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Mentors, 

 
 

mentoring
Sharing and gaining knowledge 
 
Experience in coaching and mentoring
 
A chance to give back to the industry
 
Opportunity to grow your network 
 
Exposure to new areas of the industry 
 

 s
 
Help planing future moves 

See a fresh perspective in younger eyes 
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We are delighted that you decided to Mentor with Otolo. This guide will give you tips 
and advice on how to ensure you have a fantastic experience as an Otolo Mentor, how 
to provide quality mentoring sessions and to create 
meaningful and empowered relationships with your Mentee. 

At Otolo we will give you the chance to: 

• Be part of the largest global hospitality community
• Support mentees in exploring their next career steps and finding the next role 
• Exchange ideas, knowledge and experience in a safe environment
• Tap into the experience of others, including learning from mentees
• Make valuable connections, expanding your professional network
• O�er fresh perspectives and diverse thinking
• O�er you industry insight, open forums and events 

We look forward to working with you, we are delighted that you have decided to 
become a Mentor with Otolo. This guide will give you tips and advice on how to ensure 
you have a fantastic experience as an Otolo Mentor, how to provide quality mentoring 
sessions and to create meaningful and empowered relationships with your Mentee.

The Otolo Team
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How it works
Step One: 
Sign up to the Otolo mentoring platform and provide your 
skills sets, experience level and the sector you work in. 

Step Two:
Otolo's AI match-making software will match you
with potential mentees

Step Three: 
Discuss your mentee's aims through the platform's
messaging system and arrange a date and time for your
first online mentoring session. 

Step Four: 
First call! Building rapport, and outlining the desired
outcomes for the next 6 months and plan in your next call.

Step Five: 
Meet once per month for the duration of the program

1

2

3

4
5
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10 tips for a 
successful 
Mentoring 
experience:
1.  Prepare for mentoring sessions:

Ahead of meeting your Mentee for the first time, ask them for their 3 goals 
for the program. This will give you a chance to think, ahead of time, of how 
you can speak to these goals or what questions you might be able to ask. 

2.  Session outcome: 
Time is of the essence and so setting a session aim can be really helpful, to 
keep the conversation focussed but also to measure the success of the 
session. This can be something specific or general if needs be, for example 
‘to explore and decide on actions to take to move closer to X goal’.

3.  Active listening:
Active and sincere listening sets the foundation for a meaningful 
Mentoring relationship and allows you as the Mentor to find out all the 
information you need in order to support and advise the mentor on their 
path to development. A helpful tool can be summarising what the mentee 
has said back to them, to ensure you’re aligned on your understanding 
before moving forward in the conversation. 

4.  Active questioning:
Asking insightful questions can o�er new perspectives, allow chance for 
necessary reflection, and provide opportunities to explore and define 
areas that may have been missed. Stay curious!

5.  Put yourself in their shoes:
Drawing upon your total professional experience while also learning about 
their lived experience of building a career in this new, ever-changing 
landscape will allow you to share ideas of ways forward that will make a 
real impact.

6.  O�er constructive feedback:
Mentoring can act as a powerful mirror for the Mentee in that it is an 
opportunity to develop self-awareness (for both parties). O�ering 
additional, kind and constructive, observations can increase this tool further.

7.  Tap into your network:
During your Mentoring journey, you may learn that your Mentee is 
particularly passionate about a certain area that doesn’t align with your 
knowledge or skill set. This is a great time to introduce your Mentor to others 
in your network who may be able to support and advise in some way. This 
can really move the needle on the path to someone’s development.

8.  Opportunity for your own Self-development:
Before starting this 6-month program, take the time to reflect on what you 
want to get from this experience, and you will know if you’ve been 
successful in achieving that. It could be to develop your own self-awareness, 
to improve your patience and listening skills or even to increase your 
confidence of interacting with new people

9. Be positive:
  This might seem obvious! When a mentee is facing challenges or failures it is 
important to hold space for those feelings, but also to remain 
solution-focused and full of encouragement without judgement. This will 
increase trust and the strength of the mentoring relationship.

   10. Bring the relationship to a close:
At the end of the 6-months, it is helpful to bookend the Mentorship 
properly. This might include reviewing the initial goals and aims in relation 
to their outcomes, reviewing the achievements (big and small), and asking 
for their feedback on their experience being mentored by you. This will 
ensure that the mentoring feels well rounded and positive with tangible 
outcomes on both sides.

6.  O�er constructive feedback:
Mentoring can act as a powerful mirror for the Mentee in that it is an 
opportunity to develop self-awareness (for both parties). O�ering 
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in your network who may be able to support and advise in some way. This 
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  This might seem obvious! When a mentee is facing challenges or failures it is 
important to hold space for those feelings, but also to remain 
solution-focused and full of encouragement without judgement. This will 
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properly. This might include reviewing the initial goals and aims in relation 
to their outcomes, reviewing the achievements (big and small), and asking 
for their feedback on their experience being mentored by you. This will 
ensure that the mentoring feels well rounded and positive with tangible 
outcomes on both sides.
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FAQs
What is Otolo?

 Otolo, the European socially funded 
mentoring scheme aimed at uplifting the 
careers of hospitality professionals. Our 
mission is ensure we keep hospitality sta� 
within the industry and teach them the 
skills to build highly successful careers.

