Telephone Reference Check

Applicant ___________________________   Date ________________________

Person Contacted ____________________    Position/Title _________________

Organization ________________________    Phone No ____________________

· Identify yourself, explain your position, and tell the person why you are calling about the applicant.  Assure your contact that any discussions you have will be held in confidence.  Ask whether he or she is free to discuss the situation.
· Tell the person about the position for which the applicant is being considered.  The job must be explained completely enough to have meaning.

1. How do you think the applicant would fit into the position?

2. If appropriate, when did this individual work for you?  From/To: ___________

Or how long have you known the applicant and in what capacity?

3. Can you tell me about some of this individual’s strengths and/or skills?

4. Is this person dependable and trustworthy?
5. Is there anything else you think I should know about the applicant?

6. If appropriate, would you rehire this individual?  Yes _____  No _____ If no, why not?

· Do not hang up until you are sure that you know the opinion of the person called.  You might summarize the conversation by making either of the following two statements:

a) I take it that you don’t recommend the applicant for the position OR

b) I take it that you highly recommend the applicant for the position
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