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COURSE DESCRIPTION 
 

 

 

      

Course title: Training for unique skills and techniques for mentoring 

Course code: TRUST ME mentor skill development 

Contact hours:  2520 minutes 

Prerequisites: BA in business or other degree with at least 2 years 

relevant experiences 

 

 

Aims and objectives 

The course aims at developing both the hard and the soft skill of the future business 

mentors. The aim of hard skill training is to develop business-related competencies, while 

the soft skill training focuses on the improvement of those skills and competencies that 

are necessary to create and maintain mentoring relationship.  

The course is designed for those professionals with strong economic background and/ 

relevant business experiences who wish to continue their professional carrier as a 

business mentor. The main goal is the course is to develop and make visible the 

competencies of the future mentors that are necessary in providing support to the SME 

owners and managers in defining and achieving their business goals, in exploiting their 

potentials, helping the mentee to grow through own strengths and helping to recognize 

own developing areas, as well. Beside the knowledge transfer the course aims at 

developing those self-reflective competencies that facilitate continuous learning.  

The internal structure of the course follows the internal logic of the mentoring process 

and the learning outcomes are based on the Mentor Competency Framework and Skill 

Card developed within the framework of the TRUST ME project that ensures the 

development of the relevant set of competencies.  
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Entry criteria and evaluation methods 

The course is designed for those professionals who wish to continue their professional 

carrier as a business mentor. There are two basic areas that are of utmost importance in 

successfully acting as a business mentor. The course participant have to possess 

relevant business-related knowledge and/or experiences. CV-review and application 

questionnaire are used to survey the initial level of knowledge and competencies of the 

applicants. The CV-review focuses on the prior degree and work experiences, especially in 

the fields of consulting, coaching and other supportive activities. The entry level 

assessment tool (questionnaire) also provides an opportunity to preliminary survey the 

existing skill set of the applicants and on that bases to define the optimal learning path to 

them, including self-evaluation and recognition of own (mentor/mentees) capacities. 

The other important aspect in the entry evaluation process is the attitude of the 

applicants that makes them capable to act as a business mentor. Their attitudes are 

monitored with personal interviews. The interviews concentrate on the applicants’ 

motivation and carrier plans.  

 

 

Learning outcomes, competencies 

Through the successful participation in the course the following skills and competencies 

can be acquired: 

 

Soft Skills 

 

Competencies 

Self-awareness and 

behavioural awareness 

(understanding others) 

 Being available and understanding in helping the 

mentee cope 

 Managing own behaviour 

 Being emphatic without personal involvement 

Business/professional savvy 

and sense of proportion 
 Strategic thinking, business development 

 Holistic view and experience on entrepreneurship 

and its wider (social, economic) context 

Communication and 

conceptual modelling 
 Ability to create a trustful communicative 

atmosphere 

 Active listening 

 Ability to argue in an analytical way 

 Powerful questioning 

 Exploiting non-verbal communication 

Commitment to own 

learning and interest in 

helping others to learn 

 Ability to realize the need/challenge of the 

mentee 

 Reality testing 

 Ability of transferring knowledge and experience 

 Facilitating learning and assessing learning 

outcomes 

 Inspiring and motivating mentees to learn 
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Relationship management 

and goal clarity 
 Understanding human motivation/drivers 

 Project-based thinking 

 Giving and receiving constructive feedback 

 Forming ideas in written and oral communication 

in a relevant way 

 Ability to establish and maintain the rapport 

based on mentee's needs 

 Complexity leadership (fostering adaptability and 

creativity, self-organisation and managing 

disequilibrium) 

Hard skills 

 

Competencies 

Market conditions and 

demand (Economics) 
 Understand the importance of economic factors of 

budgeting and running a business 

 Able to make estimations and understand these 

results and effects 

 Understand the system-thinking 

 

Production and cost  Learn about different cost structures and 

understand the importance of cost budgeting 

 Able to identify the variable/fix costs, production 

and periodic costs 

 Analyse the factors of production  

Investment  Understand the financial effects of investment in 

budgeting 

R&D  Understand the importance of R&D and a possible 

strategy for it 

 Understand the process of product innovation and 

the key elements of innovation portfolio 

Marketing  Understand the elements of a marketing strategy 

 Assess a company’s marketing needs 

 Understanding different tools for marketing 

 The effect of marketing to a financial budget 

Logistic  Understands the role logistics for a business 

 Becomes familiar about the logistics processes  

 Recognizes and understands some of the most 

common supply chain tools 

 Understands the role of logistics services provides 

and the selection process. 

