learning many things at once
14. I am not good at thinking of funny things to say 14. I am good at thinking of funny things to say and do
15. I respond more to people that are intelligent 15. I respond more to people that are emotional
16. I can concentrate in workshops 16.  I get easily distracted in workshops
17. I prefer to learn details and specific facts 17. I prefer to learn the ‘big picture’ and key 

messages
18. I prefer to send an email message or text 18. I prefer to make a phone call or visit
19. I like to plan my time and activities 19. I like to be flexible in my time and activities
20. I believe that a step by step logical approach is 

best for solving problems
20. I often day dream and this helps me to be 

innovative and solve problems

Total ‘left’ brain Total ‘right’ brain

Shade in the brain profile on the diagram:

Note: This is a basic guide only. We all have preferences 
and use both left and right brain to achieve goals in life 
depending on what we are doing.

What skills do you bring to the organisation?

20
18
16
14
12
10

8
6
4
2
0
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Learning styles 
Visual, Auditory, Kinaesthetic (VAK) 

Tick only one preference for each question 
(i.e. either visual, auditory or kinaesthetic) 

Complete the VAK Quiz on page 39

There are no right or wrong answers

The VAK learning styles model provides a very easy and quick reference inventory by which 
to assess people’s preferred learning styles, and then most importantly, to design learning 
methods and experiences that match people’s preferences:

Visual learning style involves the use 
of visual or observed things, including 
pictures, diagrams, demonstrations, displays, 
handouts, video, power point, posters, 
flip-chart, etc.

Auditory learning style involves the transfer 
of information through listening: to the 
spoken word, of self or others, music, video, 
sounds and noises.

Kinesthetic or Tactile learning involves 
physical experiences - touching, feeling, 
holding, doing, and practical hands-on 
experiences.

Visual

Auditory

Kinesthetic or Tactile

This VAK assessment tool is a good basic guide to your preferred learning style.

Your learning style is also a reflection of the type of person you are - how you perceive 
things and the way that you relate to the world. This questionnaire helps you to improve 
your understanding of yourself and your learning style. People learn in many different ways. 

There are no right or wrong answers.

Practical 
hands-on
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Question Visual Auditory Kinaesthetic
1 When operating new 

equipment for the first 
time I prefer to

  Read the 
instructions

  Listen to or ask 
for an explanation

  Have a go and 
learn by practicing

2 When seeking directions I 
prefer to …

  Look at a map   Ask for directions   Follow someone 
else

3 When I train someone I ...   Follow step-by- 
step instructions

  Explain verbally   Demonstrate the 
task

4 I prefer the trainer to …   “Show me”   “Tell me”   “Let me try”

5 I tend to say..   “Watch how  
I do it”

  “Listen to me 
explain”

  “You have a go”

6 If i have a complaint about 
a product I will...

  Send an email   Telephone   Go back to the 
store

7 I prefer these activities   Museums or 
sight-seeing

  Going to a 
concert

  Sport or making 
things

8 When shopping generally I 
tend to...

  Look and decide   Talk with shop 
staff

  Try on, handle or 
test

9 When I hear music   I sing   I listen   I dance

10 I remember tasks best by..   Writing notes   Talking it through   Doing the task

11 I like people because of …   How they look   What they say   How they make me 
feel

12 When training I tend to...   Show them what 
I mean

  Explain it to them   Encourage them to 
try it

13 My main interests are…   Photography  
or watching 
films/TV

  Listening to 
music or talking 
to friends

  Physical  
activities/sport

14 When I first contact a new 
person

  I arrange to meet 
face-to- face

  I talk to them on 
the telephone

  Get together to 
share an activity

15 I first notice how people...   Look and dress   Sound and speak   Stand and move

16 I find it easiest to 
remember

  Faces   Names   Things I have done

Totals Visual Auditory Kinesthetic/tactile

© VAK learning styles self-test: Victoria Chislett MSc and Alan Chapman 2005. Not to be sold or published. Sole risk with user.
This learning styles self-assessment tool is a basic guide to individual learning styles only - it is not a scientifically validated instrument.

Learning Styles Quiz - Tick √ one preferred answer for each question
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My VAK Profile
The total scores for each style indicate your relative preferred learning style or styles. 

