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THE CHALLENGE 

In Tanzania, a developing country of 55 million people and rapidly growing, quality jobs are 
scarce and hard to find. Young people graduating from University may have learned the “hard 
measurable skills” necessary to succeed in their chosen fields; however, few if any have received 
any kind of “soft skills” or professional-readiness training that will prepare them for a successful 
job search and/or career advancement. As the world becomes increasingly complicated and 
complex, where change is the only constant and where the job market is growing increasingly 
competitive, our Unite Scholars need to differentiate themselves, stand out from their peers and 
be able to connect effectively with the world around them. And there are few things – regardless 
of where you are in the world – that employers want more than employees who can master the 
art of professionalism and deliver sustained value over time. 

Our Unite Scholars are all extremely bright, motivated and talented youth who want to succeed 
in the global marketplace in their chosen areas of expertise. Regardless of discipline, the 
workplaces will require and demand excellence in professionalism and punctuality, 
accountability, conscientiousness, creativity and innovative problem-solving 
abilities, leadership skills, top quality performance, fluent English 
communications, and more. Our Unite Scholar Mentors will receive formal training 
sponsored by Unite and will work closely with our Unite Management team, our Unite’s Mentor 
Program Manager (MGM) and our team of Advisors to create, hone and execute a series of 
lessons, trainings and workshops through which we will inspire, guide and support our Unite 
Scholars to maximize their potentials and achieve their desired career and personal success.  
 
 

*** 
 

GOALS OF THE UNITE SCHOLARS MENTOR PROGRAM 
 

1. Support our Scholars in meeting their communication requirements to Unite The World 
With Africa Foundation in order to meet the expectations of American sponsors and 
donors and to ensure the Scholars can be eligible for continued funding. 

2. Help our Scholars develop the “soft skills" of professionalism -- also referred to as 
interpersonal skills, core skills, emotional intelligence (EQ) and/or employability skills. 

3. Help our Scholars prepare for, execute and succeed in their job-search processes. 
4. Build a Unite Scholars brand that become widely known for: 

o Honesty & Integrity 
o Confidence & Creativity 
o Diligence & Determination 
o Quality & Consistency  
o World Class Performance 
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THE UNITE SCHOLARS MENTOR PROGRAM TEAM 
 

“Leadership is unlocking people’s potential to become better.”  
~Bill Bradley 

 
 
 

This Unite Scholars Mentor “Pilot” Program will launch in late October 2018. This is a 
collaborative effort between our Mentors, our Mentors Program Manager (MPM), our Advisors 
and our Unite Scholars Program Management Anne Wells and Anty Marche. We have received 
core information and guidelines for this project from the US-based organization The Bigs 
Project, which focuses on empowering youth to learn the skills necessary to “choose, get and do a 
great job in an effort to close the opportunity divide.”  

 
Together this team will focus on teaching Unite Scholars about specific topics (see next pages). 
Each Mentor will be paired with a number of Scholars and will then communicate with each 
Scholar regularly via text, email, phone and in-person meetings. The Mentors will work closely 
with the MPM and together they will report to and collaborate with the Unite Team 
Management who will then enroll the support of our Advisors as necessary and possible.  
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ELEMENTS OF THE PROGRAM 
 

“Coming together is a beginning. Keeping together is progress. Working together is success.” 
- Henry Ford 

Science has proven that people form opinions about one another within 7 seconds of meeting 
someone, and while “hard skills” may be what get people hired, it is their mastery of the “soft 
skills” of professionalism that determines how effectively they can connect with the world around 
them and succeed and be promoted in the workplace. In the international marketplace, 
employers are seeking individuals who can:  

• Present well and behave appropriately on the job;  
• Use their time efficiently and effectively; understand what needs to be done and do it— 

thoroughly and correctly, with enthusiasm, determination and zeal;  
• Collaborate and work well with others;  
• Have a growth mind-set—see any situation, especially difficult ones, as opportunities to 

learn, grow, advance and change for the better; and  
• Always be courteous and respectful of company team members, company belongings and 

company resources.  

Is this person you? 

YOU ARE A BRAND.  
 