Finance and budget  Able to define the optimum financial and capital 

structure of a company 

 Calculate the costs of different financial sources 
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Value chain management 

and Strategy 

 Understand the value chain approach and 

principles 

 Evaluate a business model using BMC 

HR and business ethics per 

learning elements 

 Define human resource management and identify 

human resource activities 

 Understand human resource management from a 

strategic perspective 

 Differentiate among job specification, job 

description and job analysis 

 Evaluate the role of human resource 

development  and discuss why a strategic approach 

is important 

Mentoring process  Understand the phases of the mentoring process 

 Identify the evolution of the mentoring relationship 

through the phases of the mentoring process 

 Manage different situations with the appropriate 

behaviour in order to maintain relationship and 

achieve the objective 

 

 

Course description 

The course consists of two basic modules. The first module aims at developing soft skills, 

while the second focuses on the improvement of hard skills. Both parts are divide into 

smaller thematic, logically consistent units. 

 

Soft skill development 

The logic of the soft skill module follows the process of mentoring and consists of four 

thematic parts.  

 

I. Preparatory phase 

The aim of this phase is to provide a brief introduction to the participants how to prepare 

the mentoring relationship. It comprises various activities with the goal to transfer 

relevant methodologies and to form the future mentors’ attitudes, as well. The exercises 

in this unit address to develop listening, understanding and responding skills, critical 

thinking abilities, information seeking skills and client-service orientation. The other aim 

of this unit is to enhance the ability to form a strategic perspective, to identify the 

personal qualities requested for an effective mentor, to sustaining functional, technical 

and organisational proficiency and to strengthen personal integrity.  

 

II. Negotiating / contracting 

The second phase is devoted to the activities aiming at making a contract between the 

mentor and the mentee. The tools and techniques thought in this unit concern various 

aspects of constructing the psychological and professional relationship between the 

mentor and the mentee. The unit includes exercises that support the future mentor to 
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establish and marinating the frame of the mentoring process and cover such areas, like 

trust building, identification of the client’s needs, goal clarification and conflict 

management. These activities are accompanied by the development of the specific 

communication skills, like listening, giving feedback and powerful questioning.  

 

III. Facilitating mentorship 

The third unit encompasses techniques and methodologies that help the mentors to 

establish and maintain rapport. In this phase, therefore, conversation and interpersonal 

skills, self-assertion and process evaluation are in the forefront, but the unit also includes 

exercises devoted to the development of the ability to reflect permanently to the mentor’s 

role in the process.  

 

IV. Closing the mentoring process 

Closing the mentoring is a challenging task both for the mentor and the mentee. The aim 

of this unit is to enrich the mentors’ competencies to conclude the process effectively. 

Reflection, self-reflection, performance evaluation and the assessment of the learning 

process are in the focus of the training exercises in this part of the soft skill training.  

 

Hard skills development 

The aim of the hard skill module is to provide a common frame of reference in various 

business areas, depending on the participants’ prior knowledge and experiences. The 

module comprises those business fields that are relevant in the mentoring activities, 

including finance, cost analysis, human resources management and sales/marketing. 

The aim of the knowledge transfer in this module is not to build business experts, but to 

support the future mentors in possessing the knowledge, skills and competencies that 

are necessary to detect and analyse the clients’ (mentees’) real needs, to define their 

business goals and to exploit their potential to develop and grow.  

