Past Supervisor Reference Check Form

Supervisor Telephone Reference Check

Candidate:     
Company:           


Checked By:     
Person:          


Date:     

Title:        


Phone:             

· Describe relationship to candidate:

     
· Do you recall who referred him to your company?  A relative, a customer or a client?

     
· When he was hired, were his references thoroughly checked?  By who?

     
· Do you recall what those references had to say?  

     
· Any red flags that popped up as a result of past references?

     
· What were the products or services he sold? 

     
· What market(s) did he primarily focus on?

     
· What were his titles & time in each position?  

      
If you can’t recall, can you confirm what’s on his resume?

     
· Any special or unique duties or responsibilities you recall he was assigned?

     
· What new ideas, programs or products do you recall him initiating?

     
· Can you give me an example of a major project you had him work on?  How did go about doing it?  Was he successful at it?

     
· What was his most significant contribution or achievement?

     
· How would you compare his level of contributions and/or achievements to others in similar roles? (High, low or just average)

     
· Can you think of any examples where he failed to accomplish any assigned responsibilities or goals or fell sort of expectations?

     
· Once you give him a project or goal, what tools or resources is he most effective at utilizing or bringing to the table?

     
· Has he ever been responsible for growing a part of the business?  How did he go about doing it?  Was he successful at it?

     
· What would you say his strong points or greatest skills are?

     
· What do you think, are some of his shortcomings?

     
· How’d he stand or rank against his peers (in achievements or skills)?

     
· How does he compare to the person who is in his job now?

     
· Which personality style does he lean more towards - a team player/corporate performer or an individual/entrepreneurial performer?  Tell me why you feel this way?

     
· Can you give me some specific examples of how well he worked (or poorly for that matter) in a team environment?

     
· How well does he interact or socialize in an outing or entertainment setting with other employees?  Customers?  Or with Key executives?

     
· All employees don’t like other employees, what kind of people did he have difficulties or problems with?

     
· If given instructions that he didn’t agree with, (not moral or legal issues), but a matter of a difference in style or politics, how would he handle it?

     
· Did he supervise?  How Many?  What areas?

     
· How did he demonstrate leadership abilities?  Could you give me a specific example?


     
· How much cooperation did he get from subordinates?


     
· Does he have the skills to hire & fire?


     
· If our client asked you for advice on how to best manage him what would you say?

     
· How well does he handle criticism?

     
· How much recognition for his accomplishments does he need & how does he feel or react if he doesn’t get it?

     
· How well planned and organized is he.


     
· What type of position do you think he’s best suited for?  


     
· What do you think of his promotability prospects? How high do you think he’ll rise?

     
· Do you recall any personal or domestic difficulties that got in the way of his work?

     
· Why did he leave your company?


     
· Left for money?  You’ve said so many nice things about him, wasn’t he worth more to try and keep him?

     
· Would you rehire him?


     
· Have you kept in contact with him since he left your company?  

     
· How long ago was your last contact with him?


     
Networking
· Do you know of any openings in your division?

     
· Are you aware of any “other” needs else were in your company? (In Sales, Marketing, Manufacturing or R & D?)
     
· What about outside of your company, are you aware any other companies who have needs?  

     
· Just like your companies sales people, with the economy tight, we’re scratching and digging for every lead we can find right now.
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