Sample Questions Useful in Checking References
(STRIVE FOR QUESTIONS WHICH DO NOT ELICIT A YES OR NO ANSWER)

Before beginning to ask questions, describe to the reference the position the candidate is being considered for (including essential duties of the position, skills and abilities needed, level of supervision, etc.).  This will help the reference to better understand what the person will be doing.
Candidate Name:  
________________________________________________________________

Reference Name:  
________________________________________________________________

Based on what I’ve described to you about this position, and what you know about the candidate’s work in your company, would you recommend them for this position?  Why or why not?

What is/was the reporting relationship?  Did you supervise them directly?

Did the applicant hold any other positions at the company?

Please describe the key responsibilities of the candidate in their most recent position.

What were/are the candidate’s most significant strengths on the job?

What were/are the candidate’s most significant areas of development?

How would you describe this person’s reliability on a daily basis?  Would you describe them as punctual on a regular basis? 

This position requires one to be highly reliable with an attendance record supporting that.  Was the candidate able to meet the attendance requirements of the job?
Please comment on the following skills that the person used in their position with you:

Communication skills

Customer service skills

Leadership skills

Flexibility

Attention to detail/follow through

Ability to take initiative

Ability to work as a team member

Independence

Would you rehire this individual?  Why or why not?

Are there additional comments you’d like to make?  Is there anything I should know?

Prohibited Inquiries
Yale University does not discriminate in the employment process.  Therefore, it is important to avoid questions regarding race, color, religion, gender, age, national or ethnic origin, sexual orientation, veteran status, disability or marital status.  ASK ONLY JOB-RELATED QUESTIONS.  FOR CONSISTENCY, USE THE QUESTIONS AND SCRIPT THAT ARE DEVELOPED THROUGH THE SKILLS AND QUALIFICATIONS SECTION IN YOUR JOB POSTING TO GUIDE YOU IN YOUR CONVERSATION.
At any time during this process, your Recruiter will partner with you and provide you with appropriate guides to ensure the most effective and qualified candidate is hired.