“Your brand is what other people say about you when  you are not in the room.” 
~Jeff Bezos, founder of Amazon.com 

 
 

1. Presentation: 
 
Science has determined that 55% of first impressions are based on appearance. Take care to 
present yourself well in all business settings. Dress neatly and appropriately. Have excellent 
personal hygiene (skin, teeth, hair, nails, etc.). Do not wear too much cologne or perfume. For 
women, use modest makeup. How you present will affect whether people feel they can trust you 
and work with you.  
 
EXERCISE/DELIVERABLE: What do you think is most important about how people present 
themselves? What do you notice first when you first meet new people? Write down and submit this 
document to your Mentor/MPM. 
 
 

2. Every communication counts. 
 
As a highly educated woman/man in this world, it is expected that you be able to speak clearly 
and intelligently at all times. All communications—whether they be verbal, written or texted— 
should have excellent English/Swahili with perfect grammar. Write in full sentences. Never use 
CAPS or emoticons, ever.  
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In our digital world, people are connected 24-hours a day. There are great expectations for 
timely communications and responses. Respond quickly. Respect all communications. Read, edit, 
re-read, show to a friend of mentor, and edit again. There is no room for error. 
 
Be smart. Stay informed. Be prepared to speak intelligently about your industry. 
Read the latest news and developments online or in industry magazines. Set Google News alerts 
for all the important topics in your industry. Find out who are the major players and personalities 
in your industry—both locally and globally—and follow what they are doing. Be committed to 
world-class excellence in your industry. Since public speaking is a skill that will become 
necessary as you strive to advance in the workplace, you must practice, practice, practice.  
 
EXERCISE: 
Find an article about your industry or choose a current issue and prepare a 5-minute talk to give to 
your mentor and peers when you meet in person. Be able to explain your thoughts clearly and your 
idea/vision in such a way that people can get excited about it. Practice your public speaking skills 
and your ability to present like an expert in your field.  
 
Social Media accounts matter. Employers look at Facebook, Instagram & LinkedIn accounts. 
Remember that you are a brand with every word and every image you post. Imagine your 
future employer or the person you most admire is watching everything you do. Know that your 
Mentors, the MPM and Unite Management will review your social media feeds regularly and comment as 
appropriate.  

 
3. Non-verbal communications: 

 
Oftentimes it is what you do not say that tells the most about you. Be aware of your body 
language. You want to communicate confidence, a great attitude and enthusiasm for life. Stand 
tall. Smile.  Hold your head up high and keep your shoulders back. Have a strong firm hand 
shake. Don’t fidget. Hold appropriate eye contact. Don’t look around when you are speaking to 
someone. Be present. Show up 100% and be confident about yourself and respectful of the 
person in front of you. 
 
EXERCISE/DELIVERABLE: Notice how people around you behave “non-verbally.” Notice 
the difference between those in positions of management/power and those who are in lower 
positions. What are those differences? Write down and submit this document to your Mentor/MPM. 
 

4. Time management: 
 
How you manage your time communicates so much about you—about how you respect yourself 
and how you respect other people. Never be late or keep anyone waiting. Arrive 5 to 10 minutes 
early to every meeting. Arrive prepared and meet all deadlines. Being late or missing deadlines 
communicates indifference and in most parts of the world it is considered extremely rude and 
unacceptable. Work smart and efficiently.  
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CRITICAL ISSUE: As it relates to the Unite Scholars program, a lack of timely responses has 
been an ongoing challenge. All scholars must respond to all Unite requests within 2 to 
3 days. Maintain your phones and computers to ensure access to emails and texts at all times. If 
there is a problem, let a Unite team leader know you will be “offline.” If you are going 
somewhere where you will have no phone/internet access, let your mentor/MPM know. Do not 
disappear and “ghost” for days or weeks at a time. Scholars who cannot communicate and 
respond to requests within this time-frame will risk losing their position as a Unite 
Scholar, which includes funding, mentoring and trainings. 
 
EXERCISE/DELIVERABLE: Do you manage your time well? What can you think of that 
could prevent you from managing your time well? What could prevent you from meeting the 
Unite Scholars Program requirements for timely responses to all communications? How could 
you plan ahead to deal with those challenges so you can succeed in this program? Write down and 
submit this document to your Mentor/MPM. 
 

