Reference Check Questions
(candidate name)

How do you know (candidate)? What is your working relationship?

. Could you give me a brief description of the type of projects/work that you and
(candidate) have worked together?

. What are (candidate’s) strengths? What would you say are his/her weaknesses or
areas where he could improve?

How well does (candidate) know contracting and procurement work? How well
did s/he perform the duties of his/her position while working with you?

How does (candidate) manage conflict? What about his/her ability to handle
pressure and stress?

. What was (candidate’s) biggest accomplishment while working for you?



7. If given the chance, would you hire (candidate)? Why or why not?

8. Is there anything I haven't asked that you would like to share with me regarding
this reference check?

Signature Date

Printed Name

Title & Organization

Work Phone

Cell phone

Email

Fax