There are no right or wrong answers. 

Some people have very strong preferences, other people have more evenly balanced preferences, with no 
particularly strong style. The point is simply to try to understand as much as you  can about yourself and 
your strengths (your preferred style or styles), and then make best use of learning methods which suit your 
strengths (your preferred style or styles). 

It also really helps if you are a trainer to understand how other people prefer to learn.

My preferred learning style(s) is:

Best ways I learn are: (minimum 3 responses)
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Interpersonal skills 

Interpersonal skills are central to successful human relationships. It is through these 
skills that we express ourselves to one another, consider each other’s responses, and 
acknowledge and understand individual needs. It is therefore important to develop 
expertise in communicating with a diverse range of people.

The process of communication on the surface appears very simple:

The sender sends the message and the receiver receives it.

However, communicating effectively requires a complex combination of words, voice, tone, 
body language, cultural understanding and attention to individuals.

Using effective interpersonal strategies can contribute to developing strong relationships, 
and reduce misunderstandings. When building a relationship with others, the following 
attributes are very helpful:

 being person-focused

 developing cultural awareness

 understanding the needs of individuals and collectives

 developing strong inter-generational relationships

 respecting confidentiality

 building trust

 showing respect

 valuing and accepting the values, feelings and opinions of others

 active listening

 using appropriate body language

 using appropriate questioning techniques

 managing conflict

 being positive

 speaking or writing clearly

“The degree to which the communication is effective depends on 
mutual understanding of the signals being used.”

(Berko, Wolvin, 2004 P.6)
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Barriers to communication 
Barriers to communication, (sometimes referred to as ‘communication roadblocks’), 
can distort, block or interrupt the flow of communication, interfere with the intended 
message and lead to misunderstandings and feelings of frustration. 

Such barriers can include:
 the use of language which is not suited to the receiver, such as complicated words, 

jargon and acronyms

 not listening

 long messages or sentences with too many concepts contained in them

 using an unsuitable communication method

 use of an inappropriate tone of voice – e.g. aggressive, submissive

 lack of respect

 lack of empathy

 failure to include all relevant information

 mistrust

 sending messages that are ambiguous

 ineffective conflict management

 imposing own personal values
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Non-verbal communication

Non-verbal messages play a powerful role in the communication process.

Here there are three key benefits in understanding non-verbals, both as a sender and a 
receiver of messages:

1 You will pick up other peoples messages more accurately

2 You will be able to send clearer messages

3 You will be considered a good communicator, which builds and strengthens 
relationships 

Key areas of non-verbal behaviour:

Body language

Eye movements 

Facial expression

Posture appearance

Voice (speed, pitch, tone)

Symbolic communication

Office size

Type of furnishings

Clothing/grooming

Personal space

Comfort zone 

Acceptable proximity
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Summary

Develop effective interpersonal 
skills, eliminate barriers to effective 
communication, actively listen and be 
attuned to body language.

Active listening 
Active listening is a process in which we give people our undivided attention in 
order to understand them and their situations. The art of active listening may seem 
simple and yet it is difficult to be good listeners all of the time. It is a refined skill 
that requires constant awareness and reflection on the part of the listener.

Active listening techniques:
 acknowledge the other person’s input while showing that you value them, respect 

them and are interested in what they have to say.

 increase the level of understanding. As the listener, you should be able to repeat 
back in your own words what they have said, to their satisfaction.

 help you to communicate assertively. When you communicate assertively, you listen 
to the other person’s story.

 intentionally focus on who you are listening to, whether in a group situation or on a 
one-on-one basis.

Step 1 - Develop your attending skills

As a listener, pay attention to your posture:    

• Stand or sit facing the talker.

• Lean slightly forwards and avoid closing off stances such as folding your arms.

• Maintain eye contact (if it is culturally appropriate)

Step 2 - Develop your following skills

• Follow the speaker with occasional head nods and short ‘encouragers’ such as “I see”, 
“right”, “OK”, “go on”.

• Avoid interrupting at all costs!! e.g. avoid jumping in when you hear a ‘trigger’ word.

