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 Mastering Time Management for Mentors and Mentees 
 Written and reviewed by Seasoned Match Mentors 

 
This module is designed to equip the Match Mentor participants with essential time 
management skills to maximize the impact and guide the mentees effectively. Through practical 
tips and structured guidance, mentors will learn to prioritize tasks, set clear goals, create 
structured schedules and remain adaptable to changing circumstances. 
 
Objectives covered 

• Understand the importance of effective time management in mentoring relationships and its 
benefits for both mentors and mentees 

• Gain a clear understanding of the personal and professional commitments to avoid 
overextending  

• Define objectives and expectations to enhance focus and motivation in the mentoring 
relationship 

• Identify the focus on the most critical tasks to achieve the mentoring goal 

• Develop a clear and organized plan to stay on track with the mentoring activities  

• Learn to adapt to changing circumstances and maintain effective time management 
 
LESSONS: 

• Introduction to Time Management in Mentorship 

• Understanding the Commitments 

• Setting Clear Goals and Expectations 

• Prioritizing the Time 

• Creating a Structured Schedule 

• Being Flexible and Adaptable 
 
Goals / Objectives – (Introduction to Time Management) 

• Maximize Productivity: Prioritize tasks and minimize distractions to focus on high-value 
activities 

• Achieve Goals: Set clear goals and develop action plans to reach objectives 

• Reduce Stress: Manage time effectively to maintain control and prevent burnout 

• Maintain Work-Life Balance: Ensure time for work, family, hobbies, and self-care 
 
Goals / Objectives – (Understanding the Commitments) 

• Create a Commitment Inventory: List all the short term and long-term commitments 

• Evaluate Importance and Urgency: Determine priorities using time management tools 
(calendars, planners, digital apps) 

 
Goals / Objectives – (Setting Clear Goals and Expectations) 

• Set Goals: Clearly defined desired outcomes with the mentee 

• Communicate Goals: Ensure both the mentor and mentee are aligned on objectives 

• Establish Expectations: Define meetings, frequency, communication channels, and 
guidelines to minimize misunderstandings. 
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Goals / Objectives – (Prioritizing the Time) 

• Identify Key Tasks: Determine which activities are essential for goal achievement. 

• Assess Urgency and Importance: Allocate time, realistically, avoiding over commitment 

• Use Time Blocking: Allocate specific time, slots for different tasks and activities 
 

Goals / Objectives – (Creating a Structured Schedule) 

• Map Out Schedule: Plan daily, weekly, or monthly schedules, including mentoring activities, 
preparation, and follow up 

• Utilize Tools: Use calendars, planners, scheduling apps for reminders and notifications. 

• Allocate Personal Time: Ensure time for self-care and personal growth 
 
Goals / Objectives – (Being Flexible and Adaptable) 

• Adopt a Growth Mindset: Embrace change as an opportunity for learning 

• Assess Situation Calmly: Make informed choices without reacting impulsively 

• Communicate Openly: Keep the mentee informed about changes to maintain trust and 
rapport 

 
Lesson Notes 
Mastering time management not only improves the mentor’s effectiveness as a mentor but also 
supports the mentee’s success and the mentor’s own professional growth. By understanding the 
commitments, setting clear goals, prioritizing time, creating a structured schedule, and being 
adaptable, mentors can ensure a successful and fulfilling mentoring experience. 
 
Pre-lesson assignments: 
Commitment inventory: 

• Create a comprehensive list of the current commitments (Both professional and personal) 

• Evaluate and categorize each commitment based on importance and urgency 
Goal setting: 

• Draft a list of goals to achieve in the mentorship 

• Consider how these goals align with the overall objectives as a mentor 
Schedule planning: 

• Use a Calendar or scheduling tool to draft a preliminary weekly schedule 

• Block out times for mentoring sessions, preparation, and personal activities 
Reflection questions: 

• Reflect on the current time management practices. What challenges do mentors/mentees 
face? 

• How do mentors and mentees balance mentoring with other commitments? 
 
Post lesson assignments 
Time, management action plan: 

• Develop a detailed time management plan incorporating the strategies discussed 

• Outline specific actions will take to improve mentors/mentees management 
Feedback and adjustment: 

• Review the schedule and commitments after implementing new strategies 

• Provide feedback on what worked well and what needs adjustment 
Goal Alignment Check in: 

• Revisit the goals set for the mentoring relationship 

• Assess the progress and adjust the goals and strategies as necessary 
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Mentee Communication: 

• Share time management plan and goals with the mentee 

• Discuss how to handle any scheduling changes or adjustments 
Self-care evaluation: 

• Evaluate how well one balances work and personal life. 

• Identify areas where one might need more time for self-care and adjust the schedule 
accordingly 
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