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Reference interview

Reference interview concerning applicant:
For position as:
Reference provided by:
Reference obtained by
Date:

This document is a tool for interview committee for use for reference interviews. Below are suggestions for questions, and the questions should be reviewed and edited by the interview committee in advance so that the questions fit the job advertisement and the position. It may be a good idea for all references to be asked the same questions so that you have a more or less equal basis for assessment afterwards. It is also important to be responsive and follow up with other questions if information should arise that may be important in relation to the assessment of the candidate.

Note: Initially, inform the reference informant about the position to which the applicant is a candidate.

Remember that you are not allowed to ask about the applicants:
· sexual orientation
· political views
· union affiliation
· faith and religious believes
· health information - other than what is necessary to carry out the work
· family plans or pregnancy
Suggested Questions
	No.
	Question
	Answer

	1
	Please give a general assessment of the person in question.
	

	2
	What kind of position/duties did he or she have with you?
	

	3
	How were the tasks performed?
	

	4
	How did he/she develop during the working period?
	

	5
	How did he/she get along with employees (peers, subordinate, bosses, possibly in relation to the students)?
	

	6
	Has he/she been involved in workplace conflict?
	

	7
	How was his/her stability at work?
	

	8
	His/her strengths?
	

	9
	His/her weaknesses?
	

	10
	If you were to give advice, what would it be?
	

	11
	If you were to give advice to his/her new manager, what would it be?
	

	12
	Will any other reference person in your organization be able to give a different account of him/her?
	

	13
	Why did he/she quit? / Would he/she be re-hired?
	

	14
	How would you assess this person's ability to fill our position?
	

	15
	Other comments?
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