Completed By:   ____________________________



Date:  _____________________________  

Through:  Telephone / Letter

Candidates Name:   ___________________________
Position Applied for: _________________

Reference Name:   ____________________________
Title:  _____________________________

Relationship with candidate: ____________________              Time Period known: ___________________

Contact Information of the Reference:

Company Name:  ____Patel Engineering_________________________________________



Address: __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Phone Numbers:  ________________________________________________________________________

When contacting a reference, please begin with:

"Thank you for taking a few moments to provide information about our job candidate. The information you provide will be considered along with other information submitted by the applicant and other references.”

1. How long have you known/supervised the candidate?  

____________________________________________________________________________________________________________________________________________________________________________

2. What was his/her position / official title and main job responsibilities?

OFFICIAL TITLE / POSITION: _________________________________________________________
REPORTING TO: _____________________________________________________________________

AREA / LOCATION HANDLED: ________________________________________________________

EMPLOYMENT DATES : ______________________________________________________________

MAIN RESPONSIBILITIES:
_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3. What were his/her strengths / positive attributes? How has he / she demonstrated it?

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

4. Were there any areas that needed improvement? Any negative attributes?

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

5. Did he/she require close supervision? State reasons.

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

6. Please rate the candidate on the following parameters, on a scale of 1 to 5, where:

 
5 –Exceptional, 4-Good, 3-Average, 2 -Acceptable, 1-Improvement required

	FACTOR
	RATING

	WORK ETHICS
	

	WORK QUALITY
	

	INITIATIVE
	

	COMMUNICATION SKILLS
	

	INTERPERSONAL SKILLS
	

	RELIABILITY
	

	TIME MANAGEMENT
	

	COMMITMENT 
	


7.  What would you say motivates this person to do a job well?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

8.  Why did he/she leave your company? Was proper notice given?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

9.    Would this person be eligible for a re-hire with your company? State reasons.

__________________________________________________________________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

10. Would you like to give any other information about his / her character, conduct and general fitness?
__________________________________________________________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

“Thank you for time and valuable inputs”
