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welcome

Dear Fordham Students and Alumni,
 
Welcome to the Fordham Mentoring Program! This program
is a collaboration between the Offices of Career Services and
Alumni Relations and is designed to strengthen the bonds
between motivated students and experienced alumni.
 
Our alumni mentors cover a wide spread of backgrounds,
ages, professional accomplishments, and interests. We are
pleased to share that we regularly work with alumni from
every active Fordham undergraduate, graduate and
professional school. Thank you to our mentors for giving their
time to help the next generation of Rams!
 
To our students: you’re embarking on a year of personal
growth and discovery. Take advantage of the time and
advice offered by your mentor, as well as the resources
provided within this handbook. Remember the golden rule of
this program: you get out of it what you put into it. Be curious,
be proactive, and be professional.
 
Please contact us with any additional questions or concerns.
 
Best wishes for a productive year!
 
The Fordham Mentoring Program Team
mentor@fordham.edu
fordham.edu/mentor
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Mentors and mentees are required to refrain from consuming alcohol together for the
course of the program.
Mentees are permitted to attend professional events where alcohol is present if they are of
age (but are asked not to consume).
Consuming alcohol with or buying alcohol for an underage mentee is strictly prohibited.

By committing to the Fordham Mentoring Program, mentors become partners with Fordham
in the education of its students and are therefore expected to mirror the professionalism
required of faculty and staff. As such, student mentees are expected to show their mentors
the same professional courtesy they would show any member of the professional Fordham
community. Below are the list of shared expectations between these two parties.

Shared expectations

Communication
Mentors and mentees will follow an agreed upon communication plan based on their
respective schedules.
Emails should receive a response within 24 hours.
Mentors and mentees will notify each other of scheduling conflicts well in advance.

Event Attendance
Mentors and mentees should aim to attend in-person professional events together as a means
of building their relationship and developing professional skills.
Examples of acceptable professional events include Fordham Mentoring Program milestone
events, Fordham University-sponsored career events, service projects, athletic events, student
or professional performances, and outside industry-specific events.
Students are encouraged to attend milestone events even if their mentor cannot.

Appropriate Working Relationship
For Mentors: It is critical to remember that you are a role model. Though a trusting friendship
may be the foundation of a mentor-mentee relationship, remember your mentee is not your
peer.
For Mentees: please respect the commitment of time and resources provided by your mentor.
Professionalism best practices should be observed in all interactions including, but not limited
to, email, social media, phone calls, and in-person meetings.
Romantic relationships between mentors and mentees are strictly prohibited.

Appropriate Meeting Places

A mentor’s place of business
Public spaces (parks, coffee shops, etc.)
Fordham’s campuses
Mentors and mentees should never meet at a private home, dorm room, or bar

Alcohol
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Each mentor-mentee pair is free to develop the timeline that works best for their industry and
respective schedules. Some pairs choose a weekly in-person meeting. Others might touch
base once every few weeks. Every mentee has different needs and every industry has its own
best practices and barriers to entry. For mentor-mentee pairs in need of a place to start, below
is a sample meeting timeline. Each meeting will include sample tasks and follow-up
challenges for mentors and mentees.

Guide to the mentor-mentee relationship:

A Sample timeline

Meeting 1:

Mentees: Research your mentor and come prepared with specific questions.
Mentors: Come prepared to listen and ask clarifying questions.
Mentors & Mentees: Complete your Mentor-Mentee Agreement and Mentor-Mentee
Communication Plan
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Topic: Introductions & Goal-Setting
Goal: Pairs should get to know each other and establish a timeline.
Tasks:

Topic: Resume and Cover Letter Review
Goal: Pairs should review resume, cover letter, and interview best practices.
Tasks:

Challenge:
Mentors & Mentees: Take the TypeFocus Personality Indicator on the Career Services
website and discuss your results at a later meeting.

Meeting 2:

Mentees: Come prepared with a resume and cover letter for a mock interview.
Mentors: Help your mentee practice interviewing.  Share your best practices.

Mentors & Mentees: Update your profiles on Handshake and Forever Fordham
Mentees: Set up a Career Services visit on Handshake

Challenge:

Meeting 3:
Topic: The Application Process
Goal: Pairs should discuss best practices for seeking a job or internship.
Tasks:

Mentees: Use Handshake and LinkedIn to come up with a list of potential jobs or internships
with application deadlines (spreadsheet recommended) and discuss with your mentor.
Mentors: Discuss potential career paths with your mentee. Help them develop their elevator
pitch. If your mentee is applying for a specific job or internship, put them through another
practice interview.

