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	Date of Call:     
	


	
	Time of Call:     
	


	
	Conducted by:
	


	

	Previous Employer:
	

	#Years Employed: 
	


	Previous Supervisor Name:
	

	Telephone #: 
	


	Previous position held:
	

	

	
	
	

	Name of Applicant:
	

	

	Position: 
	

	

	Job Competition#:
	

	


What was the nature of his/her position with your organization?
Describe the specific duties of his/her role.
	


	


	


	



The next 5 questions relate to specific job skills. Please describe this person’s capabilities in each skill.
1. Communication Skills
How would you describe his/her ability to listen, speak, read and write? In his/her role, who did he/she have to communicate with? How frequently? Was this communication internal or external to your organization?  

	


	


	


	



2. Interpersonal Skills
How does he/she get along with his/her supervisor and other employees? Does he/she do well in Teamwork? Does he/she relate to those affected by his/her work? Are manners or professionalism an issue?

	


	


	


	



3. Technical Skills
What software programs and or equipment does he/she know, or have experience using?
	


	


	



Would you consider this person to be detail oriented?

Yes SYMBOL 111 \f "Wingdings"

No SYMBOL 111 \f "Wingdings"
Why or why not? Can you provide an example of when he/she had to pay attention to detail?
	


	


	



4. Decision Making Skills
Is he/she able to make decisions independently and in a team? When given difficult and urgent assignments, were they completed on time? Can you provide an example of such an assignment?
	


	


	


	



5. Supervisory Skills
What level of authority did he/she have? Was his/her supervisory approach fair and effective? How was it perceived by his/her subordinates? Was he/she required to discipline/perform appraisals? How effective was he/she in influencing others?
	


	


	


	



How would you describe his/her effectiveness in their role? Is he/she a leader, supporter, or creator?
If you were giving special salary increases for merit to the top 10% of your employees would he/she be in that group? OR If you were told that you must put 20% of your employees on layoff, would you be tempted to select this person? Why or why not?
	


	


	


	



What would you identify as his/her shortcomings in his role with your company?
	


	


	


	



What can you report on his/her absenteeism?
	On average, how many times a month is he/she absent?
	


	On average, how many times does he/she come in late or leave early?
	


	





Does he/she have any commendations, warnings, or disciplinary letters on his/her file?

  Yes SYMBOL 111 \f "Wingdings"
No SYMBOL 111 \f "Wingdings"
List and describe.
	


	


	


	



If an opportunity arose, would you hire this person to work with you again?

  Yes SYMBOL 111 \f "Wingdings"
No SYMBOL 111 \f "Wingdings" (If no, why not?)
	


	


	



Is there anything more you would like to say about this applicant, either positive or negative?

	


	


	


	



	Interview Completion Time
	



Employee Relations Assessment

	


	


	


	



EMPLOYEE REFERENCE CHECK








