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Job Description

Position Title: Mentor

Salary Grade: Voluntary role

Location: Remotely Based

The IRMS is committed to diversity and equality of opportunity for all and is
opposed to any form of less favourable treatment and harassment on the
grounds of race, religious beliefs, creed, colour, nationality, ethnic or national
origins, gender, marital status, parental status, age, sexual orientation or

disability.

Position Responsibilities:

A Mentor is a key part of the IRMS’ commitment to support and develop its
members. As a mentor you are responsible for helping your mentee develop,
agree and achieve their own professional development goals. How your
relationship works with your mentee is governed by the standards around the
Mentoring programme and how you and your mentee wish to work.

Duties:

Meet with and discuss professional development goals with an
assigned mentee

Agree goals with a mentee and agree a ‘checking in’ period to track
progress and offer any support

With the mentees consent, work and/or liaise any other third party (line
manager for example) to help progress their professional development
Report to the Mentoring lead on progress, any issues and availability to
taking on a mentee

Ensure that all mentoring records and information about the mentee
are handled securely and confidentiality

Ensure that all mentoring records are handed over the Mentoring lead
at the end of the agreed mentoring period

Raise any concerns for a mentees welfare in accordance with IRMS
policies and procedures




Person Specification:

Essential:

Membership of the IRMS and have knowledge of the workings and
services that the IRMS offers

Experience in leadership and/or mentoring (including coaching or similar)
Suitable experience within the profession (approx. 10 years but this it not
set in stone)

Excellent organisation, prioritisation and time management skills with the
ability to work to tight deadlines

Proven project management skills

Excellent written and verbal communication skills across all levels of

the organisation

Knowledge of IT processes e.g. MS Office Suite

PC literate, including knowledge of various eTools including Forums,
Wikis and social media

To understand what the expectations are of IRMS members and to ensure
this is consistently incorporated into the role as appropriate

Desirable:

Desire to learn and apply knowledge
Flexible attitude in approach and methods of working
Inclusive and experience in leading and inspiring others




