Reference Check Form

Use one per reference

Candidate Name_____________________________________ Date ________________

Position hiring for ________________________________________________________

Previous Company ______________________ Position __________________________

Contact Person ________________________________ Ph # ______________________

1. How long have you know the applicant? – Did you work together closely?



2. What was the applicant’s position?



3. How would you describe the strengths?


4. How do feel about the quality of the work done?



5. How would you describe their work ethic and attendance?



6. Were the details handled properly?



7. What skill areas are still developing?



8. Can you provide examples of working proactively?



9. What was the work pace - Were tasks finished early / on time / or late?



10. Common sense & Judgment



11. Delegation / Willingness to do extra tasks?
 


12. Please describe their management style.


13. Relations with co-workers



14. Team vs. independent?



15. Would you re-hire?



16. Additional Comments?