 

 

Methodology 

In order to achieve the goals presented above blended learning methods are applied. The 

course is based on the combination of face-to-face training sessions and e-learning 

methods. The face-to-face training is an action-oriented and problem-focused event, 

which ensures the possibility of experience-based learning. Case studies, role plays and 

various forms of training exercises constitute both the soft and the hard skill 

development activities. In case of the hard skills frontal teaching is also applied in order 

to help the participants to make a better understanding of the relevant business issues. 

As a didactical innovation a business simulation game is used for the improvement of the 

hard skill, in order to put the participant into a real life context and to provide a frame for 

practicing teamwork, group decision making, conflict management, etc. All these face-to-

face exercises are accompanied by e-learning materials with the aim at providing an 

insight into the theoretical foundations of the training material and leaving space for 

reflection. 
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Course schedule 

 

Consultations 

 

Topic 

 

Individual 

learning 

(before entering 

the course) 

Introduction to mentoring 

Technical preparation to the CESIM simulation game 

Contact day 0. 
Introduction to the course (4 contact hours):  

 Warming up 

 Technical details 

Introduction to the CESIM game (4 contact hours) 

Individual 

learning 

(1 week) 

Hard skill e-learning modules: 

 Market conditions and demand (Economics) 

 Production and cost  

 Investment 

 R&D 

CESIM game 1st round 

Contact day 1. 
Hard skill module (8 contact hours): 

 Market conditions and demand (Economics) 

 Production and cost  

 Investment 

 R&D 

Individual 

learning 

(1 week) 

Hard skill e-learning modules: 

 Marketing 

 Logistic 

 Finance and budget 

 Value chain management and Strategy 

CESIM game 2nd round 

Contact day 2. 
Hard skill module (8 contact hours): 

 Marketing 

 Logistic 

 Finance and budget 

 Value chain management and Strategy 

Individual 

learning 

(1 week) 

Hard skill e-learning modules: 

 HR and business ethics per learning elements 

 Mentoring process 

CESIM game 3rd round 
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Contact day 3.  
Hard skill module (4 contact hours): 

 HR and business ethics per learning elements 

 Mentoring process 

Soft skill module (4 contact hours):  

 Warming up and mentor competencies 

Individual 

learning 

(1 week) 

Soft skill e-learning modules: 

 Personality types 

 Communication 

CESIM game 4th round 

Contact day 4.  
Soft skill module (8 contact hours): 

 Preparation of the mentoring process 

 Trust building 

Contact day 5. 
Soft skill module (8 contact hours): 

 Communication, personality types, conflict resolution 

 Understanding of the own position (and motivations) 

Individual 

learning 

(1 week) 

Soft skill e-learning modules: 

 Conflict management 

 Learning styles 

CESIM game 5th round and closing evaluation 

Contact day 6.  
Soft skill module (8 contact hours): 

 Mentoring models and exercises 

Contact day 7. 
Soft skill (4 contact hours): 

 Closing the mentoring process 

Closing and evaluation of the course (4 contact hours) 

 

 

Assessment and grading 

Evaluation is an organic part of the training process as it aims at proving a practical 

toolkit in the self-reflexive learning of the future mentors. The evaluation tools intent to 

measure personal development through the training process as a whole. In order to do 

so, the following means are applied.  

Learning diary: A learning diary is a collection of notes, observations, thoughts and other 

relevant materials built‐up over a period of time and maybe a result of a period of study. 

Its purpose is to enhance the participants’ learning through the process of writing and 

thinking about their learning experiences. The learning diary is personal to the individual 

participants and reflects their personality, preferences and experiences. 

Self-evaluation questionnaire 

Peer evaluation questionnaire 

 

 

 



ERASMUS+ KA2 Strategic Partnership 

2015-1-HUO1-KA202-013535 

TRaining for Unique Skills and Techniques for Mentoring 

 
 

 
This project has been funded with support from the European Commission. 

The European Commission support for the production of this 
publication does not constitute endorsement of the contents which 

reflects the views only of the authors, and the Commission cannot be 
held responsible for any use which may be made of the information 

contained therein. 

