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Southern Cross Infrastructure Programme

Applicant Reference Check
Applicant Name:



Person Contacted:



Relationship to Applicant: 


Company: 




Staff Name Completing Check:


Summary (complete when finished)

The candidate’s perceived quality according to this reference is: (please circle)
Unsatisfactory

Satisfactory

Very Good

Excellent

Notes:

General Questions:

	Question
	Answer

	What were the dates of his or her employment with your firm? 
	

	What was his or her job title? 
	

	What were the responsibilities of this job? 
	

	How would you describe the quality of his or her work? 
	

	What are the candidate’s strongest skills? 
	


PM Specific Questions

	Question
	Answer

	How well does the candidate work as part of a team?  
	

	How does the candidate get along with peers & clients? 
	

	When there was a problem how did the candidate deal with difficult people?
	

	Is the candidate generally willing to consider the opinions and recommendations of others? 
	

	Does the candidate seek out work on their own task or wait for the manager to assign them? 
	

	How well did he/she plan and organize his/her work?  Were tasks completed in a timely fashion? 
	

	How well did he or she respond to pressure (e.g. from high volume, deadlines, multiple tasks, etc)? 
	

	How adaptive is the candidate to new or changing working conditions? 
	

	How does the candidate handle making unpopular decisions?  Give an example. 
	

	Describe a leadership challenge that the candidate had to face. 
	

	How would you describe the candidate’s attitude toward customer service? 
	

	Describe a situation when the candidate went “beyond the call” for a customer. 
	

	Please comment on the candidate’s integrity.  Give specific examples. 
	

	How would you describe the candidate’s budgeting and finance skills
	


Technical Skills

	Questions
	Answers

	What would you say is the candidate’s level of understanding of [technical skill #1]
	

	What would you say is the candidate’s level of understanding of [technical skill #2]
	

	What would you say is the candidate’s level of understanding of [technical skill #3]
	


Closing Questions

	Questions
	Answers

	Would you rehire him or her? 
	

	Is there anything else you can add that would help us learn more about [applicant’s name]?
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