Step 3 - Develop your reflecting skills

Having listened with close to 100% attention you will be amazed at how much content and 
meaning you have picked up from the speaker. Now is the time to clarify what you heard 
with the speaker by giving a short summary or review, such as:

“So what you have said is……..”

or, reflecting the meaning of their message;

“ So you’re saying you were upset when you 
were unsuccessful in the job interview”.
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Questioning

A good mentor will do more listening than talking. Ask timely well-structured 
questions that enable the individual to tell their story.

“The quality of your life comes 
down to the quality of the 
questions you ask yourself 
and others on a daily basis”.

(Anthony Robbins)

Effective Questioning
What are effective questions? The word ‘effective’ means 
the ‘power to produce results’. As mentors, we need 
to remember that the actual result is for the client to 
determine and experience. No two people are the same 
which means that the mentor cannot make a judgement 
as to whether the session was effective or not. Allow your 
client to define the effectiveness for themselves. 

Asking effective questions is pointless without actively listening. Be aware that posing a 
question then giving the answer will dampen the discovery process for the client. Stay open 
minded with as little expectation or attachment to the outcome as possible. Just ask the 
question and be silent! 

By asking effective questions it is possible to focus your client’s attention on the future, 
not on the past. The aim is to not stay stuck in the problem but rather discover options and 
solutions. If we ask a question with a real curiosity in our voice, the client will always want to 
help you out so as to understand their feelings even better.

Types of Questions
Below are some further examples of different types of questions 

Focal Questions – A focal question allows the client to focus on their viewpoints. 

For example:

Client: “I’m not happy in my relationship…………..”

Mentor: “What is an ideal relationship for you?  or do you want to change your current 
relationship?”

So we are defining what they really want. Another example:

Client: “I want to be happy”

Mentor: “What specifically do you mean by happy. What does happy look like to you?”

Getting your clients to be more specific and focused takes away the ‘fuzziness’ and clarifies 
what they really want. Being ‘happy’ means something different to everyone.
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Feeling Questions – Feeling questions ask for an emotional response. 

Asking “How do you feel about that?” will often give you a very different kind of answer 
than asking “What do you think about that?” Even when someone has no opinion about a 
particular topic, they may still feel something about it. Exploring feelings is an important 
part of any mentoring relationship. 

If you ask a feeling question and get a thinking response, you can always ask again, clarifying 
the kind of reply you are seeking. 

For example:

Mentor: “How do you feel about the changes in your job?” 

Client: “I’m sure it will be more efficient this way”

Mentor: “I’m sure that’s true, but I’m wondering how you are feeling about it personally – how is 
it affecting you?”

Feeling questions helps the mentor get a deeper response. It take a level of trust and 
confidentiality to engage in deeper conversations.

Why Questions – Most texts discourage the use of questions beginning with ‘why’. 

These types of questions can imply judgement and criticism and arouse defensiveness in the 
client. 

There often are no logical answers – “it just is!”

‘Why questions can create an endless loop as the brain can never come up with a definitive 
answer.’

Instead of asking “Why did you do that?” it is far more effective to ask “What outcomes 
were you hoping to achieve from doing that?”

Giving Advice

It is very tempting as a mentor to think we know the right answer for our client and to give 
advice or lecture. When you find yourself about to do that, stop and say to yourself “How 
can I turn this into a question?”

Maybe say “Would it be helpful if I gave you a few options to consider.”

Tip to remember

Ask the question and remain silent, 
wait for a response!!!
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The gift of feedback 
Feedback enables communication to become a two-way process, since the 
sender and receiver of the message are both actively trying to arrive at the 
same or mutual understanding.

By giving and receiving feedback we eliminate the unknowns and miscommunication 
that occurs in our lives.

Feedback is an opportunity to learn about ourselves and express our views and feelings 
toward others.

Receiving feedback

• Unwrap it carefully

• Don’t get upset if it’s not what you 
wanted

• Accept it gratefully

• Look at the positives

• Try to find a way to use it

• You may want to share it with 
someone else

The ABCD’s of receiving feedback

Appreciate it

Be aware

Clarify

Don’t be defensive

Specify actions you will take

Giving feedback

The feedback a mentor or coach gives 
should be constructive. ‘Positive 
feedback’ without being specific leaves 
a person wondering what it was for and 
maybe how genuine it was. Nobody 
likes to hear straight-out negative 
feedback or criticism.

