
                                                 

 

 International Student Services Office 

International Student Mentor  

Undergraduate and Graduate Positions 

Description & Application Form 

2014 - 2015 

 
The International Student Services Office (ISSO) is committed to supporting undergraduate and graduate international 
and exchange students through the various stages of their transition to academic life at Carleton University. Mentors 
play a central role in ensuring student success by providing guidance and academic coaching.  
 
All ISSO mentors report to the Intercultural Programs Coordinator, and work under the guidance of two Mentoring Team 
Advisors. This is a full year commitment, from April 2014 to April 2015. Mentors volunteer 5 to 10 hours per week to the 
mentoring program. Graduate Mentors support graduate international and exchange students, and Undergraduate 
Mentors support undergraduate international and exchange students. 
 
Mentors should be self-motivated and energetic individuals willing to share their experiences and time with new 
international students. All mentors need to have completed a minimum of one year of studies at Carleton University, be 
in good to high academic standing, and be sensitive to the international student experience.  
 
A significant amount of trust is placed in mentors by the ISSO staff and by their assigned peers. Mentors are expected to 
maintain strict confidentiality in their sessions and complete applicable administrative processes. Mentors are also 
required to maintain a complete understanding of the student services available to international and exchange students.   
 
The ISSO provides comprehensive training and professional development opportunities to all mentors. Mentors are 
required to attend all mandatory training dates. Regular training sessions and team meetings provide the education and 
support needed for mentors to develop their mentoring skills. Individual meetings with the Mentoring Team Advisor and 
the Coordinator will be used to review goals and to track progress. 
 
This volunteer opportunity can be recognized in your Co-curricular Record – www.carleton.ca/ccr 
 
Mentors provide support as follows: 
 
Pre-arrival Support  
Mentors begin their assignments in the months leading to the start of the term, offering support to incoming 
international and exchange students prior to their arrival in Ottawa. During this pre-arrival stage, mentors adopt the role 
of a pen-pal, connecting with their partners primarily by e-mail. Mentors become the first point of contact for their 
partners in answering important questions about student life, including, but not limited to information about Ottawa, 
housing and accommodations, and class registration. Mentors help connect their partners with the appropriate campus 
and community resources, while easing the anxiety that new students typically experience when preparing for their 
move. Note that during the summer months, mentors, may work remotely from anywhere in the world. 
 
Arrival Support  
Mentors have a strong presence during orientation. All mentors meet their partners shortly after their arrival in Ottawa 
and ensure that they participate and take advantage of orientation week programs. Mentors are instrumental in helping 
new students navigate any challenges experienced during the first weeks of the semester, and ensure that their partners 
feel welcome as members of the Carleton community. Mentors guide their partners through the process of establishing 
a support network, which includes making social connections and recognizing key support services. This involves 
participating in ISSO social and cultural activities and having regular check-ins with partners. Mentors receive additional 
partners at the start of the semester.  
 

                                                                                                                                              Con’d...   

http://www.carleton.ca/ccr


Ongoing Support 
Mentors provide academic, social and cultural support throughout the year to their partners by regularly following up 
and holding meetings. This ongoing support is offered as: 

 Academic Coaching - Mentors help their partners define and attain their academic and professional goals.  
Mentors work with students who have varying levels of previous academic achievement and experiences. 
Mentors guide their partners helping them become strategic about their academic success.  

 Student Engagement - Mentors guide their partners as they navigate the Carleton University community. 
Mentors help their partners become strategic about developing a social network. Mentors also influence their 
partners in developing self-confidence and self-awareness. Mentors participate in social activities and cultural 
opportunities with their partners (e.g. ISSO events, City of Ottawa activities, etc.) to help them get to know 
Ottawa and Canada. 

 
Mentor Qualifications:  

• Display outstanding leadership, initiative, communication, and organizational skills 
• Have a proven ability to work effectively in a team environment 
• Demonstrate awareness of the needs of a diverse population 
• Be able to work effectively without supervision if needed 
• Display the capacity to meet multiple deadlines in a short period of time 
• Display aptitudes in research, analysis and synthesis of information  
• Be in good academic standing  
• Demonstrate above average knowledge of ISSO and Carleton University student support services 
• Demonstrate comprehensive understanding of challenges faced by international students and exchange 

students on campus 
 

Training and Other Requirements:  

 All mentors must attend the following training dates: 
o Spring Training - April 9th, 2014 from 2:00PM to 5:00PM 
o Fall Training - August 26th and 27th, 2014 

 Additional in-service training sessions will be scheduled during the fall and winter semesters in keeping with 
mentor schedules  

 All Mentors will be required to submit a Police Record Check after being selected for the position - additional 
instructions will be provided  

________________________________________________________________________________ 
 

Application Instructions-  
Please submit your complete application in person to the International Student Services Office (128 University Centre) or by 
email to maria.walt@carleton.ca  
 
Your application must include: 

 The application form provided  

 A cover letter including your experiences and suitability for the position  

 A copy of your resume  
 
Deadline to apply: Friday March 7, 2014 at 4:00pm 

 

mailto:maria.walt@carleton.ca


 
Date Submitted: _________________ 

 

 

Mentor Program Application Form  

2014 - 2015 
 

 

Applicant Information 

 

First Name: ______________________________ Last Name: _______________________________ 

E-mail: _______________________________ Telephone Number: ___________________________ 

Student Number: __________________________ Year of Study: _____________________________ 

Level of Study (Undergraduate/Graduate):____________ Faculty: ____________________________ 

Years at Carleton: _____        

 

 

Please list some of your personal interests and hobbies: 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________  


