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Reference check questions can be organized by cabegory:

COMNFIRM PAST EXPERIENCES
1.Did this person work for you from X penod to ¥ period?
2.Did this person hold X position while working with you?
3. What were this person’s final salary and responsibilstes?
4. How long ded you work with this person, and in what capacity?

CHECHK ON PERSONALITY TRAITS
1.Was this person reliable? Give specific examples.
2. were they hard-working? Give specific examples.
3. Were they agreeable and easy (o get along with? Give specific examples.
4.What was the biggest mistake they made that you personally witnessed? Give specilic examples.
5.Was this person calm and even-tempered, or were they emotionally unstable andfor volatile? Give

specific examples.

CHECK ON CULTURE FIT

1. Were they a good-to-great teammate? Give specific examples,

2.Did people want 1o work with them? Give specific examples,

3. Were they a good cullure hit? Give specihic axamples.

4.Can you recall a time when they went well above the duties of the job and gave more than was asked?

5. How would you rate this person's ability to get along with others on a scale of 1-10 — with 1 being the
hottom 10% of all people youve worked with or managed in this position = and 10 being the top 10% of
EVErYOnE you've worked with,

CHECK ON OVERALL PERFORMANCE
1. How would rate this persan overall - on a scale of 1-10, with 1 being the bottom 10% of all peaple you've
worked with or managed in this position — and 10 being the top 109 of everyone you've worked with,
2 How would you rate their abdity to learm new material and adapt?

PROBE AROUND CRITICAL JOB SKILLS MNEEDED IN THE NEW POSITION
1. This new job will require a candidate wio is very skilled at Z. Dad you ever see this person demonstrate
mastery in this area? Can you give a specific example?
2.People in this job who are ¥ will tend to do badly. Did you ever see this candidate demonstraie these
traits? Can you give a specific example?

CHECK ON HOW THEY LEFT THE ORGANIZATION
1. What were the conditions surrounding their departure from your company? Why did they leave? 100%
their choice, 100% our choice, muteal decision, company closed, other.
2. Would you hire them again?
3.Did they give you proper notice and handle their departure with professionatism and class or bunn bridges
on the way out?

GAUGE THE PERS0ON'S OVERALL FEELINGS
1.1Is there amything else | showld know, positively or negatively about this candidate? Anything at all?
2.Can you suggest anyomne else | might speak with to get a more complete sense of their strengths and
weaknesses?

From this list, you only usually want 1o Select your 1op 5-15 questions.
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Personal reference questions and answers are crucial components in various
environments, including job applications, academic admissions, and
professional networking. These references help validate an individual's
qualifications, character, and capabilities. Understanding the nature of
these questions and preparing thoughtful responses can significantly impact



outcomes. This article delves into personal reference questions, their
significance, common examples, and effective strategies for both referees and
candidates.

Understanding Personal References

Personal references are individuals who can vouch for a person's character,
skills, and experiences. Unlike professional references, personal references
may not have directly supervised the individual in a work setting but can
provide insight into their personal qualities and abilities.

The Importance of Personal References

1. Validation of Skills: Personal references corroborate the skills and
experiences listed on a resume or application.

2. Character Assessment: They provide insights into an individual’s
personality traits, work ethic, and reliability.

3. Cultural Fit: References can help potential employers or institutions
assess whether the candidate aligns with their values and culture.

4. Networking Opportunities: A strong personal reference can open doors for
future opportunities through professional connections.

Common Personal Reference Questions

When seeking a personal reference, it's essential to know what questions
might be asked. Below are some common personal reference questions that
candidates might encounter:

1. How do you know the candidate?
- This question seeks to establish the context of the relationship between
the referee and the candidate.

2. Can you describe the candidate's strengths?
- Referees are expected to highlight the positive attributes that make the
candidate a good fit for the position or program.

3. What are some areas for improvement for the candidate?
- This question aims to understand the candidate's weaknesses or areas where
they could grow.

4. Can you provide an example of a time the candidate demonstrated
leadership?

- Here, referees are encouraged to share specific instances that showcase the
candidate's leadership skills.



5. How does the candidate handle stress or challenging situations?
- This question assesses the candidate’s resilience and problem-solving
abilities.

