Sample Reference Check Questions

· When, and for how long, have you known the person? In what capacity?       Employer? Friend? Co-worker? If an employer, what position did the individual hold?

· What was the applicant’s reason for leaving?

· Please outline his/her position and main responsibilities.

· Please describe the quality of his/her work.  Can you give an example?

· How did the applicant respond to supervision?

· How did the applicant get along with other people?

· How would you describe the applicant’s punctuality and reliability?

· How would you describe the applicant’s ability to handle conflict?

· Please describe the applicant’s communication skills.

· Describe the applicant’s ability to problem-solve.

· How would you describe the applicant’s adaptability? Can you give me an example of when the applicant had to prove his/her ability to adapt?

· How would you describe the applicant’s decision-making ability?

· Describe the applicant’s ability to work independently.

· Would you hire the individual again?

· Are there any areas of concern?

· Is there anything else that you would like to add?