5. Self-awareness: 
 

You must first know who you are in order to be able to build on your strengths and target 
your weaknesses. You need to understand what makes you different, what makes you stand out 
from the crowd, and what impressions you make on people.  
 
EXERCISE/DELIVERABLE: Write down answers to each of these questions, and submit this document to 
your Mentor/MPM. 
 

• What would your friends, teachers, and/or employers say about you? What do they see as 
your strengths and weaknesses? What do you see as your strengths and weaknesses? 

• What makes you feel angry? Embarrassed? Shy? Insecure? And why? What would you 
like to improve about yourself?  

• What are qualities you admire most in others? Who are people in your life who have 
these qualities? Do you have these qualities? And if not, how can you nurture these 
qualities in yourself?  

• How do professionals in Tanzania define success? How do you define success? 
• Are you able to maintain a high level of focus, energy and dedication in your effort to 

learn, do, and achieve despite difficulties, failures, and opposition?  
• Do you enjoy helping, teaching and/or supporting others in their work and/or learning? 
• Do you need a lot of contact with other people? Or do you work best alone?  
• Are you a strong team player? Are you a follower or a leader? Are you able to assume 

authority and delegate tasks to others? Do you prefer to be told what to do and having 
someone check your work to ensure you completed it correctly? 

• Do you enjoy a fast-paced work environment? Do you work well under pressure? 
• Are you willing to take risks? What does “taking risks” mean to you? 
• What are the qualities of a “perfect” workplace environment for you? Why? E.g. Flexible 

schedule or predictable schedule, working independently without significant direction or 
oversight or working closely under management, etc. 
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• Are you creative? Can you look at the same thing as other people and see possibilities 
they do not see? Can you envision new ideas, new projects, new creations and then 
communicate your vision clearly and effectively to others?  

• Are you resourceful? Are you able to ask for and access help or support when you need it? 
• If you do not know how to do something, can you admit to not-knowing and ask for help? 
• Can you admit and correct any mistakes you may make? 
• Can you be a flexible, cooperative and enthusiastic participant? 
• Do you always do you best work on the job and stay until the job is completed? 
• Are you able to able to advocate for yourself while also being kind and humble to others? 
• Do you conduct yourself responsibly with honesty, integrity & accountability at all times? 
• Do you love to learn? How is this evident in your words, behaviors, actions? 
• Do you use good manners in all interactions? What does it mean to you to have “good 

manners”?  
• Do you take responsibility for your actions and for working effectively with others?  
• Do you need recognition for your accomplishments? 
• What are the defining characteristics of a leader? Are you a leader?  

EXERCISE/DELIVERABLE: Write down and submit to mentor. 

1. Write down a specific personal and professional encounter that you are particularly proud 
of? What made this encounter successful? 

2. Write down a specific personal and professional encounter that you are particularly 
ashamed of or upset about? Explain what made this encounter a negative one. 

 
THE JOB SEARCH 

*** 

Networking 
“It’s not what you know, it’s who you know.”  

~American saying 

Networking is the cornerstone of any effective career exploration and job search process. It is a 
way of learning more about an industry, company and/or job while also building lasting 
relationships with people around you.  

Who are the people in your “network”?” 

• Your friends, family, neighbors, peers, fellow students, teachers, etc. Anyone you know 
personally.  

• Contacts of your immediate network (above) who they think could be relevant to your job 
search. 

• Professionals working in your field of interest 
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How to grow your network: 
 
Use LinkedIn, Social Media outlets and general Internet searches to research organizations and 
individuals of interest to you.  
 
EXERCISE/DELIVERABLE: Make a list of everyone you can think of in your network who 
you know. Include each person’s name, phone, email, etc. and say how he/she may be able to 
assist you. Then do your research and make another list of people in your field who you may be 
able to contact. Submit a copy to your Mentor/MPM. 
 

*** 
 

Informational Interviews 
 

Informational interviews are the most effective form of networking. While they are not  
job interviews, they can help you meet new people, learn about possible career paths and be  
top-of-mind as a potential candidate when jobs do open up.  

