[image: image1.jpg]


       Company
Reference Check Questionnaire

Note: Be sure to review candidate’s resume and the relative job description before the reference check.

Candidate Name
______________________________

Position Applied For
______________________________

Date 


______________________________

___________________________________

______________________________

Name of reference




Relationship with candidate

___________________________________

______________________________

Phone (home)





Phone (business)

Introduce yourself and explain that candidate has applied for a position with Company, given this person as a reference and see if this is a good time.  If not, reschedule.

How long have you known _______________________?

Describe your relationship to _____________________. (Supervisor, subordinate, company, etc.)

What was your experience with ________________________?

Why did _______________ leave _______________________? (If past supervisor or subordinate)

Explain Company and the position for which the candidate is applying.

What strengths do you think _________________ (the candidate) brings for this type of job?

What areas should we be concerned about _________________ (the candidate) being able to handle this job?

Please discuss the following areas:

· Attitude

· Accuracy

· Timeliness

· Support

· Teamwork

· Management

· Awareness and willingness to change and improve

· Cost Improvement (if appropriate)

· Areas of responsibility (if not obvious)

How did _____________ (the candidate) get along with:

· Customers

· Supervisors

· Subordinates

· Peers

· Vendors

Did ______________ (the candidate) put in extra effort?  Describe.

Was _______________ (the candidate) reliable and show integrity?

Describe _____________ (the candidate’s) creativity and intelligence.

Would you rehire/work for (whichever is appropriate) ____________ (the candidate) again, and why or why not?

Is there someone else who knows ______________ (the candidate) that we can talk to?  (Try to get another reference and contact information).

Thank you for taking this time with me.

