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Reference Check Form
University of Wisconsin Oshkosh

Candidate Name: _______________________________
Reference Name: _______________________________
Contact Information: _______________________________
Company: _______________________________
Date of Reference Check: _______________________________
Reference Check Completed By: _______________________________
Sample Introduction:

I’m calling you as a reference for ________, who has applied for the position of ________ at the University of Wisconsin Oshkosh. I’d like to ask you a few questions, which should take about 10-15 minutes. Is this a good time to have a conversation or could you provide me a time that I could call you back to discuss? 

1. What is your relationship to the candidate? 

________________________________________________________________________________________________________________________________________________________________________________________________________________________

2. What was the candidate’s job title and main job duties/responsibilities within your organization? 
________________________________________________________________________________________________________________________________________________________________________________________________________________________

3. How would you describe the candidates’ overall work performance? 

________________________________________________________________________________________________________________________________________________________________________________________________________________________

4. How do you think his/her co-workers would describe the candidate?

________________________________________________________________________________________________________________________________________________________________________________________________________________________

5. What are the candidate’s strengths and weaknesses? 

________________________________________________________________________________________________________________________________________________________________________________________________________________________

6. What are some areas of opportunity (weakness) for the candidate? 

________________________________________________________________________________________________________________________________________________________________________________________________________________________

7. What was the reason the candidate left your organization?

________________________________________________________________________________________________________________________________________________________________________________________________________________________

8. Have you observed the candidate deal with a problem or a conflict? If so, how did they react under pressure and handle the situation?

________________________________________________________________________________________________________________________________________________________________________________________________________________________

9. Is there anything else you think we should know about the candidate as we look to hire her/him for the position of ________? 

________________________________________________________________________________________________________________________________________________________________________________________________________________________

The Search and Screen committee and I sincerely thank you for your time. Enjoy the rest of your day. 

