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ASBA MENTORING PROGRAM 
 

Purpose of the Mentoring Program 
The ASBA Mentoring Program facilitates mentoring relationships allowing experienced Business 
Administrators to share advice, knowledge and experience with mentees, resulting in a mutually 
beneficial professional development relationship. 
 
The Program establishes links between experienced Business Administrators with ASBA members who 
are seeking opportunities for career and professional development.  The Program aims to match 
mentees with mentors who are able to assist with their career development and advancement.   
 
The Program is not designed to assist mentees with employment opportunities; it is designed to aid 
the mentee in their professional growth and career development.  In the event a mentee is employed 
at their mentor’s organisation, the pair will be reassigned.  
 
 

Definitions 
Business Administrator Professional, non-academic business administration staff employed by 

non-government schools in Australia and New Zealand. 

Mentor A member of ASBA who is an experienced Business Administrator, with 
at least five years’ experience working in a non-government school, who 
would like to assist in the professional growth of a less experienced 
Business Administrator.  A Mentor shares knowledge, offers advice, 
shares experience and provides support to assist in the career 
development and professional growth of a Mentee. 

Mentee A member of ASBA who: 

• is recently employed in a non-government school, or 

• is wishing to progress their career in a non-government school, 

or 

• has recently progressed their career within a non-government 

school, or 

• is experienced but wishes to seek valued support from a Mentor. 

A Mentee must be willing to listen, learn and challenge their ideas so as 
to gain maximum benefit from the mentoring relationship. 

 
 

Benefits of the ASBA Mentoring Program 
There are many benefits of participating in the ASBA Mentoring Program, either as a Mentor or a 
Mentee.  
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Benefits to the Mentor: 

• Connect with a professional who you have a chance to guide and inspire 

• Gain an increased sense of personal and professional satisfaction 

• Contribute to the development of the profession 

• Further develop your mentoring/coaching skills. 

Benefits to the Mentee: 

• Be matched to a professional able to assist you to fill your knowledge gaps, seek opportunities 

and set goals for the advancement of your career 

• Develop a trust relationship in which you can let down your guard, share your insecurities and 

ask the ‘stupid’ questions we all have sometimes 

• Share your professional ups and downs with a professional who respects and understands 

confidentiality 

• Increase your networking opportunities 

• Identify areas for your professional growth and development. 

 

Joining the ASBA Mentoring Program 
The ASBA Mentoring Program is open to members of ASBA.   
 
Members interested in the Program need to complete the online application.  An application fee 
applies to Mentees (but not to Mentors) and is payable at the time of applying.  If ASBA is unable to 
find a suitable match for a Mentee, monies will be refunded. 
 
The first intake into the Program will commence in October 2017.  Applications open in October and 
close at the end of November.  Mentors and Mentees will be matched in time for the commencement 
of the Program in mid-January 2018. 
 
The formal Program runs for one year.   
 

Calendar of Events 
 

2 Oct 2017 Applications open for 2018 Program 

29 Nov 2017 Applications close for 2018 Program 

Dec 2017 Matching takes place, conducted by ASBA PD Committee 
members 

Jan 2018 Mentoring participants notified of matches 

Feb 2018 • Mentoring webinar 

• Welcome  to Mentoring networking events 

June 2018 • Mid-Program Feedback Survey (anonymous) issued 

July 2018 • Mid-year Mentoring events 

Oct 2018 Applications open for 2019 Program 

Nov 2018 • End of 2018 Program Feedback Survey (anonymous) 
issued 

• End of year Mentoring events 

• Applications close for 2019 Program 

Dec 2018 2018 Program ends 
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ASBA Mentoring Program Format 

Online Applications 
Once your online application has been lodged you will receive a confirmation email.  If you do not 
receive an email, please contact mentoring@asba.asn.au  
 

Mentoring Match 
In January participants will receive an email notifying them of their mentoring match and will receive 
details of the annual calendar and the next steps in the process.   
 
If ASBA is unable to match, participants will be notified and Mentee refunds processed. 
 

Orientation Webinar 
An orientation webinar will be conducted shortly after Mentors and Mentees have been paired.  This 
session helps to provide an overview of the structure of the Program, and Mentor and Mentee roles 
and responsibilities. 
 

Program Facilitation 
Mentors and Mentees will be responsible for commencing and continuing contact with each other.  
The format of these meetings will be negotiated between the pair at their first meeting and may 
include email, telephone, skype or face-to-face meetings. 
 
ASBA will contact participants mid-way through the Program to seek feedback.  Contact will again be 
made at the end of the Program.   
 
Participants can contact mentoring@asba.asn.au at any time if they have any concerns regarding their 
mentoring relationship. 
 

Chapter Networking Events 
Participants will be invited to attend networking events held during the Program.  The aim of the 
events is for participants to share experiences, meet other professionals from the Program, find out 
more about the Mentoring Program and meet face-to-face with their Mentor/Mentee.   
 
 

Time Commitment  
The minimum time commitment recommended is one hour per month per Mentee.  It is 
recommended that mentoring pairs set up their mentoring schedule and expectations at the 
commencement of the Program during their first meeting. 
 
While times and dates can be put into calendars, participants need to be flexible and considerate of 
their mentoring partner’s time and notify each other of changes or cancellations as required.  If 
cancellation of a meeting is unavoidable the person requesting the cancellation should also suggest 
alternative dates and times to keep the Program on track. 
 

How to Apply 
Applicants are required to complete an online application form.  When completing your application 
be sure to include any information you think is relevant to finding a good match. There is an additional 
information field which you may use to add in any specific mentoring requirements or requests. The 
Mentoring Committee will use this additional detail to refine your mentoring 
match. 

mailto:mentoring@asba.asn.au
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4 
 

 
Online applications will take approximately 10 minutes to complete.  You must know the areas of 
Business Administration you are interested in being mentored in, or the areas you are confident to 
mentor someone in.  You must also provide information about your current and past employment and 
contact information. 
 

