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REFEREE REPORT PROFORMA
Candidate: 
Job Applied For: 

Referee Details
Name: 
Title: 
Organisation: 

Date: 


Introduction

	My name is <your name> and I’m calling to conduct a reference check for <name of applicant> who is being considered for a position with Griffith University. Your details have been provided to me by <applicant’s name> and I would first like to check if you are prepared to provide a reference?

	



	The reference check will take approximately 10 minutes to complete. Is this a good time for you? If not, when is a convenient time for us to continue this conversation?

	



	Please note that this reference will be used in the overall evaluation of the applicant and will affect whether they are selected for the job.  The information you provide may be given to the candidate if requested, Do I have your permission to proceed?

	







	What is your current position and where are you currently employed?

	



	Is there any potential conflict in you providing this reference i.e., a personal or family relationship with the candidate?

	



	What was your working relationship to the candidate at the time you worked together?

	




	Can you clarify the period of time you worked with the candidate?

	



	What was / is their reason for leaving?

	



	What was their position whilst working with you, and what were the most critical responsibilities in their role?

	 



	How would you describe their motivation to achieve the targets and results set for them?


	







	What would you consider their strengths?

What areas were there for improvement?


	Strengths: 

Improvements: 



	How would you best describe the candidate in relation to their style, personality, and reputation at work?


	



	How would you describe their ability to handle multiple tasks and prioritise their time?

	




	How was their attendance?

	




	Are there any major accomplishments that they made that you want to note while they worked for you?

	



	Would you re-hire them if you had the opportunity to?

	




	Is there anything else that we should know that would impact an employer on hiring them?
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