








  
Number:  I-12   Effective Date:  07/06 

 

5 

  
CITY OF RIVERSIDE 

HUMAN RESOURCES DEPARTMENT 
 

TELEPHONE REFERENCE CHECK 
 

The purpose of reference checking is to gather additional facts and information about your leading 
candidate(s).  The reference check helps verify information on the application form (education, 
experience, training) and information gathered in the interview (experience, skills, and capabilities), 
and is a valuable tool in gauging the candidate’s interpersonal communication skills (teamwork, ability 
to get along with others, communication style, etc.).  A thorough reference check may also provide 
you with new facts and information (strengths, weaknesses, and constructive criticism) to consider in 
making your final hiring decision. 
 
Initiate your reference call with a brief introduction and the purpose of your contact, indicating that 
your candidate has listed them as a reference and you are following up to gather facts and 
information.  Be sensitive to their time and make sure they are able to give you approximately 10 to 
15 minutes to conduct a thorough reference check.  A “rushed” reference check will be ineffective in 
eliciting quality information. 
 
To assist you in the reference check process we have developed a list of suggested questions.  
These will be helpful to you in collecting necessary information to make an “informed” hiring decision.  
You may ask additional specific or substitute questions related to the particulars of the position you 
are filling.  These questions serve as a guideline for you and have been very effective in gathering 
pertinent information about candidates.  
 
Name of Candidate:  _______________________________________________________________ 
 
Reference Contact: ___________________________ Telephone: (       )_______________________ 
 
Organization: _____________________________________________________________________ 
 
1. Employed from ____________________________ to ________________________________ 
 
2. Salary: Beginning - _______________________ Ending - ________________________ 

 
3. Were you involved in the selection process when ______________________ was hired in your 

organization?  If so, what influenced you to hire him/her?   ____________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 

 
4. How would you rate their customer service skills? ___________________________________ 

 
5. How did he/she get along with: 

 
• Co-workers? ______________________________________________________________ 
 
• Supervisors/Managers? _____________________________________________________ 

 




