

SAMPLE

Telephone Reference Check
	Applicant Name
	

	Position Title
	

	Person Conducting Reference Check & Date
	

	

	Employer Contacted
	

	Name of Person Contacted
	

	Title/Relationship to Applicant
	

	Employment Dates (from – to)
Are these dates verified? 
(If No, correct dates) 
	□ Yes           □ No          

	
	


	1. What was the nature of his/her job?


	

	2. What did you think of his/her work performance?


	

	3. Please give your assessment of the following and provide examples:

	   a.  Initiative


	

	b. Dealing with the public


	

	c. Verbal skills


	

	d. Writing skills


	

	e. Organizational skills


	

	f. Other related skills


	

	4. What are his/her strong points?


	

	5. What are his/her weak points?


	

	6. How did he/she get along with students / clients / peers / supervisors?


	

	7. Please comment on the following:

	a. Attendance


	

	   b.    Dependability


	

	   c.  Ability to take on responsibility


	

	d. Most recent performance evaluation.


	

	e. Degree of supervision required


	

	f. Overall attitude


	

	8. Did he/she have any professional difficulties     that interfered with work?


	

	9. Is there anything else of significance?


	

	10. Would you re-employ?  Yes – No and Why


	

	
	

	
	

	
	

	
	

	Comments/Notes:
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