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   Reporting to the Head of Local Enterprise:
   Role Purpose:
   -------------
   The role of the Mentor is to share wisdom gained from experience and
   learning. The mentor’s principal function is to listen and to ask
   questions.
   They help the clients explore their goals and ideas for the future and
   to help them realistically appraise their current situation. As plans
   develop the role is to challenge and support the execution of the
   client’s plans and to assist them keep track with their objectives.
   Mentors are not encouraged to solve the problems for the client,
   rather to help clients develop the capability to solve their own
   problems. Mentors do not carry out the work on behalf of the client
   but can be a source of guidance and advice for them. The mentor may
   offer advice and opinion, but the mentor is not a consultant.
   Responsibility for decision-making rests solely with the client.
   Functional Competences:
   It is expected that the person approved as a LEO mentor by the LEO
   will possess the following functional competences: -
     * 
       Good knowledge of broad issues facing Irish industry and services
       companies, particularly issues affecting the support and
       development of micro-enterprise
     * 
       Excellent administrative skills together with the ability to
       successfully organise and prioritise work.
     * 
       Sound judgment as well as good communication
     * 
       Computer literate with knowledge of relevant applications
       including Word, Excel, PowerPoint and Outlook.
     * 
       Networking
     * 
       Mentoring / Coaching
         * 
           Empathy
         * 
           Listening without judging
         * 
           Challenging
         * 
           Questioning
         * 
           Sharing
         * 
           Non - directive
         * 
           Supporting
     * 
       Business counselling skills
         * 
           Business planning
         * 
           Project management
     * 
       Business knowledge of some/all of the following: -
         * 
           Leadership and management
         * 
           Business life-stages and growth strategies
         * 
           Finance for micro enterprise
         * 
           Attracting outside investment.
         * 
           Targeted sales and marketing
         * 
           Expansion into new export markets
         * 
           Improved R & D, production and logistics
         * 
           Navigating the regulatory framework for micro enterprises
         * 
           Management succession
         * 
           Staff development and team building
         * 
           Intellectual Property
         * 
           Business sectors
         * 
           The Local Enterprise Office programmes and activities.
   Experience
   The mentor will possess some or all of the following: -
     * 
       At least three years experience working in/or with micro
       enterprise.
     * 
       Relevant managerial experience.
     * 
       Relevant experience working in an area where particular
       professional or technical skills may have been developed that are
       transferable to micro enterprise.
     * 
       Previous experience of delivering mentoring assignments to micro
       enterprise clients.
   Longford LEO Application for Registration as a Mentor
   -----------------------------------------------------
   Business Details
   PART 1
   Name:
   Business Name/Company Name*:_______________________________________
   Company Registration No* _________________V.A.T. Registration No*
   Address:
   Tel. No: (w) __________________ Mobile: ________________ Fax No:
   Key Contact(s)__________________Position:_______________ Tel/Fax:
   Qualification Details
   PART 2
   Academic Qualifications
   Award
   Date
   Mentoring Competences
   PART 3
   Main
   2nd
   3rd
   4th
   Experience
   PART 4
   Highlight work experience relevant to the proposed mentoring services
   Date
   Position
   Responsibilities
   Highlight recently completed contracts pertinent to Local Enterprise
   Office Longford
   Date
   Customer
   Programme
   Please provide details of two referees: -
   Referee 1: -
   Address: -
   Phone: -
   Email: -
   Referee 2: -
   Address: -
   Phone: -
   Email: -
   Declaration
   PART 6
   Yes
   No
   1. Do any trading/consulting restrictions apply to you?
   2. If accepted, are you willing to do mentoring assignments in other
   LEO areas?
   I declare that, to the best of my knowledge, the facts are true and
   accurate and will form the basis of my business relationship with the
   Local Enterprise Office, Longford or any of its partner organisations.
   I further declare that I am free from any commercial agreements or
   considerations which might in any way affect the impartiality of any
   judgements or recommendations relating to client development projects,
   unless admitted in writing prior to carrying out any work being
   supported through the Local Enterprise Office, Longford.
   Signed:
   Name:
   Date:
    If Applicable
   7
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