REFERENCE CHECK

	Applicant Name:
	


	Position Applied for:
	


	Reference Name:
	
	Reference Phone No:
	


	Reference’s Company Name:
	


	Reference Conducted by:
	
	Date:
	


	Signature:
	


	What was your relationship with candidate (name)?
	   Manager
	
	Peer
	


	Subordinate 
	
	Customer/Supplier 
	
	Non work
	


	How long have you known candidate?
	


	What were the dates of his employment?
	


	What was the nature of his or her duties /responsibilities?  Please describe.




	Did he or she have any supervisory responsibilities?  Please describe.




	How well does the candidate work with computers? (Specify programs if possible.)




Overall, how would you evaluate his or her work?  Please give your reasons for the rating.


Below average

Average
Above Average
Outstanding


	Why?




	Did the candidate make any progress in the job in terms of professional development?




	What would you consider to be the candidate’s major strengths?




	What areas require development?




How would you evaluate the candidate’s skills in the following areas? (If applicable)

	Managing projects
	


	Organizing him/herself and the work area
	


Solving problems










Ability to take on responsibilities








Creativity











Please comment on the following in reference to the candidate.

Dependability











Attendance











Amount of supervision needed








Ability to get along with others








Potential for advancement










(If applicable)
Why did the candidate leave the company?







Can you give us a general range of his/her earnings?






Would you rehire the candidate if given the opportunity?

Are there any other comments you would like to make on behalf of the candidate?

Thank you very much for your time and comments.

Interviewer’s Comments:




