8 

Compulsory reading 

Lancer, N. – Clutterbuck, D. – Megginson, D. (2016) Techniques for Coaching and 

Mentoring - 2nd Edition, London: Routledge 

 

Recommended readings 

Aarnio H. 2012 Dialoset menetelmät (Dialogical menthods) Available only in Finnish. 

http://www3.hamk.fi/dialogi/diale/menetelmat/ 

Ackley, B. – Gall, MD. (1992) Skills, strategies and outcomes of successful mentor 

teachers. Paper presented at the Annual Meeting of the American Educational Research 

Association (San Francisco, CA, April 20-24.) 

Ceptureanu, E. G. I., 2015. Managementul schimba ̆rii i ̂n IMM-urile inovative. București: 
Editura ASE. http://excelenta.ase.ro/Media/Default/Page/ceptureanueduardgabriel.pdf. 

Clutterbuck, D. (2005) Establishing and maintaining mentoring relationships: an overview 

of mentor and mentee competencies. SA Journal of Human Resource Management, 3 (3), 

pp. 2-9. 

David, D., 2015. Psihologia poporului român: profilul psihologic al românilor într-o 

monografie cognitiv-experimentală. Iași: Polirom. 

Fisher, R., Ury, W. L., Bruce Patton, B., 2016. Raspunsul lor... Da! Bucuresti: BMI. 

Harris, T. A., 2011. Eu sunt OK, tu ești OK. Bucureşti: Editura Trei. 

Illeris, K., 2015. Teorii contemporane ale învățării. Bucuresti: Editura Trei. 

Marcatia, A., Guidoa, G. & Pelusob, A. 2008: The role of SME entrepreneurs’ 

innovativeness and personality in the adoption of innovations. Research Policy 37(9), pp. 

1579–1590. Available: 

http://www.sciencedirect.com/science/article/pii/S0048733308001443  

Opre, A., 2002. Noi tendinţe în psihologia personalităţii. Modele teoretice. Cluj-Napoca: 

Editura ASCR. 

Pitariu, H. D. 2006. Proiectarea fişelor de post, evaluarea posturilor de muncă şi a 

personalului. Un ghid practic pentru managerii de resurse umane. Bucureşti: IREXON. 

Popescu, D. I. 2013. Comportament organizațional. București: Editura ASE. 

Safta, D., 2016. Managementul conflictelor în organizație. Bucuresti: Editura Trei. 

Șerbănică, C. 2011. O analiză de tip cauză–efect a cooperării universitate – mediu de 

afaceri pentru inovarea regională i ̂n România. Economie teoretică și aplicată 18(563), pp. 

27–43. http://store.ectap.ro/articole/648_ro.pdf. 

Stauffer, D. 2016. Personal innovativeness as a predictor of entrepreneurial value 

creation. International Journal of Innovation Science 8(1) pp. 4 – 26. Available: 

http://www.emeraldinsight.com/doi/pdfplus/10.1108/IJIS-03-2016-001 

Lindblom, Å.  & Stevenson, L.  2010. Innovative entrepreneurship policy: linking 

innovation and entrepreneurship in a European context. Annals of innovation and 

entrepreneurship 1(1). Available: http://journals.co-

action.net/index.php/aie/article/view/5602 

Smith, L. & Berry, R. 2013. Creativity, Innovation, and Entrepreneurship: A Literature 

Review.  

Fisher, Roger, William L. Ury, 2011, Getting to Yes: Negotiating Agreement Without Giving 

In. New York, NY: Penguin Books 
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Handy, Charles, 2007, Understanding Organizations, Penguin Books Limited 

Harris, Thomas, 2004, I’m OK – You’re OK. New York, NY: Harper Collins 

Kohlrieser, George, 2011, Hostage at the Table: How Leaders Can Overcome Conflict, 

Influence Others, and Raise Performance. San Francisco, CA: Jossey-Bass, John Wiley & 

Sons 

Nelson, Debra L., James Campbell Quick, 2013, Organizational Behavior: Science, The 

Real World, and You. Boston, MA: Cengage Learning 

Robbins, Stephen P., 1974, Managing organizational conflict: a nontraditional approach, 

Upper Saddle River, NJ: Prentice Hall 

 

Useful links and websites: 

https://www.youtube.com/watch?v=5mApEVWZESA 

https://www.youtube.com/watch?v=2PRqxDbmgtY 

Bennet N., Lemoine G.J. (2014) What VUCA Really Means for You. Available: 

https://hbr.org/2014/01/what-vuca-really-means-for-you 

George B. (2017) VUCA 2.0: A Strategy For Steady Leadership In An Unsteady World . 

