OREGON MILITARY DEPARTMENT

Joint Force Headquarters, Oregon National Guard

Adjutant General Personnel

Classification of Position___________________________
Reference check completed by_______________________
Employment Reference Check

Date: 



Applicant’s Name: 






Person Contacted Name:


____________ 
Phone #: __________________
Title: 










Company/Agency/Unit:








Relationship to applicant (Mgr, peer, subordinate): 
Introduction:
Identify yourself. Explain that you are checking a job reference on (applicant name) who has applied for a job with the Oregon Military Department, and that the applicant listed them as an employment reference. If you have a signed release from the applicant to obtain the information, and the person you are contacting requests it, you can fax or email it to them. If necessary, briefly describe the position for which the person has applied.

General Information:
If requested, verify with each reference the following information provided in the applicant’s employment application:

Job title or position(s) held: ______






Dates of employment:  









Description of duties performed: 







Reason for leaving: _______________________________________________________
Reference Check Questions:

Note: Some of the questions below may not be appropriate for the position being filled. If a question is inappropriate or unused, just line-out the question.
1. Please describe the duties this person performed for you? _______________________________________

     _______________________________________________________________________________________
2.  During the length of their employment, did you have opportunities to provide work performance feedback,

      and if so, how did he/she respond?

    ______________________________________________________________________________________
    ______________________________________________________________________________________

3. Were his/her work assignments completed correctly and within established timelines?

4. Outside of protected leaves of absence, please describe his/her attendance record while employed with you. Was he/she punctual or tardy on a regular basis?

​​​​​

_______________________________________________________________________________________

5. Please describe how well he/she performed under pressure?

      _______________________________________________________________________________________

6. Did you ever have any reason to doubt his/her ability to handle confidential information? If so, why?

      _______________________________________________________________________________________

7. Please describe how he/she related to peers and supervisors.

8. What would you say are his/her professional strengths?

9. What would you say are his/her professional weaknesses (if any)?

       _____________________________________________________________________________________

       _____________________________________________________________________________________

10. Has he/she been disciplined for any policy violations?

11. On a scale of 1 to 10, with 10 being outstanding, how would you rate this person on the following:

a. ____
Initiative
b. ____
Willingness to adapt to change

c. ____
Ability to learn new tasks quickly

d. ____
Ability to work independently or with little oversight

e. ____
Confidence in dealing with wide a variety of people

f. ____
Identification as a team player

g. ____
Confidence and courtesy in dealing with the public

12. Is there anything else you would like to share with me regarding this candidate that we haven’t already discussed? _____________________________________________________________________________________________________
______________________________________________________________________________________________________
13. If given the chance, would you rehire this person again?
_____ yes
_____ no       If no, please explain.

Wrap-up Conversation:

Thank you so much for providing your feedback on (applicant name). I will be passing along your reference   information to the hiring program.
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