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Introduction to Coaching and Mentoring 

Coaching and Mentoring 
Quick Reference Card 

 

    Successful Traits of Coaches and Mentors 

 

Building Trust in Coaching Relationships 

Recognizing the differences in these employee 

development approaches helps leaders choose the most 

suitable method for their team's unique needs. 

Structured process to 

improve performance in 

a current role. 

Coaching 

A Coach is a guide who: 

✓ Set clear goals. 

✓ Communicates effectively. 

✓ Shows empathy and support. 

✓ Stay resilient in challenges. 

 

 

 

 

 

 

 

Techniques and Strategies for Coaches 

Organizational Occupational Individual 

 

Techniques and Strategies for Mentors 

   Mentoring A Mentor is someone who: 

✓ Shares professional wisdom. 

✓ Practices patience in guidance. 

✓ Inspires and motivates mentees. 

✓ Is approachable. 

Building trust in a coaching relationship doesn't 

happen overnight. It requires consistent effort and is 

built on several key factors: 

 

1. Being reliable  

2. Showing empathy 

3. Maintaining confidentiality 

4. Demonstrating competence 

 

5.  

Informal, relationship-

based process for long-

term development. 

Focuses on specific skills 

and performance. 
Concentrates on overall 

career and growth. 

Short-term and task-

oriented in approach. 
Is long-term and 

relationship driven. 

Involves regular and 

structured sessions. 
Features flexible and 

informal interactions. 

Emphasized performance 

in the current job. 
Emphasizes future 

roles and potentials. 

Active Listening plays a crucial role 

in coaching. Here’s why: 

• Understand the coach’s message. 

• Build trust and understand needs. 

Questioning techniques can propel growth by clarifying 

thoughts and challenging assumptions. This includes: 

 

• Open-ended questions 

• Probing questions 

• Reflective questions 

• Solution-focused questions 

 

Providing feedback offers an objective perspective 

without being judgmental. Key strategies include:  

• Being specific and clear. 

• Making it timely. 

• Focusing on constructive, not critical, feedback. 

• Encouraging self-reflection. 

 

 

Foster independence in mentees for growth and 

confidence: 

• Balance guidance and autonomy. 

• Let mentees set goals. 

• Include in decision-making. 

 
Use personal stories to enrich 

relationships and foster growth: 

 

• Match stories to mentee’s 

needs. 

• Highlight key lessons. 

• Balance vulnerability 

professionally. 

Effective goal setting directs mentees towards 

success and can be achieved through: 

• Encourage SMART goals. 

• Use vision-based goals. 

• Emphasize process over outcome. 
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Challenges in Coaching and Mentoring 

 

 

Integrate Coaching into Your Leadership 

      Handling Difficult Conversations in coaching 

requires tactful strategies and empathetic communication. 

It involves active listening, non-confrontational dialogue, 

and a focus on finding constructive solutions. 

      Identifying potential obstacles, such as 

mismatched expectations are key for success. 

Addressing these challenges early ensures effective 

mentorship and mentee growth. 

In coaching, success isn't just about numbers; it's about assessing growth in skills, confidence, and job 
performance. Key measures for coaching success include: 

Measure Coaching Success 

Set Clear Goals 

SMART goals 

form the basis for 

measuring 

coaching 

success. 

To embrace continuous learning, consider these 

strategies:  
 

Continuous Learning as a Coach and Mentor 

Regular Check-

ins 

Consistent check-in 

sessions are 

essential for guiding 

progress. 

Observing 

Behavioral Change  

Noticeable 

improvements in 

confidence and 

communication are 

signs of successful 

coaching. 

Self-Assessment 

Self-assessments and 

peer feedback offer 

valuable growth 

insights. 

Performance 

Metrics 

Tangible metrics, like 

increased sales or 

improved 

performance ratings, 

indicate coaching 

success. 

There are several ways to measure the effectiveness of 

your mentoring. Here are some key metrics: 
 

 

 

Evaluate Mentoring Effectiveness 

Skill 

Development 

Goal 

Achievement 

Confident 

Level 
Career 

Progression 

1 4 3 2 

Integrating coaching into leadership cultivates high-

performing teams and empowers staff to reach full 

potential. Here’s how you can too. 

Coaching as Leadership 

Foster team growth with a coaching style. 

 

Coaching Mindset 

Shift to empowering and inquisitive 

leadership. 

 

Regular Meetings 

Discuss progress and goals in one-on-

ones. 

 

Team Performance 

Use coaching to boost team innovation. 

 

Continuous Learning 

Constantly evolve your coaching 

techniques. 

✓ Attend workshops and courses for 

skill enhancement. 

✓ Pursue self-learning through reading 

and online resources. 

✓ Cultivate a growth mindset for 

continuous improvement. 

✓ Reflect on practices to identify and 

implement improvements. 
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Free Cheat Sheets
Use the links below to download and

distribute with our compliments.

Business Skills
Accounting
Communication
Professional Development

Career Development
Career
Entrepreneurship
Higher Education
Job Hunting
Personal Branding
US Citizenship

Compliance & Safety
Active Shooter
Discrimination
Drugs & Alcohol
Harassment
Safety
Security

Customer Service
Customer Care
Customer Service Basics

Diversity
Bias
Diversity in HR
Inclusion

Sales & Marketing
Marketing
Sales

Technology
AI
Computer Basics
CRM
Mac
Software

Training
Course Authoring
Instructional Design
Train the Trainer

Wellness
Mental Health
Personal Growth
Relationships
Well-Being
Work/Life Balance

Google
Calendar
Chrome
Classroom
Docs
Drive
Forms
Gmail
Sheets
Slides

HR
Hiring
HR
Talent Management

Leadership 
Leadership 
Management 
Project Management

Microsoft
Access
Excel
OneDrive
OneNote
Outlook
PowerPoint
Teams
Windows
Word

AI Powered Training Made Easy

Customizable Courses
Make ready-made training
yours with 300+ courses

AI Course Builder
Create stunning courses

in minutes with AI.
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