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PROFESSIONAL REFERENCE CHECK FORM


Position Title:

Position Number:

Finalist Name:  ____________________________				Date:  _________________

	Reference Name (Last, First)
	Relationship (Former/Current Supervisor or Co-worker)
	Company Name/Phone Number

	

	
	


The following questions are asked of all finalists:

1. In what capacity do you know <candidate’s name> (current or previous supervisor or co-worker?  Please explain.


2. If <candidate’s name> worked with or for you, what duties did <candidate’s name> perform in this position?


3. How would you rate <candidate’s name> overall job performance (setting deadlines and priorities, organizational skills, initiative, working independently, quick learning, supervisory skills, if the candidate were a supervisor in the position)?


4. How would you rate <candidate’s name> reliability and work ethic?


5. How would you describe <candidate’s name> interpersonal skills (e.g., communication skills, working with co-workers and supervisors, and teamwork)?


6. Is there anything you think we should know about <candidate’s name>, either positive or negative?



7. Would you re-employ <candidate’s name> (question for supervisor/employer)?
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