Reference Check 

1. Introduce yourself, describe position and organization the person is being considered for and indicate we have permission to conduct the reference check.

2. Contact not only the reference supplied but also the direct supervisors listed on the application. 

3. Confirm the information the applicant provided on their application as to the job duties and length of employment.

4. Sample Questions:
a. How long did you supervise _______________?

b. Who would you describe his/her interpersonal skills with management and peers?

c. Verify reason for leaving?

d. Did he/she work better as a team member or independently in most situations?

e. Was their assignments completed in a timely manner?

f. How would you describe their punctuality/attendance?

g. Would you rehire them at the same level? If no, why not?

h. Any concerns with _________________’s work performance?

i. Any concerns with _________________’s integrity?

j. How well did the individual manage crisis, pressure or stress?

k. Did the individual get along well with management and peers?

l. How did the individual’s performance compare to other employees with similar job duties?

m. Why did the individual leave your organization?

n. What are the candidate’s strongest skills?

o. How adaptive is the candidate to new or changing working conditions?

p. How much supervision did this individual require?

q. Describe the candidate’s work attitude (positive or negative). Please provide examples.

r. Please describe their strengths.

s. Please describe any areas where you saw the need for improvement.

t. What are their technical skills and knowledge of __________________?

u. Please provided examples of instances when the applicant had multiple demands on his/her time?

v. How does the candidate handle unfavorable feedback?

w. How does the candidate handle change?

x. What where his/hers performance evaluations like?

y. Did he/she supervise other? If yes, please describe if it was functional or administrative. Please describe the style of management used by the candidate?

z. Is there anything else you can add that would help us learn more about _________?
