



Reference Check of _____________

Date Checked:   


Name of Reference: 
  

Company: 



Work Number: 



Home Number: 



Work Relationship to Candidate: 
1. How long have you known the candidate? For which company and under what circumstances did you work together?
2. Please briefly describe the job duties and responsibilities the candidate had at the time.
3. What would you list as his/her main strengths? (top 6)
4. What are the candidate's weakest areas? 
5. How would you compare this person to other’s you have worked with who were doing the same job?
6. How are the candidate's oral and written communication skills?
7. How did you perceive the candidate's time-keeping? Did he/she work long hours or was he/she a 9 to 5er?
8. What typically frustrates or irritates the candidate and how does he/she behave when angry or upset?
9. What did this person's co-workers think of the candidate?  Did they respect his/her work?
10. What advice would you give this person's new manager on how best to manage him/her?
11. If we were to hire this candidate, what areas should we concentrate on to provide help for him/her to improve?
12. Why did this person leave his/her job? (Or why is he/she thinking of leaving?)
13. Please rate the quality of work produced by the candidate in comparison with others at the same level.
14. What things really motivate this person? 
15. Would you rehire this person? Why?
16. Is there anything else you would like to tell me about   this person that I haven't asked?
17. Overall rating in the scale of 1 to 10