How to request an informational interview: 

SAMPLE LETTER/EMAIL 

Dear PERSON: 
 
My name is YOU and I am a X YEAR STUDENT AT X UNIVERSITY. I received your 
email from [WHO? Always say how you got their contact information]. Currently I am 
exploring the career field of WHAT, and I would appreciate the opportunity to talk with you 
about your experience and insight into this field. Your advice would be very valuable to my 
research. By any chance would you be available to briefly meet or connect by phone in the next 
week or so? I looking forward to speaking with you. 
 
Sincerely, 
 
YOU 
Include your contact information 
 
EXERCISE/DELIVERABLE: Write a sample letter requesting an informational interview. 
Make a list of the top 10 people you want to contact for an informational interview and in order 
of priority. Submit to your Mentor/MPM. 
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Before the informational interview: 
Prepare! Research the person and/or company. Set up Google alerts, check the company 
website, look at their social media presence, etc. 

EXERCISE: Practice a “mock” interview and what you plan to say with your mentor or friend. 

During the Interview: 
DO 

• Show up 10 minutes early. 
• Present yourself appropriately.  
• Bring a copy of your resume, a notebook and a pen. 
• Have a firm handshake. 
• Be sincerest, honest and enthusiastic. 
• Ask for clarification if you do not understand a question. 

DO NOT 
• Ask for a job or any favors. Remember, this is just an “informational” meeting.  
• Look at your phone, ever. Give your interviewer your complete attention at all times. 

Possible questions to ask include during your informational interview:  

• How did you get started in this field/company?  
• What do you like best about your work? What do you like the least?  
• What are the typical internship/entry-level positions?  
• What is an average day/week on the job like?  
• What is the typical work environment like?  
• What kind of skills, education, and/or training would I need to get into this area?  
• What types of extracurricular activities or classes can I take in high school to prepare for 

this career?  
• What are the opportunities for advancement within this field?  
• Who would you recommend speaking to next?  

After the Interview:  

1. Write a thank you note. In it mention specific information that you found interesting or 
helpful. Let the person know that you appreciate him/her for letting you ask questions 
and that the information he/she provided will be valuable to you.  

2. Keep this person informed of your progress with your job search. Let them “see” your 
strengths through your experiences. Illustrate to them how you are growing and maturing 
as a job-candidate and young adult. 

EXERCISE/DELIVERABLE: Write down all notes about your interview in your Unite 
Scholars Notebook. Include names and contact information for everyone you met as well as key 
learnings, messages & insights. Otherwise you may forget over time.  
Submit a copy to your Mentor/MPM. 
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Sending Your Resume 

Do your homework before sending your resume. Do not “mass send” your resume. Instead, look 
carefully at the company’s website and talk to people who work there, if possible. Write a cover 
letter that is tailored to the company and includes three things you admire about them and three 
reasons why you would be a great addition to their team. Tell them how YOU can HELP 
THEM solve their challenges. 

Real Job Interviews 

Before the interview: 

• Prepare! Research the person and/or company. Set up Google alerts, check the company 
website, look at their social media presence, etc. 

• Put yourself in the shoes of the interviewer and the owner of the company. What does 
he/she want to see? What are his/her needs?  

• Practice a “mock” interview and what you plan to say with your Mentor or friend. 
• Be ready to answer the following questions:  

• What can you tell me about yourself? Keep this brief and relevant to the position you 
are interested in. Interviewers don’t need your life story, just the parts relevant to 
them. Be ready to discuss your education and work experiences.  

• Why you are interested in this field? 
• What are your strengths? Highlight those that relate to the job at hand. 
• How can you help our organization succeed? Try to think of what makes you unique and 

provide examples of a time you have helped an organization, team or group 
succeed in the past.  

• What are your weaknesses? Mention something you are already working on 
improving (i.e. I am not comfortable with presenting but am practicing public 
speaking with my Unite Scholar Mentor).  

o What are your goals? Consider goals that would be relevant to your growth within an 
organization and industry.  

o What do you like to do for fun? Be specific! Don’t just say that you like reading or 
playing football. Instead tell them a specific book that you have read recently or a 
specific competition you were involved with. 

