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Reference Check Guide
Applicant Name:


S.S. #:


Person Giving Reference:



Name and Title

Company or Organization name:  


Dates of Employment:



to




Job Title:


Most Recent Salary:


Major Duties:


Attendance:


(  Excellent
(  Good
(  Fair

(  Poor

Reason for Leaving: 


Was Notice Given:   (  Yes   (  No

Eligible for Rehire:   (  Yes   (  No

How would you rate the following?
Job Knowledge:


Interpersonal Skills:


Communication Skills:


Productivity:


Additional Comments:


Randolph College Employee:  



Name, Title & Date Reference Received
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