Sample Discussion Questions:
Why did you sign up for this program?
What were some of the key decisions that led you to where you are now?
Have you ever worked with a mentor before?

https://www.fordham.edu/info/24478/career_development_resources/330/self-assessment_tools/1
https://www.fordham.edu/info/24478/career_development_resources/330/self-assessment_tools/1
https://app.joinhandshake.com/login
https://app.joinhandshake.com/login
https://forever.fordham.edu/s/1362/18/interior.aspx?sid=1362&gid=1&pgid=94&cid=256


Guide to the mentor-mentee relationship:

A Sample timeline (continued)

Meeting 4:

Mentees: Map out your student clubs, internships, etc. (make sure to include specific contacts at
each) and discuss with your mentor
Mentors: Review email, phone, and meeting etiquette for your industry
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Topic: Building Your Professional Network
Goal: Pairs should discuss networking tips and best practices in their industry.
Tasks:

Topic: Reflection & Planning
Goal: Pairs should reflect on their progress over the year and identify mentee goals
beyond the academic year.
Tasks:

Challenge:
Mentees: Find an alumna/us through the alumni directory on Forever Fordham and set-up a
phone call or meeting.
Mentors& Mentees: Attend a professional networking event together.

Meeting 5:

Mentors & Mentees: Fill out Fordham Mentoring Program evaluation.

Mentors & Mentees: Attend a Fordham athletic event or theatrical production.
Mentors & Mentees: Write a list of your own tips for future program participants.

Challenge:

Sample Discussion Questions:
How do I make a networking call or meeting worthwhile for the other person?
Where can I find networking opportunities in this industry?

Sample Discussion Questions:
How might we keep in touch beyond the length of the program?
What is my greatest area for growth?
What do you see as my biggest strengths?

Sample Discussion Questions:

Challenge:

What are some of the common application mistakes I should avoid?
How many jobs or internships should I be applying for and how frequently should I follow up
after applying?

Mentees: Attend a career fair in the spring if you have not yet attended one or are still seeking a
job or internship.
View the full list on the Career Services website.

https://www.fordham.edu/info/24483/on-campus_recruiting_for_employers/324/register_for_career_fairs
https://forever.fordham.edu/s/1362/18/interior.aspx?sid=1362&gid=1&pgid=6&cid=41


Top tips for new mentees
Know What You Want Out Of This Program

Help your mentor by telling them what you hope to gain from the program
Research your mentor and ask them specific questions about their career
Use this experience to gain exposure to networking opportunities within
Fordham’s vast alumni network
Participate in discussions and activities to learn from other alumni in the program
while at Fordham events

Use the Fordham Connection

Develop rapport and identify commonalities before discussing careers
Find common ground: home location, interests & activities, academic
background, professional experience, and professional goals - you were matched
for a reason!

Always Be Professional

A mentee-led relationship is always the most successful
Be proactive - failure is not the enemy, inaction is
Reply to emails within 24 hours
Demonstrate interest & enthusiasm
Ask prepared questions and seek career advice - NOT a job
Send a thank you note to your mentor for any resources or opportunities they
provide - demonstrate appreciation and explain what you have learned
Raise issues and questions that will help you with your future
You get out of the program what you put into it
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Resume Template
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Sample Resume
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Cover Letter Template
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cover letter Example
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Action verb list for resumes
Stumped for the best words or phrases to use on your resume? The list below contains dozens
of great 'action verbs', organized by topic, that will help you bring your work, academic, and
extracurricular experiences to life.
Communication
 
addressed
arbitrated
arranged
authored
communicated
corresponded
counseled
developed
defined
directed
drafted
edited
enlisted
formulated
influenced
interpreted
lectured
mediated
moderated
motivated
negotiated
persuaded
promoted
publicized
reconciled
reunited
renegotiated
reported
researched
summarized
spoke
translated
wrote

Creative
 
acted
applied
composed
conceived
conceptualized
created
designed
developed
directed
established
evaluated
fashioned
formed
formulated
founded
illustrated
instituted
integrated
introduced
invented
loaded
molded
originated
perceived
performed
planned
presented
produced
refined
rewrote
updated

Clerical/Detail
 
activated
altered
assemble
approved
arranged
catalogued
classified
collected
compiled
described
dispatched
edited
estimated
executed
gathered
generated
implemented
inspected
listed
maintained
monitored
observed
operated
organized
overhauled
prepared
processed
proofread
published
purchased
recorded
reduced
retrieved
screened
specified
streamlined

Financial
 
adjusted
administered
allocated
analyzed
appraised
audited
balanced
budgeted
calculated
compared
computed
developed
estimated
managed
marketed
planned
projected
reevaluated
reconciled
researched

Helping
 
advised
aided
assessed
assisted
brought
clarified
coached
coordinated
counseled
dealt
demonstrated
diagnosed
educated
encouraged
enlisted
expedited
facilitated
familiarized
guided
helped
inspired
maintained
modified
performed
referred
rehabilitated
represented
supported
upheld

