References / Referee Worksheet
(1)
Name __________​​​_________________________________________________________
Job Title _________________________________________________________________
Company Name ___________________________________________________________
Address _________________________________________________________________
Telephone _______________________________________________________________
Email ____________________________​​​​_______________________________________
Qualified?
(
Will this person be happy to give a reference?

(
Do they understand my career plans and future goals?

(
Do they have a good opinion of my work and of my character?
(
Are they in a position to give an accurate and full description of my skills and abilities?
Yes
(
Permission granted to use them as a referee.

(
Verified their contact information is correct.

(
Discussed my career plans with them. 

(
Copy of CV, cover letter, and target job info sent to them 
+ a summary of our discussion about my career plans + my thanks.
Notes
(
_________________________________________________________________

(
_________________________________________________________________ 


(
_________________________________________________________________


(
_________________________________________________________________ 

A quote from the Referee
A brief description of your working relationship

An overview of your responsibilities / performance results
(2)
Name __________​​​_________________________________________________________

Job Title _________________________________________________________________
Company Name ___________________________________________________________
Address _________________________________________________________________
Telephone _______________________________________________________________
Email ____________________________​​​​_______________________________________
Qualified?
(
Will this person be happy to give a reference?

(
Do they understand my career plans and future goals?

(
Do they have a good opinion of my work and of my character?

(
Are they in a position to give an accurate and full description of my skills and abilities?

Yes

(
Permission granted to use them as a referee.

(
Verified their contact information is correct.

(
Discussed my career plans with them. 

(
Copy of CV, cover letter, and target job info sent to them 
+ a summary of our discussion about my career plans + my thanks.
Notes
(
_________________________________________________________________

(
_________________________________________________________________ 



(
_________________________________________________________________


(
_________________________________________________________________ 

A quote from the Referee
A brief description of your working relationship

An overview of your responsibilities / performance results
(3)
Name __________​​​_________________________________________________________

Job Title _________________________________________________________________
Company Name ___________________________________________________________
Address _________________________________________________________________
Telephone _______________________________________________________________
Email ____________________________​​​​_______________________________________
Qualified?
(
Will this person be happy to give a reference?

(
Do they understand my career plans and future goals?

(
Do they have a good opinion of my work and of my character?

(
Are they in a position to give an accurate and full description of my skills and abilities?

Yes

(
Permission granted to use them as a referee.

(
Verified their contact information is correct.

(
Discussed my career plans with them. 

(
Copy of CV, cover letter, and target job info sent to them 
+ a summary of our discussion about my career plans + my thanks.
Notes
(
_________________________________________________________________

(
_________________________________________________________________ 



(
_________________________________________________________________


(
_________________________________________________________________ 

A quote from the Referee
A brief description of your working relationship

An overview of your responsibilities / performance results
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