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Telephone Reference Check

Date: _____________________________________
Applicant’s Name: __________________________________________
Position applied for: ___________________________________ Department: __________________________
Name, Title, Department of Person Performing Reference Check:
Name: __________________________ Title: __________________________ Department: _______________________


Company Verifying Employment Information: ____________________________________________________________

Reference Contact Person’s Name: ______________________________ Reference Phone Number:_________________
Introduce yourself, mention that the person has applied for [position title] with our college and has given their name as a reference. Ask if this is a good time to talk to them or if there is a better time.
Verify Information:
Position Held: _______________________________________________________

Dates of Employment (From/To): ________________________________________________

If no longer employed, reason for separation: ___________________________________________________

Eligible for Rehire? YES___
NO___
If NO, why? _____________________________________________
Typical Reference Questions:
1. What were the main responsibilities of the position held?

2. Were there supervisory/leadership responsibilities?

a. If so, number of employees under their purview?

b. Did they have budget/planning responsibility?

3. How would you rate their performance?
4. What were their greatest strengths?

5. What were their challenges, opportunities for growth?

6. Were they able to meet the attendance requirements of the position?

7. How would you describe their interpersonal or “people” skills? Did they get along with other colleagues?

8. How would you rate their initiative to take on responsibility (above average, average, below average)?
9. What degree of supervision did they require?
10. Are there any additional comments you would like to add?

Thank the person for their time.
Return references checks to Human Resources.__________________________________________________________

Reference Interviewer’s Signature


Date  