How long does it take 
to get started:  
From enrolling as a Program Mentor, 
you will be matched with a mentee 
based on your experience, skill set and 
job sector and what a mentee is 
looking to develop. Once you have 
access to the platform and have your 
mentee matches, you can get started 
immediately!

What happens if we 
don’t get along:

 
If you feel that you and your mentee 
are not building a positive 
relationship, please notify one of the 
Otolo team and we can discuss this 
further to assess the correct 
outcome.

How long should I commit 
to the program for:  
The program is 6 months long, and 
once your 6 month mentorship has 
come to an end, we welcome you to 
stay on and begin the process with 
another one of our mentees.

Do we have to meet 
face to face:
All mentoring sessions must take place 
through the platform, but if you and 
your mentee would like to meet in 
person at the end of your mentorship – 
please do! 

Who sets up the meetings:
Mentees. If this is your mentees first 
mentorship then we’ve included some 
cheat sheets and questions on the 
next pages. 
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Goal Setting
1. Specific
Ask your mentee what is the one bottleneck that’s stopping them from 
developing? The answer to this question should give critical information to 
build specific goals and milestones around.

2. Measurable

 
3. Achievable
It’s important to break goals down so your mentee doesn’t feel 
overwhelmed. Make sure that any goals and milestones are achieavable 
and realistic. Goals can be broken down into small steps if needed.

Once you’ve helped the mentee set their goals it’s good practise to 
align some key measurable metrics to indiciate how successful each 
goal has been and whether more action needs to be taken.

4. Relevant
To ensure goals and steps are relevant make sure the mentee feels they
are relevant to them and worthwhile. Ensure you go through questions with
the mentee to ensure you are setting the right goals to work towards together.

5. Time-based

 

Make sure that each step and goal has defined time against against it 
so the mentee can hold themselvesaccountable and motivated.
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Managing your 
mentee

 
 

After the first call, both the mentor and mentee play
an active role in developing and strengthening the 
mentoring relationship. Be prepared to respond to 
written questions between calls as the mentee sees 
you as someone they trust and whose opinion they 
respect.

Make sure they are working on the agreed 
mentoring goals, but also leave enough space to 
discuss current challenges and topics which come up 
in the meantime.

Otolo believes mutual mentoring is at the heart of 
all successful mentoring relationships, and it is not 
hard for both mentors and mentees to learn from 
each other. We expect you to encourage mutual 
mentoring moments, by asking questions during the 
sessions, or you may ask for a stand-alone “reverse 
mentoring” session, which is all about the mentee 
sharing their knowledge. For example, depending on 
your role, it’s a chance to ask what Millenials 
or Gen Z think about hotel loyalty programmes, 
sustainability and the future of homesharing? What 
role does Social Media play in the professional life of 
your mentee? Which channels do they use for what 
and why?

Please regularly share feedback on what is going 
well, challenges in terms of your mentoring sessions 
with the Otolo team, we will provide you with 
feedback forms too.

“All good mentoring relationships come to an end” 
(David Clutterbuck, Everyone Needs a Mentor). While 
some aspects of your mentoring relationship might 
continue, it is ok to end your formal mentoring sessions 
after the 6-month program or if one or both parties 
feel that the relationship is not beneficial anymore. 

It is very important that you know and recognise 
your responsibilities and areas where you can o�er 
support and but also that you know your limits. 

As an Otolo mentor, you o�er mentoring on 
professional and career areas, you are not o�ering 
any consulting and guidance beyond these areas. 
Watch for discussions going too far into patterns 
around mental health and personal issues. If they do, 
please signpost your mentee to appropriate 
associations such as Hospitality Action 
(https:/www.hospitalityaction.org.uk/) in the UK or 
equivalent local mental health organisations. 

Also, please report anyone showing inappropriate 
behaviour (e.g. being rude, trying to sell, signs of 
bullying, harassment) to the Otolo team immediately. 



Things to remember
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Agenda

Date: Name:

Action points:

Agenda for the session:

Agreed date of next session:

1:

2:

3.

4.

1:

2:

3.
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Come prepared
Ahead of meeting your mentee, learn whatever you can 
about them. Take a look through their LinkedIn or ask 
them to share their CV ahead of time to understand their 
experiences and what they are looking for.

Talk about the big picture and 
support needs
Recount your own mentoring experiences with your 
mentee. Find out what they are looking to achieve and 
how you can support and give examples of actions that 
have and haven’t worked for you.

Set mutual expectations and goals
In your first meeting set expectations in what you can 
and can’t do on both sides, including availability, key 
deliverables and what you expect to support your men-
tree with during mentoring sessions.

Talk about communication
Both parties should insist on complete confidentiality 
unless agreed otherwise. The relationship should also be 
open and honest and if something isn’t working for either 
party then both parties should feel they can speak up 
honestly and not waste each others time.
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THIS IS HOW  
CHANGE HAPPENS.  
ONE GESTURE.  
ONE PERSON.  
ONE MOMENT AT A TIME.

1. What would be most helpful from me today?

2. What has developed since our last session?

3. What would be your dream job? 
How can I help you get there?

4. How would you like to focus our session today?

5. As you leave our conversation, what will you take 
    with you?

6. What are you short-term and long-term goals?

7. What is working for you in your career? 
What would you like to change?

8. What areas do you feel comfortable addressing on 
your own and where would you like support from me?

9. What inspires you and what are you most grateful in
your career?

  10. What has been your biggest career challenge and 
 what did you do  to work through it?
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