During the interview: 

• Smile. Hold appropriate eye contact. Have a firm handshake. 
• Be sincerest, honest and enthusiastic. 
• Be fully present and listen actively and carefully.  
• Speak clearly, and answer the specific question asked. You can say at the end of your 

answer “Have I answered your question?” to confirm you both are understanding one 
another completely. 

• Never criticize or blame or complain about other people (from any previous jobs, schools, 
life experience, etc.) Always be positive. 
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• At the end of the interview when they ask: “Do you have any questions for me?” Do NOT say 
no. You must ask questions that are customized and informed to the company and 
individual to demonstrate your interest and commitment (and to differentiate yourself 
from all the other applicants). Possible questions include:  
 

o If I am lucky enough to be hired, where do you expect I will be in three years? 
o How did you come to be in this position (ask something specific about him/her 

that shows you did your homework and researched them before the interview?) 
o Can you tell me more about XYZ issue—something you researched about the 

company or a current issue or challenge they are dealing with. 

After the Interview: 

1. Write a thank you note. Thank them for their time. Refer to something you discussed in 
the interview and reiterate your interest in the position and why you are a good candidate 
for it.  

2. Set a reminder to follow up at any given date/time that your interview may have 
requested. 

3. Keep notes about your interview in your Unite Scholars Notebook. Include names and 
contact information for everyone you met as well as key learnings, messages & insights. 
Otherwise you may forget over time. 

EXERCISE/DELIVERABLE: Submit a copy of your to your Mentor/MPM. Discuss the interview and it’s 
pros and cons with your Mentor and brainstorm how to follow up and improve. 

On the Job 

How to meet/exceed expectations, to stand out and to be a strong candidate for promotions: 

• Be 100% dependable. Never be late. Never miss work. 
• If for one reason or another you will be late for work or cannot get to work, inform your 

manager ahead of time.  
• Leave your personal problems at home. 
• Be conscientious. Make even the smallest job you do important. Persevere to complete all 

tasks in excellence.  
• Do quality work even when no one is watching. Be helpful without being told. 
• Do not complain. Do not talk badly about your employer or other employees. Never 

gossip. 
• Every communication counts. Communicate clearly and effectively with excellence 

grammar. 
• Be respectful, friendly, kind and most importantly be honest.  
• Ask questions. Admit when you do not know or understand something.  
• Always be looking for ways to learn more and improve yourself. 
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EXERCISE/DELIVERABLE: Answer the following questions. Submit a copy of your to your 
Mentor/MPM.  

• When hiring, what traits does an employer look for in an employee? 
• In what ways can an employee be more trouble than he/she is worth to an employer? 
• List five ways that an employee can exhibit a lack of the “soft skills” discussed in our 

program. How would these things affect his/her job? 
• What do you think are the key traits/characteristics/qualities necessary for success? Why? 
• What are the most common excuses people make in life or on the job for not doing 

something or for failing? (e.g. It’s not my fault; I didn’t know; Something came up; I don’t 
have enough time; No one told me; No one showed me how; etc.) Never be someone who 
makes excuses.  

• What does it mean to be responsible for yourself and for your life? 
 

 
The 11 Keys To Success in the Workplace (by Julie Jansen) 

 
 

1. Confidence – I can do this… 

2. Curiosity – I want to know more… 

3. Decisiveness – I can make decisions and act… 

4. Empathy – I care about others… 

5. Flexibility – I am capable of changing… 

6. Humor – I don’t take myself too seriously… 

7. Intelligence – I can work “smart” … 

8. Optimism – I can envision the best possible outcome… 

9. Perseverance – I will persist until it is done. I will not give up… 

10. Respect – I will treat others kindly and courteously at all times… 

11. Self-awareness – I know myself, my strengths and weaknesses, and how to self-regulate… 

 
 
 

 
 
 
 
 

SOURCES: 
 

 Information and ideas presented in this document were gathered through conversations, brainstorming sessions, 
reference books including Soft Skills Training by Frederick Wentz, Youtube Videos, and material and lesson plans 

that have been kindly shared with Unite by The Bigs Project.  