Fees 
Mentees are required to pay an application fee of $150.  A small fee may apply to networking events. 
 
 

Mentoring Program Guidelines 

Mentors must: 

• Be a member of ASBA. 

• Be an experienced Business Administrator with at least five years’ experience in a non-
government school. If you have less than five years’ experience but would like to be considered 
for the Program, please contact mentoring@asba.asn.au. 

• It is preferred that Mentors will have completed the AIM Mentor Training Program or a similar 
program. 

• Complete the online application form. 

• Understand that the Mentoring Program will require time commitment and be happy to give up 
some of their time to participate in the Program and communicate with their Mentee. The 
minimum recommended time commitment is one hour per month. 

• Understand that the Program will run for 12 months and this is how long they will be required to 
be in the relationship with the Mentee for. 

• Understand that all meetings are confidential and that it is necessary to keep information sourced 
from meetings confidential. 

• Understand that once they have made the commitment to participate in the ASBA Mentoring 
Program that if, for any reason, they cannot see the Program through to conclusion they need to 
notify ASBA and their Mentee as soon as possible and complete a formal withdrawal process. 

• Understand that the relationship they build with their Mentee may continue but will no longer be 
formally recognised by ASBA after the Program has concluded. 

• Have the option of participating in the Program again, but being paired with a different Mentee. 
 

Role of the Mentor: 

• Schedule a meeting at least once a month with your Mentee. Set these at your initial meeting (at 
least the first 4). 

• Ensure confidentiality is maintained. 

• Be willing to listen and communicate with your Mentee. 

• Provide guidance to your Mentee, offer relevant advice and give feedback when required. 

• Try to plan the meeting ahead, have some initial questions prepared to ask your Mentee or some 
relevant experiences to share which may help the Mentee in situations they might face in their 
professional life. 

• Take an interest in your Mentee and assist them to achieve the goals they have set for the 
Mentoring Program. 

• If appropriate, introduce your Mentee to professional networks and explore career development 
opportunities. 

• Know your own professional boundaries and areas of expertise/knowledge and refer the Mentee 
to other specialists for advice as required. 

 

mailto:mentoring@asba.asn.au
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Mentees must: 

• Be a member of ASBA. 

• Be interested in furthering their career as a Business Administrator, be recently promoted into a 
more senior position, or be a newly appointed Business Administrator. 

• Complete the online application form.  

• Understand that the Program will run for 12 months and this is how long they will be required to 
be in the relationship with the Mentor for. 

• Understand that all meetings are confidential and that it is necessary to keep information sourced 
from meetings confidential. 

• Understand that once they have made the commitment to participate in the ASBA Mentoring 
Program that if, for any reason, they cannot see the Program through to it’s conclusion they need 
to notify ASBA and their Mentor as soon as possible and complete a formal withdrawal process. 

• Understand that the relationship they build with their Mentor may continue but will no longer be 
formally recognised by ASBA after the Program has concluded. 

• Have the option of participating in the Program again, but being paired with a different Mentor. 
 

Role of the Mentee 

• Take responsibility for your development and be proactive about initiating contact with your 
Mentor. 

• Use a variety of methods to initiate contact - telephone, email, face-to-face or skype. 

• Ensure confidentiality is maintained. 

• Be willing to listen and learn. 

• Ask for feedback and give feedback when required. 

• Plan the meeting ahead, create a list of things you would like to discuss that you feel will be 
relevant to your development. 

• Be honest and clear with your Mentor about what you would like to learn and achieve and ensure 
you both have an understanding of your goals. 

• Be aware that Mentors may have many pressures on their time and be understanding. Catch up 
when it is convenient for both of you. 

 
 

Code of Conduct for the Program 
In applying for and entering into the ASBA Mentoring Program it is understood that the 
code of conduct is to be adhered to at all times: 

• The Mentoring Program requires dedication from both parties to make it work. Candidates 
should understand that the Mentoring Program will require time commitment and be happy 
to give up some of their time to participate in the Program and communicate with their 
Mentee/Mentor. 

• It is expected that Mentors/Mentees will complete the application form honestly, in order for 
the matching of Mentors/Mentees to be as successful as possible. 

• It is expected that Mentors/Mentees are aware that once the Mentoring Program has ceased, 
they are no longer a recognised Mentor/Mentee combination in the Program. 

• It is expected that all Mentors and Mentees will enter into the mentoring relationship with a 
commitment to assist each other to develop and learn in an environment that will support 
honesty, fairness and respect. 

• It is expected that if the mentoring relationship is not working for any reason, that ASBA will 
be notified immediately to ensure that the matter is addressed and if necessary a new 
Mentor/Mentee allocated. 

• Candidates should understand that once they have made the commitment to participate in 
the ASBA Mentoring Program that, if for any reason, they cannot see the Program through to 
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its conclusion, they need to notify ASBA and their Mentee/Mentor as soon as possible. 
Participants wishing to withdraw from the Program are required to complete a formal 
withdrawal process. 

• It is expected that within the mentoring relationship there will be no bullying, abuse or 
misconduct on the part of the Mentor or Mentee and that failure to abide by this may result 
in termination from the Program and further action if necessary. 

• It is expected that the Mentor/Mentee, in joining the ASBA Mentoring Program, will provide 
time to share ideas, knowledge and experiences with their partner in the mentoring 
relationship. 

• It is expected that confidentiality and privacy of the Mentor/Mentee will be strictly adhered 
to and that failure to do so may result in termination from the Program and further action if 
necessary. 

 