Available: https://www.forbes.com/sites/hbsworkingknowledge/2017/02/17/vuca-2-0-

a-strategy-for-steady-leadership-in-an-unsteady-world/#185f1cc713d8 

 

https://www.youtube.com/watch?v=5mApEVWZESA
https://www.youtube.com/watch?v=2PRqxDbmgtY


ERASMUS+ KA2 Strategic Partnership 

2015-1-HUO1-KA202-013535 

TRaining for Unique Skills and Techniques for Mentoring 

 
 

 
This project has been funded with support from the European Commission. 

The European Commission support for the production of this publication does not constitute endorsement of the contents which 
reflects the views only of the authors, and the Commission cannot be held responsible for any use which may be made of the 

information contained therein. 
10 

Training plan 

 

Training plan 

Training elements Face-to-face E-learning CESIM simulation game Other Total time 

Days / Weeks Soft skills time Hard skills time Soft skills time Hard skills time   time Extra time (hours) 

Introduction to mentoring             Hard skills 4         4 

Contact day 0                 Intro / Pre-round 4 Intro / Warm-up 4 8 

Individual week 1 (e-learning)             Hard skills 16 1st round 2     18 

Contact day 1     Hard skills 8                 8 

Individual week 2 (e-learning)             Hard skills 16 2nd round 2     18 

Contact day 2     Hard skills 8                 8 

Individual week 3 (e-learning)             Hard skills 8 3rd round 2     10 

Contact day 3 Soft skills 4 Hard skills 4                 8 

Individual week 4 (e-learning)         Soft skills 4     4th round 2     6 

Contact day 4 Soft skills 8                     8 

Contact day 5 Soft skills 8                     8 

Individual week 5 (e-learning)         Soft skills 4     5th round + closing 4     8 

Contact day 6 Soft skills 8                     8 

Contact day 7 Soft skills 4                 Closing / evaluation 4 8 

Total time   32   20   8   44   16   8 128 

 

 

Hard skills 80 Soft skills 40 Face-to-face total 52 E-learning total (+ CESIM) 68 

Face-to-face 25% Face-to-face 80% 

 

43% 

 

57% 

E-learning (+ CESIM) 75% E-learning 20% 
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Training plan - Topics 

Training elements 
Soft skills Hard skills Simulation game (hard skills) and others 

Total time 

Days / Weeks (hours) 

Introduction to mentoring  Introduction to Mentoring  4 

Contact day 0   Introduction / warm-up Intro / Pre-round of CESIM 8 

Individual week 1 (e-learning)  
Market conditions and demand 

Production and cost  

Investment 

R&D 

1st round of CESIM 18 

Contact day 1   8 

Individual week 2 (e-learning)  
Marketing 

Logistics 

Finance and budget 

Value chain management & Strategy 

2nd round of CESIM 18 

Contact day 2   8 

Individual week 3 (e-learning)  
HR and business ethics 

Mentoring process 

3rd round of CESIM 10 

Contact day 3 
Warming up 

Mentor competencies 
 8 

Individual week 4 (e-learning) 
Personality types 

Communication 
 4th round of CESIM 6 

Contact day 4 
Preparation of the mentoring process 

Trust building 
  8 

Contact day 5 

Communication, personality types, 

conflict resolution  

Understanding of the own position 

(and motivations) 

  8 

Individual week 5 (e-learning) 
Conflict management 

Learning styles 
 5th round of CESIM and closing 8 

Contact day 6 Mentoring models and exercises   8 

Contact day 7 Closing the mentoring process  Closing / evaluation 8 

Total time 128 
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