WORKPLACE MENTORING PROGRAM LIAISON

(For community-based mentoring)

Workplace Mentoring Program Liaison
The primary role of the Workplace Liaison is to serve as the main contact for the mentoring program at the workplace and to communicate business and employee needs with the Mentoring Program Coordinator. It’s imperative that the Liaison be fully informed about the parameters of the mentoring program to effectively advocate on its behalf. It is recommended that the Liaison serve as a mentor, but not required.

Primary Duties:

· Serves as chief liaison between Program Coordinator and mentors;

· Serves as main resource and contact for mentor-related questions and needs;

· Distributes program-related information to mentors at the direction of Program Coordinator;

· Oversees mentor application process (ensures timely submission and completion of forms);

· Helps with program design, scheduling, and logistics;

· Helps Program Coordinator monitor matches, including scheduling meetings;

· Notifies Program Coordinator of any mentor scheduling or participation issues;

· Attends all mentor trainings;

· Attends kickoff event;

· Attends specific program functions as needed; and

· Assists with end-of-year evaluation.
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