SAMPLE REFERENCE CHECK QUESTIONS AND ANSWERS

SAMPLE REFERENCE CHECK QUESTIONS AND ANSWERS: YOUR GUIDE TO A
SuccessruL HIRING PROCESS

FINDING THE PERFECT CANDIDATE CAN FEEL LIKE SEARCHING FOR A NEEDLE IN A HAYSTACK. YOU'VE SIFTED THROUGH RESUMES,
CONDUCTED INTERVIEWS, AND NOW YOU'RE AT THE CRUCIAL STAGE: REFERENCE CHECKS. THIS ISNITJUST A FORMALITY; IT's
YOUR FINAL OPPORTUNITY TO VERIFY THE INFORMATION YOU'VE GATHERED AND GAIN VALUABLE INSIGHTS INTO A POTENTIAL
EMPLOYEE'S CHARACTER AND WORK ETHIC. THIS COMPREHENSIVE GUIDE PROVIDES YOU WITH SAMPLE REFERENCE CHECK
QUESTIONS AND ANSWERS, HELPING YOU NAVIGATE THIS ESSENTIAL STEP WITH CONFIDENCE AND PRECISION. WE’LL EQUIP YOU
WITH THE RIGHT QUESTIONS TO ASK, EXAMPLES OF STRONG AND WEAK ANSWERS, AND TIPS TO ENSURE YOU GET THE MOST
OUT OF YOUR REFERENCE CHECKS.

SECTION 1: PREPARING FOR THE REFERENCE CHECK — LAYING THE FOUNDATION

BEFORE YOU EVEN PICK UP THE PHONE, PREPARATION IS KEY. THIS ISN'T ABOUT AMBUSHING YOUR REFERENCES, IT'S ABOUT
CONDUCTING A PROFESSIONAL AND INFORMATIVE CONVERSATION. HERE'S WHAT YOU NEED TO DO:

GATHER CONTACT INFORMATION: ENSURE YOU HAVE ACCURATE CONTACT DETAILS FOR AT LEAST THREE PROFESSIONAL
REFERENCES, INCLUDING THEIR CURRENT PHONE NUMBERS AND EMAIL ADDRESSES. |DEALLY, THESE REFERENCES SHOULD BE
SUPERVISORS OR MANAGERS WHO DIRECTLY OVERSAW THE CANDIDATE'S WORK.

REVIEW THE RESUME AND APPLICATION: REFRESH YOUR MEMORY ON THE CANDIDATE'S CLAIMS AND ACCOMPLISHMENTS. THIS
ALLOWS YOU TO TAILOR YOUR QUESTIONS AND IDENTIFY POTENTIAL AREAS FOR CLARIFICATION.

DEVELOP A STRUCTURED APPROACH: HAVING A LIST OF PRE-PREPARED QUESTIONS PREVENTS RAMBLING AND ENSURES YOU
COVER ALL ESSENTIAL ASPECTS. WHILE YOU SHOULD ALLOW FOR SOME CONVERSATIONAL FLOW, STICKING TO A FRAMEW ORK
MAINTAINS CONSISTENCY AND PROFESSIONALISM.

OBTAIN CONSENT: ALWAYS OBTAIN THE CANDIDATE'S CONSENT BEFORE CONTACTING THEIR REFERENCES. THIS IS BOTH
ETHICALLY RESPONSIBLE AND LEGALLY SOUND.

SECTION 2: SAMPLE ReFERENCE CHECk QUESTIONS — DRILLING DOWN TO THE DETAILS

THE FOLLOWING SAMPLE REFERENCE CHECK QUESTIONS AND ANSWERS ARE CATEGORIZED FOR CLARITY. REMEMBER TO ADAPT
THESE QUESTIONS TO THE SPECIFIC JOB ROLE AND THE INFORMATION PROVIDED BY THE CANDIDATE.

[. \W ork PERFORMANCE AND SKILLS:

QuesTIoN: “CAN YOU DESCRIBE THE CANDIDATE'S OVERALL PERFORMANCE DURING THEIR TIME AT [Previous CoMpANY JP”
STRONG ANSWER: “THEY CONSISTENTLY EXCEEDED EXPECTATIONS. THEIR WORK WAS ALWAYS HIGH-QUALITY, AND THEY
WERE A VALUABLE ASSET TO THE TEAM.”

