Reference Check Form
Applicant Name: ____________________
Reference Name: ________________________
Position Seeking: ____________________
Reference Title: _________________________

Reference Conducted By: _____________
Reference Company: _____________________

Date: _____________________________
Reference Phone: ________________________
Employment Verification:

If contacting a former employer, start by verifying the following information provided by the applicant: 
Dates of Employment:  ____________ to ____________

Starting Salary: ___________

Ending Salary:  ___________

Job Title: _________________________________________________

Responsibilities: __________________________________________________________
______________________________________________________________________________________________________________________________________________________________________________
--------------------------------------------------------------------------------------------------------------------

Questions:
1. What was your professional relationship to the candidate? In what capacity?
2. How many years have you known the candidate?
3. What were the candidate’s job duties?  Please describe in detail?


4. What can you tell me about the candidate’s knowledge of the job?


5. How would you describe the candidate’s overall performance?

Can you cite any specific examples?

6. How would you describe the candidate’s interpersonal skills with co-workers and supervisors? 

Can you cite any specific examples?

7. What were the results of the candidate’s last performance appraisal?  Did the candidate earn promotions?

8. Why and how was the candidate hired and/or promoted into this role?


9. What was the candidate’s reason for leaving?


10. What made the candidate successful in your organization?  How did the candidate use these skills when working?


11. What were the candidate’s top over-all strengths? Please explain.

12. Was the candidate proactive in his/her performance? Did he/she take the initiative, or did he/she need to be told what to do? 
  


13.  What is the candidate’s overall quality of management/supervision/leadership abilities and style?

14.  Can you give me an idea of what your perceptions would be about the candidate’s skills as a manager?

15.  If you have had the occasion to see this person in actions in a group, what role or roles do they tend to play?  Do they gravitate toward being a leader or a facilitator or a coach or a strong member of the team?

16. How would you describe the candidate’s decision-making skills?  Did the candidate make sound and timely decisions?

17. How did the candidate react to pressure/deadlines? How would you describe the candidate’s crisis-management skills?

18. On a scale of 1 to 10, how would you rate the candidate’s Attendance/Punctuality? 

19.  Describe the candidate’s planning and organizational skills.


Can you cite any specific examples, time management skills that the candidate used to organize (his/her) day?
20. What areas of performance improvement should be addressed in the candidate’s next position?

21. Would you rehire or recommend for rehire? On what position? Something higher? A promotion?

22.  If we were to place the candidate in (describe position) how would (he/she) perform?

23.  What do you believe the candidate’s greatest challenge in adjusting to this position might be?

24. Is there any additional information or pertinent issues regarding the candidate’s performance that we have not covered?

