WORK REFERENCE QUESTIONS

Candidate Name: __________________

Reference Name: __________________

Date: __________________                           

1.
If supervisor or HR Department, verify the candidate’s:

· Dates of employment

· Position(s) held

· Reason(s) for leaving

· Salary 

If not a supervisor or HR Department, then:

· How do you know this individual?
2. What are his/her strengths?

· How did he/she contribute to your organization?

3. What are his/her weaknesses or areas for improvement/growth?

4. What leadership qualities does he/she demonstrate?

5. How does he/she respond to change, constructive criticism, and stress?

6. Describe the type of work for which the individual was responsible.

7. How would you describe the individual’s relationships with coworkers, subordinates, superiors?

8. How would you describe the individual’s overall work attitude?

9. How would you describe the quantity and quality of output generated by this individual and his/her ability to manage multiple tasks and meet deadlines?

10. What is your overall assessment of this individual?

11. Would you hire this person for this role (explain position)?
12. Is this individual eligible for rehire?  Why or why not?