\WEAK ANSWER: “ THEY WERE ALRIGHT. THEY DID THEIR JOB.” (THIS LACKS DETAIL AND DOESN'T PROVIDE A STRONG
ENDORSEMENT.)

QUESTION: “HOW WOULD YOU RATE THE CANDIDATE'S SKILLS IN [SPECIFIC SkiLL 1] AnD [SpeciFic SkiLL 2)?” (E.G., PROJECT
MANAGEMENT , COMMUNICATION, PROBLEM-SOLVING)

STRONG ANSWER: “ THEIR PROJECT MANAGEMENT SKILLS ARE EXCEPTIONAL; THEY CONSISTENTLY DELIVERED PROJECTS ON TIME
AND WITHIN BUDGET. THEIR COMMUNICATION IS CLEAR AND CONCISE, AND THEY’RE ADEPT AT NAVIGATING COMPLEX
SITUATIONS.”

WeAk ANSWER: “THEY WERE OKAY, | GUESS.” (AGAIN, THIS LACKS SPECIFICITY AND DOESN'T PROVIDE USEFUL INFORMATION.)

[I. W ork HABITS AND PROFESSIONALISM:

QUESTION: “DESCRIBE THE CANDIDATE'S WORK ETHIC AND RELIABILITY.”



STRONG ANSWER: “ THEY WERE EXTREMELY RELIABLE AND DEDICATED. THEY ALWAYS SHOWED UP ON TIME, WERE PROACTIVE IN
THEIR WORK, AND TOOK INITIATIVE.”

WeAk ANSWER: “THEY SOMETIMES MISSED DEADLINES.” (FOCUS ON POSITIVE ASPECTS WHENEVER POSSIBLE, BUT BE SURE TO
ASK FOLLOW-UP QUESTIONS TO UNDERSTAND THE CONTEXT.)

QUESTION: "How DID THE CANDIDATE HANDLE STRESS AND PRESSUREP”

STRONG ANSWER: “THEY REMAINED CALM AND COMPOSED UNDER PRESSURE, EFFECTIVELY PRIORITIZING TASKS AND DELEGATING
WHEN NECESSARY.”

\WeAKk ANSWER: “THEY DIDN'T HANDLE STRESS WELL.” (AGAIN, FOLLOW UP TO UNDERSTAND THE SPECIFICS AND THE IMPACT
ON THEIR WORK.)

[Il. TEAMWORK AND INTERPERSONAL SKILLS:

QUESTION: “How DID THE CANDIDATE INTERACT WITH COLLEAGUES AND CLIENTS?”

STRONG ANSWER: “THEY WERE A HIGHLY VALUED TEAM MEMBER, ALWAYS WILLING TO COLLABORATE AND SUPPORT THEIR
COLLEAGUES. THEY BUILT STRONG RELATIONSHIPS WITH CLIENTS AND MAINTAINED EXCELLENT COMMUNICATION.”

\WEeAk ANSWER: “THEY DIDN'T REALLY INTERACT WITH COLLEAGUES MUCH.” (THIS COULD INDICATE A POTENTIAL PROBLEM
WITH TEAMWORK. )

QUESTION: “DESCRIBE THE CANDIDATE'S LEADERSHIP STYLE (IF APPLICABLE).”

STRONG ANSWER: “THEY ARE A NATURAL LEADER, INSPIRING AND MOTIVATING THEIR TEAM TO ACHIEVE COMMON GOALS. THEY
LEAD BY EXAMPLE AND FOSTER A COLLABORATIVE ENVIRONMENT.”

WEAK ANSWER: “THEY WEREN'T A LEADER.” (AGAIN, LACK OF SPECIFIC DETAIL MAKES THIS ANSWER UNHELPFUL.)

IV. REASON FOR LEAVING (IMPORTANT!)

QUESTION: “\W/HY DID THE CANDIDATE LEAVE THEIR PREVIOUS POSITION?”