Remember: 

You can choose to respond or react 
to feedback in a positive or negative 
way or ignore it completely.
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We adopt beliefs, values and behaviours based on conclusions we make because of 
our culture, past experiences, observations. The problem is our beliefs remain largely 
untested. We reach conclusions quickly. What data are our beliefs based?

The Ladder of Inference
Jumping to conclusions

We have all heard the expression ‘jumping to conclusions’ - well 
the analogy that Chris Argyris uses is about climbing the ‘ladder 
of inference’. It’s a common way of thinking which often leads to 
misguided beliefs and actions that often make situations worse.

You can use the ‘ladder of inference’ to improve communication by:

• Become more aware of your thinking and reasoning (reflection)

• Make your thinking and reasoning clearer to others (advocacy) 

• Inquiring into others thinking and reasoning (inquiry)

We unconsciously move up the ‘ladder of inference’ by recording 
observable data and experiences, which have shaped our meanings 
and assumptions on issues. The next rungs allow us to draw 
conclusions, adopt beliefs and finally take actions.

It is worthwhile to reflect on the basis of our actions by stepping 
down the ladder of inference. As our beliefs become more fixed we 
become selective in the data we observe and ‘jump to conclusions’ 
to save time in drawing conclusions. The danger is – have we haven’t 
really fully examined where our beliefs are coming from.

It’s useful to check out the basis of other beliefs and actions.
Senge, P (1996) The Fifth Discipline Field book

Example: 

Racism is generally based on ignorance and 
selective data. It is much easier for people to 
‘jump to conclusions’, adopt beliefs and take 
actions before examining the facts.

take action

adopt beliefs

draw conclusions

make assumptions

add meanings

select

observable 
facts, data and 

experiences

‘Ladder of 
inference’
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Improving conversations
Advocacy and Inquiry

Balancing advocacy and inquiry is used with individuals and teams to improve 
the quality of relationships and the effectiveness of communication. It can be 
used effectively in mentoring others.

When balancing advocacy and inquiry, we lay out our reasoning and 
thinking, and then encourage others to challenge us. “Here is my view 
and here is how I have arrived at it. How does it sound to you? What 
makes sense to you and what doesn’t?”

Balancing advocacy and inquiry is sometimes hard on people’s 
cherished opinions, which is one reason why it is so difficult to master.

There are dysfunctional forms of advocacy and inquiry. For example, 
in organisations, managers may “interrogate” staff instead of using 
an inquiry process. In the same way, advocacy can feel like someone 
simply “dictating” their point of view, while refusing to make their 
reasoning process visible. People who are unwilling to expose their 
thinking may also “withdraw” into silence, instead of taking the 
opportunity to learn through observation.

Advocacy (Telling)

Explaining: 
“Here’s my experience and what I believe and 
why I see it that way”

Testing: “Here’s what I would do - What do you think”

Inquiry (Asking)

Interviewing
“Tell me your point of view, and the reason 
behind it”

Clarifying 
“Can you explain your beliefs and observations 
that lead you to that opinion”

Challenging “What will you do to improve the situation?”

The purpose of the conversational recipes is to help people to learn 
the skills of balancing advocacy and inquiry. Practice them whenever a 
conversation offers you the opportunity.

Balance Advocacy 
and Inquiry

Improve the quality 
of relationships and 
the effectiveness of 
communication

Telling

Asking

Practice It!!
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What is trust? 
Trust is believing that people will do what they say they will. There are several parts 
to ‘trust’-  the believing and feeling part and the performance and doing part that 
confirms trust.

There are three components that make up trust.

EMPATHY LOGIC AUTHENTICITY

‘Seek to understand before 
being understood’ 

Walk in their shoes

Communicate clearly and 
make logical sense!

Be genuine

Be true to yourself 

Be open and honest

Our most productive relationships are based on trust

Sometimes it is unrecognized and taken for granted. One definition suggests that trust can be defined as 
“confidence, the absence of suspicion, confirmed by track record and the ability to correct.”

