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Manager’s Toolkit
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TELEPHONE REFERENCE CHECKLIST

Position Applied for:


Department:

Date:


Candidate’s Name:

Person Contacted:



Title:


Company:

Telephone:                                                Relation to Candidate:

Confirm dates of employment:  From

To


Confirm position held:

How would you rate the quality and quantity of his/her work?



How did he/she get along with others?



What are his/her strong points?


What area needs improvement?



What were his/her reasons for leaving?


Would you re-employ him/her?








Completed by:
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