Telephone Reference Check





Identify yourself and company to the person giving the reference and explain that you have been given their name by the applicant. Ask if they will be able to answer some questions about the candidate and then proceed. Use this form as a guideline and attempt to get information only in applicable areas.





Applicant: 	�
Name of reference: 	�
�
�
Position: 	�
�
Interviewer: 	�
Phone #: 	�
�
Date: 	�
Company: 	�
�



1.	How long have you known the candidate? 


	In what capacity?





What were the candidate's dates of employment?





Why applicant is seeking new position:








2.	What was the candidate's job title and what type of work did the candidate do?








	In what kind of environment did they work?








	Strengths in work performance:








	Weaknesses in work performance:








3.	Can you comment on applicant's work habits?








How much supervision was required (leadership potential)? 








How did the applicant work with others (peers, management)? 








Comments on efficiency/productivity/initiative:








Attendance/work hour preference:








Communication/writing skills:








Would applicant represent company well to outside clients?








Would you recommend the candidate for this position?








What motivates the candidate?








For what type of work is the candidate best suited?








5.	Has applicant ever had supervisory responsibility? Please describe.





What were applicant's strong/weak management and supervisory skills?








6.	Do you have any reservations in recommending this applicant?








	Were there any serious problems with the candidate?








	Do you have any additional information on this candidate?








7.	Would you hire/rehire this person?