Trust is an active feeling of confidence. In an unconscious state it is the absence of worry or suspicion. Trust 
is mutual, reciprocal, but it depends on one’s own perception or the interpretation of the situation. In trusting 
others we allow ourselves to be vulnerable, take a risk and need to develop reliance and confidence.

Rather than dwell on past mistakes or experiences it is important to be prepared to re-build trust and confidence 
people.

Build trust and confidence

Integral to communicating effectively is the building of trust and confidence. People who create effective 
relationships with others are seen to be trusting, accepting, open, confident and committed. To develop trust 
and confidence it is important to appreciate the value of diversity and acceptance of others. Work on building 
confidence and mutual trust with each other.

Behaviours of effective mentors

Mentors have a responsibility to create a supportive environment. Strong evidence suggests that a climate of 
mutual trust is essential for effective mentoring relationships.
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Improving trust
Building trust takes time and effort. Unfortunately destroying it takes very little effort. Here’s some of the 
ways to build trust:

       establish open communication          behave ethically

      respect & praise contributions of others          establish credibility

      defend staff in situations          be fair

      support, coach, mentor staff         clarify expectations

      encourage innovative, creative ideas          be consistent, open and honest

“Credibility can be built by knowing your people and listening to them, being confident and 
standing up for your beliefs; speaking with passion; being excited and helping followers develop 
a positive image; and lastly, leading by example, being a role model and coach to others”.

Extract from ‘The Credibility Factor: What followers expect from their leaders’.

Respect for individual differences
We are all unique human beings, with different cultural backgrounds, different values, 
different beliefs and different ways of seeing things. Your success in working with a diverse 
range of people depends not only on your ability to communicate effectively, but also 
on how you demonstrate acceptance for the individuals you come into contact with, and 
respect them for who and what they are.

Recognising and understanding your own feelings and beliefs are crucial to being able to 
communicate effectively with people. Accepting the fact that everyone is unique and that 
they have the right to be who they are is an important step. 

Other skills to develop to improve interpersonal skills include:

       active listening

       questioning

       showing genuine empathy

       tolerance and patience

       adapting your style of communication to suit the individual

       using an appropriate tone of voice

       providing supportive honest feedback
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By Melanie on December 10, 2015

Above or below the line thinking
Where are you?

Ownership
Accountability
Responsibility

Blame
Excuses
Denial

Ah well, that 
is because 
of xyz ...

OK, can we 
explore that 
more so I can 
understand 

better?

How are you being with what is 
going on at work right now?

Are you above the line – taking 
personal responsibility?

Or are you below the line – 
finding it easier to deny, blame 
or excuse?

 

How can you evolve your thinking or behaviours to move to a state of curiosity, learning, problem solving or action?

There is an interesting concept about the way we think and behave called ‘Above 
and Below’ the line. It is used often in organisations trying to embed the values into 
the way people work, and can be used in a coaching sense when helping to unpack 
someone’s thinking.

We came across this short video recently, that gave a good overview of the concept – and posed an 
interesting question.
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What can I do as a mentor to others?
One technique is to ask questions (inquiry) when you observe below the line negative behaviours, words or 
actions.

Make the person them more aware of their thinking or behaviours?

•	 Do you share your observations with them? (Reflecting back what you see?)

•	 Or can you use exploratory coaching questions to help them to become aware of this thinking or 
their actions/behaviours? for example:

 let’s unpack that a little – what is behind that thinking?

 on what do you base that view?

 I’m interested to know why you feel that way?

 are there other alternative perspectives or interpretations?

  if we had to move past seeing the problem, and imaging the possibility 
– how does this change things?

 if we are to find a way forward, what could we do?

The concept of above/below the line is a useful one to explore with individuals or a team. You could 
make them aware of the concept as part of their development. You could also use it at the beginning of 
team meetings to help set expectations for the behaviours and thinking we need. This can empower your 
team to promote more above the line thinking and help to embed the expectations we expect in high 
performing teams.

