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Reference Checking
Reference checking is particularly useful for verifying job applicant data and gaining information that may not have been brought out during other parts of the selection process. Reference checking is an effective predictor of job performance and turnover. Its usefulness grows when standardized and based on a job analysis. Job analysis helps insure the relevance of questions. Standardized checks for any given position ask references the same questions and evaluate responses on the same criteria. Listed below are sample questions that might be considered when checking references. How long have you known (candidate) and in what context?

For how long and in what context have you known (candidate) professionally?

What was (candidate’s) position and responsibilities?

Describe (candidate’s) strengths.

Describe (candidate’s) management style.

Please describe his/her management and leadership style.

Did (candidate) meet or exceed your expectations?

On a scale of 1-5 (5 being high), how would you rate the candidate’s productivity?

Would you consider him/her to be reliable and dependable?  Does he/she do what he/she says they will?  Does he/she follow through?

In this position, there will be significant and ongoing changes in the scope of work.  Do you think this will frustrate him/her?  Why?  Why not?

What advice would you give to the next supervisor to maximize their contribution?

What does (candidate) really care about?  What motivates (candidate):

How would you rate this person’s reliability on a scale of 1-5 (5 being high)?

He/she comes across as (example: bright, outgoing and personable).  Is what you see what you get?

Does this person work efficiently independently? A self-starter?

In your opinion, if there were an area of growth for (candidate), what would it be?  If possible, please give an example.

In your view, what areas of the job does this candidate need to grow in?

How does (candidate) work under pressure?

In your opinion, has he/she been – or could she be – successful in assisting an organization to change their culture?  Why?  Why not?  

Describe (candidate’s) oral and written communication skills.

On a scale of 1-10 (1 low, 10 high), how would you rate his/her oral and written communications skills?  Why?  (Have you seen written work?  Have you heard the candidate speak?

Does the candidate demonstrate good customer relations skills?

Does this person work effectively in a team setting?

Please describe (candidate’s) ability to build effective interpersonal work relationships with others on the job.

How does he/she deal with people – especially those who are at a lower level than he/she?

If you had the ability to work with (candidate) again, would you choose to do so?

What would his/her critics say about him/her?

Is there anything that I haven’t asked you that may be important for the hiring authority to know concerning this candidate’s ability to succeed in this position?

Who else knows this candidate well?  Whom else might I speak with who could tell me about (candidate’s) work and personality?
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