
Employment Reference Check
	Date:   

	Candidate:  


	Person conducting the reference check:   


	Reference Name:   

	

	Phone Number:
 

	Email:  


	Reference Position:   

	


Talking points:
· Thank you for taking the time to speak with me. I am the (title-i.e., H.R. manager, etc.) for the XXX Company.
· CANDIDATE NAME has applied for a position with our company, and has listed you as a reference.
· CANDIDATE NAME has authorized us to speak with his/her references and to verify the information that he/she has provided to us.
· May I ask you a few questions?
	Confirm position title and employment dates:

	Position Title:
	 

Employment Dates:  


	Confirm all Compensation:
	Yes ☐ No ☐  Starting Salary:  

 Yes  ☐  No  ☐  Ending Salary:   
  Yes  ☐  No  ☐  Commission:     
 Yes  ☐  No  ☐  Bonus:   
 

	Describe Core Responsibilities.

	

	How would you describe this individual’s dependability and attendance?

	

	Capacity for discretion and good judgment?

	

	Accuracy?
	



	Did this person supervise any positions? (if applicable)
(If yes) What positions and how would this person’s direct reports characterize his/her management style?

	

	Ability to collaborate and get along with others?

	

	How does this person handle conflict?   Stress?  Pressure?

	

	Describe this person’s willingness and ability to take responsibility.

	

	Can you describe some of NAME particular strengths?

	

	In what areas do you think this person could improve?

	

	What accomplishments and results has this person achieved in this position?

	To what degree does this person need direction, supervision, and guidance?

	

	Why did he/she leave your company?



	Would you rehire him/her?    If not, why not?

	

	Other Comments:


Thank you for your time and cooperation.

