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	Department
	College Prep Institute 

	Title
	CLD Alumni Professional Mentor 

	Reports to
	College Prep Institute Assistant Director 

	

	Travel Required:
[image: MCWB01114_0000[1]] Local


	
	Type of position:
[image: MCWB01114_0000[1]] Volunteer

	  Hours:    
    [image: MCWB01114_0000[1]]minimum of 4 hours of mentorship per month 






	GENERAL POSITION DESCRIPTION

	The Professional Mentor will provide individualized guidance, support, and encouragement to high school and/or college students as they navigate academic pathways, explore career options, and develop essential life and leadership skills. This role is ideal for professionals who are passionate about youth development and committed to helping students achieve long-term success.
This role is ideal for professionals who are passionate about youth development, career readiness, and supporting the next generation of leaders.

	ROLES & RESPONSIBILITIES

	· Facilitate career exploration discussions, including pathways, majors, and workplace expectations.
· Assist students with resumes, interview preparation, networking strategies, and internship/job searches.
· Introduce students to industry knowledge, trends, and opportunities.
· Provide professional insights through job-shadowing opportunities or workplace exposure 
· Hold regular mentoring sessions (virtual or in-person) based on program guidelines.
· Model professionalism, leadership, and responsible decision-making.
· Promote confidence, self-awareness, and a growth mindset.
· Maintain communication with program staff regarding student progress or concerns.
· Complete required documentation, surveys, or feedback forms.
· Provide guidance on effective study habits, time management, and academic planning.
· Encourage students to advocate for themselves and utilize available academic resources.
· Support students in setting, tracking, and achieving academic goals.
· Build a positive and trusting mentor-mentee relationship based on empathy, consistency, and respect.
· Reinforce CLD’s Principles for Success and Code 4 Excellence 


	WORK EXPERIENCE AND SKILLS REQUIREMENTS 

	· Must be a CLD Alum (successfully completed Self Discovery/Career Exploration Project) 
· Professional work experience in any industry (minimum 2–3 years preferred).
· Commitment to supporting youth development and college/career readiness.
· Successfully complete CLD mentor orientation and required trainings 
· Provide CLD alum mentee with a job shadow experience or professional development 
· Ability to provide consistent, reliable support throughout the 6 month mentoring period.
· Willingness to undergo a background check

	ATTRIBUTES

	· Demonstrated ability to build positive, trusting relationships with high school and college students.
· Strong verbal and written communication skills, with the ability to explain concepts clearly.
· Empathy, patience, and a student-centered approach to mentoring.
· Reliable, consistent, and accountable in meeting with students and following through on commitments.
· Ability to help students set goals, develop action steps, and track progress.
· High level of professionalism and integrity; serves as a positive role model.
· Cultural awareness and the ability to work effectively with students from diverse backgrounds.
· Enthusiastic, encouraging, and committed to supporting student growth and confidence.
· Must be excited about CLD’s mission, youth and the communities we serve.    
· Must exemplify impeccable character 
· Strong verbal and written communication skills.
· Professional experience relevant to academic success, career development, leadership, or a specific industry.
· Reliable and consistent, with the ability to commit to regular meetings and follow-up communication.
· Excellent active listening skills and the ability to offer constructive, actionable feedback.
· Previous mentoring, coaching, or teaching experience is a plus.

	EDUCATION and/or CERTIFICATION REQUIREMENTS

	· Bachelor’s Degree or Higher in related job field 


	PHYSICAL REQUIREMENTS/DEMANDS 

	· Sitting, standing, walking, and speaking for extended periods, 
· Good hearing and vision
· Must have reliable transportation
· Must have reliable cloud-based platform for online video/audio mentoring meetings
· Must be willing to work some evenings and weekends.


	BENEFITS  

	· Opportunity to make a meaningful impact on the lives of high school and college students.
· Professional development and training in mentoring best practices.
· Connection to a network of community and industry professionals.
· A rewarding volunteer or part-time role that strengthens leadership and coaching skills.



Volunteer’s signature below constitutes employee's understanding of the requirements, essential functions and duties of the position.

Volunteer__________________________________ Date_____________
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