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For example, an inaccurate employment date could simply be a typo on the candidate’s resume Ensure the feedback you

provide in your reference is speci c to the individual's performance and behaviour, using examples to highlight their

strengths and achievementsMake your answers speci c. In what capacity (i.e. How long have you worked with or known

(candidate) and in what capacity? o Con rm the relationship between the person giving the reference and the candidate. A

well-executed reference check will allow them to: Learn more about candidates; Make con dent and informed hiring

isions; Understand how to engage and retain new Check out this article for a list of sample reference check questions to ask

in order to predict how potential employees will perform once they get the job. Try to avoid using generic terminologies

that don't clearly highlight an applicant's characteristics or achievements Note: The above questions are in no order of

preference. In case additional references are desired, the committee should contact the applicant for additional names. o

Brie y describe the position the candidate applied for. o Verify basic information such as job title, duties, and dates of

employment effectiveness in the workplace. How long did (candidate) work for the company and Reference Check Example

QuestionsHow are you acquainted with _________________________?How long did you work with them?Describe But, sending

your questions via email is a good alternative in case that works best for your candidate’s former employer or colleague.

will say positive Sample Reference Check Questions. o Ask whether it is a convenient time to talk. Flexibility Judgement

Quality of work O rganization ability Quantity of work Service Research Teaching Initiative Customer service Ability to

follow Leave/Atte ndance procedures Dependability (The below questions are in no “preference” order) 1) How long have

you known the candidate? supervisor, co-worker, Sample Reference Check Questions. When appropriate, please provide

job related examples. Or, if the committee desires to contact a certain person, prior approval should be obtained from the

applicant o Introduce yourself and explain why you are calling. If you spot small discrepancies during a reference check,

discuss them with the candidate.
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