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Reference Check

Candidate Name:       



Reference Name:       

Date:      





Contact Number:       

Conducted By:      
1. What is your relationship to the candidate?

     
2. How long have you known the candidate?

     
3. What was his/her title and the main responsibilities while working at your company?   Dates of employment?

     
4. How would you describe his/her overall quality of work?

     
5. What were his/her greatest areas of strength?  

     
6. What were his/her weaknesses/areas for improvement?

     
7. How would you compare the work of this candidate to others who performed the same /or comparable job (if applicable)?

     
8. How would you describe his/her ability to communicate?  Verbally vs. Written?

     
9. How would you describe his/ her ability to get along with co-workers and Management?

     
10. For management candidates:  Describe his/her Management style/philosophy? How would you describe his/her reputation as a Manager within his/her department?  Within the organization overall?

     
11. How does he/she tend to handle conflict situations?  

     
12. How does he/she perform under pressure/tight deadlines?

     
13.  On a scale of 1 – 3 (with one being highest), please rate the candidate in the following areas:

· Attendance


     
· Attitude



     
· Ability to work independently
     
· Ability to take on responsibility
     
· Potential for advancement
     
14. Are you able to confirm his/her reason for leaving the company?

     
15. Would you rehire or like to work with this candidate again?

     
16.  Are there any tips you would give to his/her new manager?

     
17. Is there anything else you feel we should know about this candidate when considering him/her for employment as a       with our Company?
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