Above the Line
A positive view on life and how I see the world.
My thinking is in my Best Interest.
Energetic moods and emotions:
– Positive attitudes – Hopefulness
– Optimistic – Power to control my life

Below the Line
A negative view on life and how I see the world.
My thinking is not in my Best Interest.
Depressing moods and emotions:
– Negative attitudes – Hopelessness
– Pessimistic – Powerless victim in life
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Values   10 most important to me are ….   (circle)

Realistic Investigative Artistic Social Enterprising Conventional

persistence researching emotions relationships taking risks security

results knowledge independence friendships competition structure

action challenges creativity cooperation achievement accuracy

adventure logic individuality compassion leading detail

common sense discovery beauty learning recognition teamwork

being physical experimentation being 
unconventional serving influencing 

others being practical

dependability innovation originality communication money order

R = I = A = S = E = C =

Identify your top three most important values (from the 10 circled above)   

VIPS profile 
Your honest answers it will provide a profile of your values, interests, personality 
and skills  for you to align yourself to exciting life choices, career pathways, job or 
self-employment opportunities. 
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Interests   10 things I would enjoy most are ….   (circle)

Realistic Investigative Artistic Social Enterprising Conventional

operate or 
repair machines 
or equipment

invent new 
product or 

service

visit art 
galleries, 

museums, go to 
concert

attend to 
patients/

residents in 
hospital or 

home 

operate own 
business

work in an 
office

raising/caring 
for animals

scientific 
experiments

drawing, 
painting, 

photography

work with 
young children

give speeches, 
presentations

work with 
computers

drive a taxi, 
truck or bus

health write short 
stories, poems, 

blogs

work for a 
charity

sell products or 
services

organise files

work with 
hands, build, 
involved in 

construction

play games of 
strategy

surround myself 
with beautiful 

things

lead tours/ 
provide 

information to 
others

participate in 
politics

accounting or 
bookkeeping

being in 
military, police 
or emergency 

services

solving maths 
problems

develop creative 
ideas

meeting people 
from other 
countries/

cultures

supervise or 
manage others

greet clients/
make 

appointments

engage in 
outdoor 

activities, sport, 
fishing 

conducting 
experiments

play musical 
instrument

teaching or 
training adults

raise money for 
charities

managing 
quality control

gardening, 
landscaping, 
agriculture

analyse 
information

prepare 
gourmet foods

helping or 
counselling  
people with 

needs

organise 
community 

events

managing data/
spreadsheets

R = I = A = S = E = C =

Identify your top three interests you would most enjoy (from the 10 circled above)   
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Personality  10 things that describe me the most are ….   (circle)

Realistic Investigative Artistic Social Enterprising Conventional

active logical spontaneous friendly energetic conscientious

down-to-earth reserved independent enthusiastic doer consistent

honest intellectual passionate trustworthy confident orderly

sensible critical impulsive cheerful competitive respectful

loyal analytical free-spirited helpful goal-orientated dependable

handy diligent original humorous ambitious efficient

reliable observant intuitive sincere resilient responsible

R = I = A = S = E = C =

Identify your top three things that describe my personality  (from the 10 circled above)   

Skills  10 things I can do best ….   (circle)

Realistic Investigative Artistic Social Enterprising Conventional

work with 
animals

evaluate/
diagnose visualise counsel or 

coach lead organise

operate 
equipment

observe & 
record facts write creatively encourage public speaking maintain 

financial records

use physical 
strength

solve 
mathematical 

problems

act/perform/
dance entertain make decisions coordinate 

events

precision work gather 
information decorate communicate sell follow-through

build & repair research on 
internet generate ideas train/instruct 

others network/liaise monitor

cultivate troubleshoot play or create 
music show emotion interview implement

drive test design care/nurture motivate budget

R = I = A = S = E = C =

Identify your top three skills I can do best (from the 10 circled above)     
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RRealistic IInvestigative AArtistic SSocial EEnterprising CConventional

The RIASEC or Holland Indicator shows the type of person you are and what work 
environment or business may best suit you is found in looking at your ‘RIASEC’ scores. 
These preferences affect the way we lead, manage, interact with others and respond to 
situations.

Your RIASEC profile can be calculated by adding the columns in the ‘VIPS 
Profile’ for each area and then calculating the TOTALS below

Realistic
(Doers)

Independent, stable, persistent, genuine, practical - tasks that are tactile, physical, athletic, 
or mechanical. Enjoy being outdoors, using tools, operating machines, interacting with 
animals, and working with hands.”

