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Reference Check


Applicant’s Name: _______________________________________________________________________

Position: ________________________________________________________________________________

Person Filling out Reference: _______________________________________________________________

How long have you known the applicant? ____________________________________________________

What is your relationship to the applicant? ___________________________________________________


1. What work-related skills have you observed the applicant perform in the position applying for 
or similar position?
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________

2. What personal qualities about the applicant do you feel would make him/her a good choice for 
this position?
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________

3. How did the applicant present a positive and professional image in the work/school environment?
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________

4. Explain a time you observed where the applicant handled a situation exceptionally well.
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________

5. Please tell us something that sets this person apart from others.
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________

6. Is there anything else you would like to add that would help us make our decision to hire him/her?
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________
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