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                                     SAMPLE TELEPHONE REFERENCE CONVERSATION RECORD
CANDIDATE NAME  [image: image19.jpg]UNIVERSITY of WISCONSIN

I A CROSSE



          DATE [image: image2.wmf]

        
Reference Called    [image: image3.wmf]

  Telephone #  [image: image4.wmf]

       
Title/Position  [image: image5.wmf]

 Committee Member  [image: image6.wmf]

         

I.
Introduce yourself by name and as a member of the [image: image7.wmf]

 Search & Screen Committee.  State reason for call: "I’m calling you as a reference for [image: image8.wmf]

, who has applied for the position of  [image: image9.wmf]

at the University of Wisconsin-La Crosse.  I’d like to ask you 7-8 questions, which will take about 15-20 minutes.  Do you have time now?  If not, can I call you at another time?”

Be prepared to respond to reference’s questions about UW-L and the position.

II.
Provide written summary responses to the following questions.  

A. How long and in what capacity have you known the candidate?
[image: image10.wmf]


B.
How would you describe the candidate's style and/or skills in working with different constituencies (students, faculty, staff, alumni, local and system administration, legislators, and the community)?
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C.
If you have observed the candidate deal with a problem or conflict, or react under pressure, please describe the candidate's actions/behaviors.
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D.
How would you describe the candidate's method and ability to develop workable strategies to accomplish goals?  Is the candidate able to set a direction, establish a process and convince others to support his/her decision?
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E.
Describe achievements of the candidate that would gain the respect of the campus and the community.
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F.
How would you describe the candidate's commitment to equal opportunity and diversity?
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G.
What would be the candidate's greatest strengths in this position? The greatest weaknesses?
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III.
Ask for additional comments that the reference may wish to provide.  Thank the reference on behalf of yourself and the Committee.
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Pre-Approved
Professional Reference Questions

Date:

Reference Completed By:

Name of Applicant:

Name of Reference Provider:

Reference Provider Job Title/Company:


Open Conversation

Example:  Hi, my name is _______________ and ______________ has applied for a position with UW-La Crosse and has provided your name as a reference.  I’m wondering if you have some time right now that I could ask you a few questions about _______________. (If not, try to schedule a time to call back.)

1.  How do you know (applicant’s name)?

2.  How long have you known him/her?

3.  How long did he/her work for you (or with you)?

4.  What were his/her main duties and responsibilities?

5.  How would you describe his/her work performance?

6.  What are his/her greatest strengths?

7.  How about professional weaknesses or areas of improvement?

8.  How would you describe his/her working relationships?

9.  How would you describe his/her customer service skills?

10.  How would you describe his/her computer skills?

11.  Would you re-hire him/her?

12.  Is there anything else you would like to add about (applicant name) that we haven’t already touched on?

Close Conversation

Example:  Thank you for your time and for sharing this information.  It’s been very helpful.  Thanks again and have a great rest of your day.
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