Example Reference Questions

Reference for: ______________________
	Reference Date: 
	Referee:

	Reference taken by: 
	Referee Title:

	Period of Employment Checked: 
	Referee Employer:


1. What was your working relationship with _________ and for what period?

2. Can you describe who ________ worked for and the type of tasks that she performed?

3. Can you describe her skills and the quality of her work?

4. How would you describe her communication skills?
5. Can you describe her strengths?

6. Can you describe any weaknesses that ________ possesses or areas for improvement?

7. How did ________ interact with her, superiors and other staff? 

8. Did ________ have much interaction with clients and how would you describe her ability to deal with clients?

9. Did ________ work well in team situations?

10. Was ________ well organised and able to meet deadlines?

11. Can you describe the initiative and attitude that ________ brought to her work? 

12. Is there any reason to question her honesty and integrity?
13. Do you know of any reasons why ________ is leaving her employer?

14. Those are the standard questions we ask when taking a reference. Do you have any other comments that you would make when giving a reference for ________? 

Pursuant to the Privacy Act would you like ________ to have access to this reference? _yes/no__. 