Investigative
(Thinkers)

Intellectual, introspective, and inquisitive. They are curious, methodical, rational, 
analytical, and logical, scientific, technical, or medical. They like to solve problems, 
perform experiments, and conduct research.

Artistic
(Creators)

Creative, intuitive, sensitive, articulate, and expressive. They are unstructured, original, 
nonconforming, and innovative. They rely on feelings, imagination, and inspiration. They 
like to work with ideas, creativity, and concepts. They are spontaneous and open-minded.”

Social
(Helpers)

Kind, generous, cooperative, patient, caring, helpful, empathetic, tactful, and friendly. 
They excel at socialising, helping others, and teaching. They like tasks that involve 
teamwork, social interaction, helping others, relationship building, and improvement of 
society.

Enterprising
(Influencers)

Adventurous, ambitious, assertive, extroverted, energetic, enthusiastic, confident, and 
optimistic. They are dominant, persuasive, and motivational. They like influencing others, 
being in charge, taking risks, debating, and competing.

Conventional
(Organisers)

Conscientious and conservative. They are logical, efficient, orderly, and organised. They 
are thorough and detail-oriented. They value precision and accuracy. They are reliable. 
They enjoy practical tasks, quantitative measurements, and structured environments. 
They follow the rules.

RIASEC profile

RIASEC Profiles
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Rate your 
satisfaction of 
each section on a 
scale of 0-10. 

Identify three 
areas you would 
like to set goals 
in?

The Life Wheel is designed to discover areas in your life that are going great and 
other areas that you may need to set goals in improving.  

Put a dot in the sections in the wheel that you are happy with in life. 

Family

Satisfied

Social

Service to others

Finance Interests 

Health

Work

Spiritual

Unsatisfied

10
9
8
7
6
5
4
3
2
1

Place a dot point where you think each one fits.

Life wheel
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Mentor signature Date

 

Mentee signature Date    

Please note: The mentor meetings will remain confidential unless it affects the duty of care of either parties, 
in which case this will be discussed and a course of action agreed between the Mentee and Mentor.

This Mentor Agreement is between the Mentor and Mentee and does not need to be submitted to OCPE.
However OCPE may ask the parties to report on whether the conditions of the Mentor Agreement were 
adhered to in the program progress surveys.

This Mentor Agreement outlines the shared responsibilities and obligations of the partnership between 

   (Mentor) and    (Mentee).

We agree to discuss the Mentee’s personal and professional goals as outlined in the I GROW Mentee Record 
and work together to identify strategies and key actions to achieve these goals.

Mentor Agreement

Expectations

My expectations as the Mentee are:

My expectations as the Mentor are:

Expectations

Frequency   Weekly   Fortnightly   Monthly   Other:

Venue Duration/Time
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Mentor Meeting Record
NNTTPPSS  AAbboorriiggiinnaall  EEmmppllooyyeeee  MMeennttoorr  

PPrrooggrraamm  
	

For more information please contact AECDS.NTG@nt.gov.au  
 

	

Mentor Meeting Record 

The meeting record will assist Mentors and Mentees keep track of what was discussed at 
each meeting to ensure progression towards achieving their goals. 

Session Date Focus Purpose 

1.  
Meet & Greet 
1 July 2019 
10am – 11am 

Introduction 

 

• To get to know each other 

• Develop Mentor Agreement 

2.   

3.   

4.   

5.   

6.   

7.   
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‘ I GROW’

Personal Data Date:                  Mentor Name:                               Mentee Name:    

Issue
Refer to ‘Life 
Wheel’

  

Goal
Dreams, aspiration

 

Reality
Barriers to 
achieving goal (e.g. 
lack of education, 
community 
problems, lack 
confidence, no 
money)

 

Overall motivation 
to achieve the goal  0  1  2  3  4  5  6  7  8  9  1 0

Options                                                                                                                       Mentor Notes

Way forward Date
ACTION PLAN 

Specific activities to be undertaken 
(refer to options selected & notes)

Responsibility 
of Mentor

Responsibility 
of Mentee

Target 
Date Completed

No. Explore different options with the 
mentee

1

2

3

4

5

‘I GROW’ Mentee Record
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Notes
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Notes
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