Carleton College

Telephone Reference Check Form


Applicant Name_____________________________________________________________
Position Applied For_________________________________________________________

Person Contacted____________________________________________________________

Title______________________________________________________________________

Working Relationship to Applicant______________________________________________

Firm/Company______________________________________________________________

City_______________________________________________________________________

I wish to verify some of the information given to us by (applicant), who is being considered for employment at Carleton College as a/an (position title).

__________________________________________________________________________

1. What were the dates of his/her employment with your firm?

__________________________________________________________________________

2. What was his/her job title and primary responsibilities when he/she started?

__________________________________________________________________________

3. How would you describe the quality of his/her work?

__________________________________________________________________________
4. How would you describe his/her customer service skills?  Please give an example.

__________________________________________________________________________

5. How well did he/she respond to pressure (e.g., deadlines, multiple tasks, public contact)?

__________________________________________________________________________

6. How well did he/she plan and organize his/her work, and were assignments completed in a timely manner?

__________________________________________________________________________

7. What was the amount of supervision required for him/her?

__________________________________________________________________________

8. How well did he/she get along with other people (e.g., co-workers, supervisors)?

_________________________________________________________________________

9. How did he/she respond to criticism/interpersonal conflict?

_________________________________________________________________________

10. What are his/her strongest skills as an employee?

_________________________________________________________________________

11. What areas of his/her performance needed improvement?

_________________________________________________________________________

12. What was the reason for termination?

_________________________________________________________________________

Would you rehire him/her? If no, why not?
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