LAWRENCE BERKELEY NATIONAL LABORATORY

CONFIDENTIAL      GENERIC REFERENCE CHECK     CONFIDENTIAL
Candidate’s Name _______________________________________ Req. # _______________

Reference Name _________________________________________ Date ________________

Company ______________________________ Dates of Supervision _________ to _________

Phone Number _____________________________ Current Title ________________________

Your Name ___________________________________ Dept.  __________________________

1. *What is your professional relationship with the candidate?

*What is the position that s/he holds?

*What are the main duties?

2. *How long have you worked with him/her?  

*Does this person report directly to you?

3.
What are some of his/her major contributions in that position?  What is the impact of these contributions?

4.
*Can you comment on his/her technical expertise/other professional abilities?

(Scale of 1 – 10.  10 is high.)

5.
*What is the quality of his/her work?
(Scale of 1 – 10.  10 is high.)


6.
How is s/he at meeting deadlines?  Follow-through?

7.
*Who are his/her clients?

8.
How well does s/he work in teams?  Alone?

9.
How well does s/he understand the clients’ business?

10.
How does s/he compare to others in a similar position?

11.
Interpersonal skills: 

*Does s/he get along with everyone?

*Are there ever any problems?  Do they get resolved?  How?

User interface:

Superiors:

Peers:

12.
*What opportunities has s/he had to use verbal communication skills?  Presentations?  Other than day-to-day conversations?

13.
*What opportunities has s/he had to use written communication skills?

14. *What opportunities has s/he had to use analytical skills?

15.
*Is his/her attendance satisfactory?

16.
How does s/he react when under pressure?

17.
*Any area(s) in which s/he could improve?

18.
*Why did s/he decide to leave?

19.
*If you were in a position to hire him/her for this type of assignment, would you? OR ***Would you rehire him/her?

20.
*Is there anything else we should know about his/her professional skills in considering him/her for this position?