Management
 
achieved
administered
analyzed
assigned
attained
chaired
conceived
contracted
consolidated
coordinated
decided
delegated
developed
directed
encouraged
evaluated
executed
handled
implemented
improved
incorporated
increase
inspired
launched
led
managed
motivated
organized
outlined
oversaw
planned
prioritized
produced
recommended
reevaluated
rejected
reported
reviewed
scheduled
strengthened
supervised
united 

Research
 
clarified
collected
conceived
critiqued
detected
diagnosed
disproved
evaluated
examined
extracted
identified
inspected
interpreted
interviewed
investigated
organized
researched
reported
reviewed
searched
studied
summarized
surveyed
systematized
wrote

Teaching
 
adapted
advised
clarified
coached
coordinated
defined
developed
enabled
encouraged
evaluated
explained
facilitated
guided
informed
initiated
instructed
lectured
persuaded
presented
set goals
stimulated
taught
trained
updated

Technical
 
analyzed
assembled
calculated
computed
designed
devised
engineered
fabricated
inspected
maintained
operated
overhauled
programmed
remodeled
repaired
solved
trained
upgraded

Misc
 
ascertained
conserve
integrated
maximized
merged
navigated
simplified
spearheaded
specialized
solicited
sustained
terminated
orchestrated
verified
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Sample Interview Questions
General or Biographical Questions:

Tell me about yourself.
Why did you choose to attend Fordham University (or your particular major)?
Of the jobs you’ve held, which one did you enjoy the most? The least?
What was your favorite course/your least favorite course?
What have you gained from your summer/internship work experience?
What is the most difficult decision you have had to make?
Looking back on the last four years is there anything you wish you had done differently?
Why did you decide to interview with (name of company)?
What are your greatest strengths/weaknesses? 
Why should I hire you?
Do you have plans to continue your education?
Will you relocate? Are you willing to travel?

Leadership:
In which activity on campus have you had the greatest impact?
Give an example of a time when you were in a position to delegate responsibilities.
Tell me about the most successful team you’ve been a part of. What made it successful?
What's the most important thing you've accomplished in a leadership role?
Describe the challenges you've faced in a leadership role.
Describe a difficult team member/situation. What was the situation? How did you resolve it?

Initiative:
Talk about a situation where you went above and beyond the call of duty.
Give me an example of when you turned a difficult situation around.
What is the most difficult task you have had to learn on the job?
What club at school is better because you were involved with it?

Motivation:
Give me an example of a time you worked hard to accomplish something that you're proud of. 
Why was it a success?  Why are you proud of it?
How do you keep yourself motivated when a situation gets difficult?
Describe a successful project that you have recently worked on.
Outside of your college experiences, what are you most proud of?
Provide an example where you had to “go the extra mile” (took on additional responsibilities for
the good of a team)
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Sample Interview Questions
(continued)
Stress Tolerance:

What type of working environment is generally most productive for you?
What has been your greatest academic obstacle?
Give an example of when your work was criticized.  How did you handle it?
Tell me about your most stressful week as a student.
Talk about a project with a difficult deadline. How did you handle it?
Describe a situation that best demonstrates your ability to think on your feet.
Talk about a situation when you dealt with a difficult individual: a classmate, co-worker,
customer, etc.  How did you handle it?

Adaptability:
Tell me about a situation when your plans had to be flexible.
Have you ever had a team member leave (or join your group) partway through a project -
academic or otherwise?  How did you handle it?
Tell me about a project where you were limited by resources: time, money, etc.  How did you
compensate?

Analytical Thinking:
Some of the best decisions are made after careful consideration of the available data.  Give me
an example of a time you identified a problem or need, gathered information on the topic, and
recommended a solution or action based on that information.
Have you ever been forced to change your own actions or opinions based on new information?
Give me an example of a time you had to convince a person or group to do something your
way.
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Sample Questions To Ask Your Interviewer

Can you tell me more about your training program?
 

How would you describe the culture of your office?
 

What qualities do you feel a person in this position must possess?
 

What can I expect a typical work day to be like?
 

What is the biggest challenge I will face in this position?
 

What needs to be accomplished in this position in the next 6-12 months?
 

What long and short term problems and opportunities do you think my prospective area faces?
 

What types of programs or systems do you use throughout the
company/department/division?

 
How do you (the supervisor) like to operate in terms of assignments, delegation of
responsibilities and authority, general operating style, etc.?

 
With whom would I be interacting most frequently and what are their responsibilities?

 
What is the anticipated company growth rate over the next three years?

 
What do you see as the biggest challenges facing this company's growth?

Most interviewers will offer the interviewee an opportunity to ask their own questions. This
is a great opportunity to learn more about the job or internship in question and to
demonstrate your own critical thinking skills.  Below are some questions you may want to
consider.

Additionally, it’s important to show the interviewer that you are up-to-date with the
company’s current events. Check out the company’s website, look them up on Google,
news sites, etc. and see what’s going on! Ask questions related to relevant events, press
releases, etc. If you know who your interviewer will be, be sure to look them up as well.