6. Would you recommend this candidate for the position? Why or why not?
- This question encapsulates the referee's overall assessment of the
candidate.

Preparing for Personal Reference Questions

For individuals serving as referees, preparation is key to providing a strong
personal reference. Here are some strategies to consider:

Reflect on Your Relationship

- Review Past Interactions: Consider the various contexts in which you've
interacted with the candidate-whether in school, community activities, or
social settings.

- Identify Key Qualities: Think about the candidate's most commendable traits
and any notable achievements.

Gather Specific Examples

- Prepare Anecdotes: Be ready with specific stories or instances that
illustrate the candidate’s strengths, work ethic, and character.

- Link Examples to the Position: If possible, relate examples to the specific
job or opportunity the candidate is applying for.

Be Honest and Constructive

- Balance Feedback: While it’'s important to highlight strengths, being honest
about areas for improvement can provide a more balanced reference.

- Avoid Personal Bias: Ensure that your feedback is professional and based on
observed behavior rather than personal feelings.

Responding to Personal Reference Questions

For candidates, understanding how to respond to reference inquiries is
essential. Here’'s how to approach it:



Choose the Right Referees

- Select Individuals Who Know You Well: Choose people who can provide
detailed and positive insights about your character and capabilities.

- Consider Variety: A mix of personal and professional references can provide
a well-rounded view of your qualifications.

Communicate with Your Referees

- Inform Them Ahead of Time: Let your references know when and why they might
be contacted.

- Share Relevant Information: Provide them with your resume, the job
description, and any other pertinent details to help them tailor their
responses.

Anticipate Their Questions

- Discuss Possible Questions: Have a conversation about what to expect,
allowing your referees to prepare adequately for the questions they may
receive.

- Encourage Honesty: Make it clear that you value honest feedback, as it can
help them provide a more authentic reference.

Dos and Don'ts of Personal References

To effectively navigate the landscape of personal references, consider the
following dos and don'ts:

Dos

- Do Follow Up: After your referees have been contacted, thank them for their
support and ask about their experience.

- Do Update Your References: Keep your referees informed about your job
search progress and any changes in your career path.

- Do Provide Context: Help your references understand the roles you are
applying for so they can tailor their responses accordingly.

Don'ts

- Don't Assume Everyone Will Respond Positively: Be mindful of who you choose



as a reference; ensure they can speak positively about you.

- Don't Overwhelm Your References: When asking for references, be respectful
of their time and ensure they have adequate notice.

- Don't Forget to Say Thank You: Always express gratitude, regardless of the
outcome, as maintaining relationships is key for future networking.

Conclusion

Personal reference questions and answers play a pivotal role in the hiring
and academic processes. They not only validate a candidate's credentials but
also provide a deeper understanding of their character and capabilities. By
preparing effectively, choosing the right referees, and understanding the
dynamics of reference questions, candidates can enhance their chances of
success. Referees, on the other hand, can contribute significantly to a
candidate's journey by providing honest, thoughtful, and constructive
feedback. In a competitive environment, the quality of personal references
can make a substantial difference, underscoring the need for careful
consideration and preparation on both sides.

Frequently Asked Questions

What are personal reference questions typically used
for?

Personal reference questions are commonly used by employers to gain insight
into a candidate's character, work ethic, and interpersonal skills by
speaking with individuals who know the candidate well.

How should I choose the right person to be my
personal reference?

Select someone who knows you well and can speak positively about your skills
and experiences, such as a former employer, colleague, teacher, or mentor.
Ensure they are familiar with the role you are applying for.

What type of information should a personal reference
provide?

A personal reference should provide insights into your reliability, teamwork,
communication skills, problem-solving abilities, and overall character, as
well as specific examples of your accomplishments.

How can I prepare my personal references before they



are contacted?

Inform your references about the job you are applying for, share your resume,
and discuss key skills or experiences they might highlight. This preparation
helps them provide more targeted and relevant feedback.

What should I do if a potential reference declines
my request?

If a potential reference declines, remain respectful and understanding. You
can ask if they would recommend someone else or seek out other individuals
who can provide a strong endorsement of your skills and character.
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Unlock the secrets to acing personal reference questions and answers. Discover how to impress with
insightful responses that leave a lasting impression. Learn more!
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