REFERENCE CHECK

Candidate Name:___________________________ 
Interviewed by: __________________

Position applied for: ________________________ 
Date: __________________________

Reference Name: __________________________
Reference Title: __________________

Organization:______________________________
Telephone Number: _______________

These are general questions designed to be used as a guide for supervisors when assessing an applicant’s qualifications. In accordance with the law, inquiries must be job-related based on the particular position being filled. Therefore, it may be necessary to supplement the following with additional questions addressing specific requirements of the job or deleting some questions contained on this form.   
I. VERIFY INFORMATION ON APPLICATION

A. What is your relationship with _____________________? (Supervisor, co-worker)

B. What were the date’s _________________________ was employed with your organization?

C. What job titles/positions did _________________________ hold during this period?

D. What was ____________________‘s final salary? (May be confidential.)

E. What was _______________‘s documented reason for leaving your organization?

F. What job duties were typically assigned to _________________________ in his/her position of _________________________?

G. What was _________________________‘s level of responsibility in your organization?

II. ASSESS OVERALL WORK PERFORMANCE

A. What can you tell me about ____________________‘s overall work performance?
B. Would you re-employ _______________________? If no why not?
C. What were _________________________‘s major strengths in performing his/her work duties?

D. In what areas did _________________________ appear to need additional assistance to develop?

E. How closely was _________________________‘s work supervised and how well would you say he/she responds to supervision?

F. Did _________________________‘s duties include supervising others? How many were supervised and how would you assess his/her supervisory skills? (For positions requiring supervision.)

G. Would you describe _________________________ as someone who works best with others, as part of a team, or independently? Why?
H. How do you feel about the timeliness _________________________ demonstrated in completing requested assignments and meeting deadlines?

I. How well did _________________________ work with the public? With co-workers? (Or specific groups/individuals served.)

J. Overall was _________________________‘s attendance record satisfactory? On average,

how many days absent per year? How often tardy?

K. Overall, was _________________________ accurate in the work he/she performed?

III. OTHER QUESTIONS RELATED TO POSITION (Fill-In)

A.

B.

C.

IV. IN CLOSING

Is there anything else about _________________________ you would care to tell me that I might consider relating to her/his overall work performance and qualifications?