STRONG ANSWER: “THEY WERE SEEKING NEW CHALLENGES AND OPPORTUNITIES FOR GROWTH.” (THIS SHOWCASES AMBITION.)
WEeAk ANSWER: “ THEY WERE LAID OFF” OR “THEY DIDN'T LIKE THEIR BOSS.” (\W/HILE VALID REASONS, TRY TO PROBE DEEPER
TO UNDERSTAND THE CIRCUMSTANCES AND THE CANDIDATE'S ROLE IN THE SITUATION.)

SecTIoN 3: BEYOND THE QUESTIONS — THE ART OF THE CONVERSATION

DONIT_JUST STICK TO YOUR SCRIPT. ALLOW FOR A NATURAL CONVERSATION TO UNFOLD. LISTEN CAREFULLY TO THE NUANCES
IN THE RESPONSES. ASK FOLLOW-UP QUESTIONS TO CLARIFY VAGUE ANSWERS OR EXPLORE POTENTIAL CONCERNS. FOR
EXAMPLE, IF A REFERENCE MENTIONS A “CONFLICT” WITH A COLLEAGUE, ASK FOR SPECIFICS. THIS HELPS YOU UNDERSTAND THE
CONTEXT AND GAUGE THE CANDIDATE'S ABILITY TO HANDLE INTERPERSONAL CHALLENGES.

SecTION 4: DOCUMENTING Y OUR FINDINGS

AFTER EACH REFERENCE CHECK, METICULOUSLY DOCUMENT YOUR FINDINGS. NOTE DOWN SPECIFIC EXAMPLES MENTIONED BY THE
REFERENCE, BOTH POSITIVE AND NEGATIVE. THIS DETAILED RECORD WILL BE INVALUABLE DURING THE FINAL HIRING DECISION-
MAKING PROCESS.

CoNcCLUSION

CONDUCTING THOROUGH REFERENCE CHECKS IS A VITAL PART OF THE HIRING PROCESS. BY USING THESE SAMPLE REFERENCE CHECK
QUESTIONS AND ANSWERS AS A GUIDE, PREPARING THOUGHTFULLY, AND CONDUCTING INSIGHTFUL CONVERSATIONS, YOU
SIGNIFICANTLY INCREASE YOUR CHANCES OF SELECTING THE BEST CANDIDATE FOR YOUR ORGANIZATION. REMEMBER, THIS IS YOUR
LAST CHANCE TO GATHER CRITICAL INFORMATION BEFORE EXTENDING A JOB OFFER, SO MAKE THE MOST OF IT!

FAQs



1. How MANY REFERENCES SHOULD | CONTACT? AIM FOR AT LEAST THREE, IDEALLY SUPERVISORS OR MANAGERS WHO
DIRECTLY WORKED WITH THE CANDIDATE.

1. WHAT IF A REFERENCE IS RELUCTANT TO PROVIDE INFORMATION? THIS COULD BE A RED FLAG. POLITELY PROBE FURTHER
BUT BE PREPARED TO MOVE ON TO ANOTHER REFERENCE IF NECESSARY.

’

1. CAN | ASK ABOUT SALARY HISTORY DURING A REFERENCE CHECK? GENERALLY, THIS IS NOT RECOMMENDED, AS IT'S OFTEN
CONSIDERED PRIVATE INFORMATION.

1. WHAT SHOULD | DO IF | RECEIVE CONFLICTING INFORMATION FROM DIFFERENT REFERENCESP T HIS NECESSITATES FURTHER
INVESTIGATION. YOU MIGHT NEED TO CONTACT ADDITIONAL REFERENCES OR REVISIT THE CANDIDATE'S APPLICATION AND
INTERVIEW RESPONSES.

1. IS IT LEGAL TO CONDUCT REFERENCE CHECKS? YES, BUT IT'S CRUCIAL TO OBTAIN THE CANDIDATE'S CONSENT
BEFOREHAND AND AVOID ASKING DISCRIMINATORY QUESTIONS. ENSURE YOU COMPLY WITH ALL RELEVANT EMPLOYMENT
LAWS AND REGULATIONS IN YOUR JURISDICTION.
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