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Reference Checking Form
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 (Verify that the applicant has provided permission before conducting reference checks)


Candidate



Reference



Company



Emplymt dates



Position



Salary history



Reason for leaving 




Explain the reason for your call and verify the above information with the supervisor 





Q1. Describe the type of work for which the candidate was responsible.





Q2. How would you describe the applicant's relationships with the work team and others? 





Q3. Did the candidate have a positive or negative work attitude/ethic? 





Q4. How would you describe the quantity and quality of outputs generated?





Q5. What were this individual’s strengths on the job?





Q6. What were individual’s weaknesses on the job?





Q7. What is your overall assessment of this individual?




Q8. Would you recommend this individual for this position? Why or why not?




Q9. Would this individual be eligible for rehire? Why or why not?




Other comments?




Reference questions

What was the scope of the interaction that you had with her?

What is she like as a boss? What is her management style?

Do you consider her to be entrepreneurial?

Could she be a good (regional) director and oversee others who are doing the work instead of doing the work herself?

Can you give me an example of how she changed some program or of how she used initiative in taking a project to a new level?

What are her interpersonal skills like?

How would she handle a problem employee?

Does she present well? Can she do fundraising?

What do you think are his greatest strengths and what are things that he still needs to work on?

What examples can you give me of his intellectual leadership?

Do you consider him to be entrepreneurial and if so, how has that trait been evidenced?

What kind of work environment would he thrive in?

What kind of presence does he have and would he do well with donors?

What kind of a boss is he?  What's his management style like?

How independent is he? How well does he prioritize and set goals? 

Ashoka is particularly interested to find out whether _______  will fit with the organizational culture at Ashoka. Please describe the culture at _______ and in particular at your office.

Does ________ have an international orientation? Is she culturally sensitive and aware?

How did she relate her peers? Her supervisors? Her subordinates? How well did she manage other staff?

Can you give an example of a situation or project that _________  handled very well?

Can you describe situations of teamwork in which she participated?

