


 

 

Job Description for Manager of Technical and Human Resources 
 
Accountable to:  
COO, Director of Human Resources 
 
Summary of Purpose: 
This multipurpose, non-exempt position combines related duties and responsibilities of 
Information Services Manager, CAD Systems Manager, and Human Resources Coordinator with 
the intent of bridging the gap between the technical and human aspects of the organization. 
 
Education and Experience: 
• Graduation from a four-year college with a degree supporting one of the major roles.  
• 2-4 years experience in one of the major roles. 
• Must demonstrate additional experience in the other roles. 

 
Description of Roles: 
 
Information Services Management (Percentage of overall: 40%) 
Identify, analyze, evaluate and act upon opportunities to use information technology to improve 
operational efficiency. Generally responsible for the maintenance, improvement and security of all 
computerized and communication systems, providing general hardware and software support to 
all staff members, design and specify systems based upon needs, and implementing all aspects 
of office automation. 

 
Specific Responsibilities: 

1. Recommending annual overhead budgets for all IS activities. 
2. Approving IS related purchases up to $1000.  
3. Recommending IS related purchase above $1000 to Executive Committee for approval. 
4. Providing ongoing hardware and software installation, upgrades, support, and training. 
5. Monitoring and maintaining companywide network and related systems. 
6. Working with engineering staff and management to evaluate current and proposed 

technologies for all services. 
7. Working with engineering and management to design and implement strategic information 

technology. 



 

 

6. Providing immediate CAD support to CAD staff. 
7. Evaluating new CAD related software and hardware technologies.  
8. Developing new software applications and tools to enhance productivity. 

 
Human Resources Management (percentage of overall: 20%) 
Support/manage functional areas of HR including recruitment, employee relations, job evaluation, 
compensation, and training. Develop and implement HR policies and procedures. 
 
Specific Responsibilities: 

1. Supervising system for incoming resumes, tracking, interviews 
2. Organizing and administering new hire orientation. 
3. Identifying and pursuing recruiting opportunities 
4. Developing and implementing HR management policy regarding recruiting, interviewing, 

and evaluations. 
5. Assisting with development of job descriptions for all employees. 
6. Monitoring overall employee morale 
7. Performing and documenting initial hiring interviews for all potential new employees. 
8. Performing and documenting exit interviews. 
9. Supporting Director of HR as required 
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APPENDIX IV – Simple Resume Tracking Sheet 

 

 



 



Resume Tracking Sheet

ID Disc. Name Address Phone Email Position Applied For Source Date Rec'd Notes/Status
0001
0002
0003
0004
0005
0006
0007
0008
0009
0010
0011
0012
0013
0014
0015
0016
0017
0018
0019
0020
0021
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0023
0024
0025
0026
0027
0028
0029
0030
0031
0032
0033
0034
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0036
0037
0038
0039
0040
0041
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0044
0045
0046
0047
0048
0049
0050
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APPENDIX V – Sample Interview Questions 

WARM-UP QUESTIONS 
• What made you apply for this position?  
• How did you hear about this job opening?  
• Briefly, would you summarize your work history & education for me?  

 
WORK HISTORY 

• What special aspects of your work experience have prepared you for this job?  
• Can you describe for me one or two of your most important accomplishments?  
• How much supervision have you typically received in your previous job?  
• Describe for me one or two of the biggest disappointments in your work history?  
• Why are you leaving your present job? (or, Why did you leave your last job?)  
• What is important to you in a company? What things do you look for in an organization?  

 
JOB PERFORMANCE 

• How did your supervisor on your most recent job evaluate your job performance? What were 
some of the good points & bad points of that rating?  

• When you have been told, or discovered for yourself, a problem in your job performance, what 
have you typically done? Can you give me an example?  

• Do you prefer working alone or in groups?  
• What kind of people do you find it most difficult to work with? Why?  
• Starting with your last job, tell me about any of your achievements that were recognized by your 

superiors.  
• Can you give me an example of your ability to manage or supervise others?  
• What are some things you would like to avoid in a job? Why?  
• In your previous job what kind of pressures did you encounter?  
• What would you say is the most important thing you are looking for in a job?  
• What are some of the things on your job you feel you have done particularly well or in which you 

have achieved the greatest success? Why do you feel this way?  
• What were some of the things about your last job that you found most difficult to do?  
• What are some of the problems you encounter in doing your job? Which one frustrates you the 

most? What do you usually do about it?  
• What are some things you particularly liked about your last job?  
• Do you consider your progress on the job representative of your ability? Why?  
• If I were to ask your present (most recent) employer about your ability as 

a____________________, what would he/she say?  
 
EDUCATION 

• What special aspects of your education or training have prepared you for this job?  
• What courses in school have been of most help in doing your job?  

 
CAREER- GOALS 

• What is your long-term employment or career objective?  
• What do you feel you need to develop in terms of skill & knowledge in order to be ready for that 

opportunity?  
• How does this job fit in with your overall career goals?  
• Who or what in your life would you say influenced you most with your career objectives?  
• What might make you leave this job?  
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APPENDIX V – Sample Interview Questions (cont’d) 
 
SELF-ASSESSMENT 

• What kind of things do you feel most confident in doing?  
• Can you describe for me a difficult obstacle you have had to overcome? How did you handle it?  
• How would you describe yourself as a person?  
• What do you think are the most important characteristics & abilities a person must possess to 

become a successful? How do you rate yourself in these areas?  
• Do you consider yourself a self-starter? If so, explain why. 
• What things give you the greatest satisfaction at work?  
• What things frustrate you the most? How do you usually cope with them?  

 
CREATIVITY 

• In your work experience, what have you done that you consider truly creative?  
• Can you think of a problem you have encountered when the old solutions didn't work & when you 

came up with new solutions?  
• Of your creative accomplishments big or small , at work or home, what gave you the most 

satisfaction?  
• What kind of problems have people recently called on you to solve? Tell me what you have 

devised.  
 
DECISIVENESS 

• Do you consider yourself to be thoughtful, analytical or do you usually make up your mind fast? 
Give an example. (Watch time taken to respond)  

• What was your most difficult decision in the last six months? What made it difficult?  
• The last time you did not know what decision to make, what did you do?  
• How do you go about making an important decision affecting your career?  
• What was the last major problem that you were confronted with? What action did you take on it?  

 
RANGE OF INTERESTS 

• What organizations do you belong to?  
• Tell me specifically what you do in the civic activities in which you participate. (Leading questions 

in selected areas. i.e. sports, economics, current events, finance.)  
• How do you keep up with what's going on in your company / your industry/ your profession?  

 
MOTIVATION  

• What is your professional goal?  
• Can you give me examples of experience on the job that you felt were satisfying?  
• Do you have a long & short-term plan for your department? Is it realistic?  
• Did you achieve it last year?  
• Describe how you determine what constitutes top priorities in the performance of your job.  

 
WORK STANDARDS 

• What are your standards of success in your job?  
• In your position, how would you define doing a good job? On what basis was your definition 

determined?  
• When judging the performance of your subordinate, what factors or characteristics are most 

important to you?  
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APPENDIX V – Sample Interview Questions (cont’d) 
 
LEADERSHIP 

• In your present job what approach do you take to get your people together to establish a common 
approach to a problem?  

• What approach do you take in getting your people to accept your ideas or department goals?  
• How frequently do you meet with your immediate subordinates as a group?  
• What sort of leader do your people feel you are? Are you satisfied?  
• How do you get people who do not want to work together to establish a common approach to a 

problem?  
• If you do not have much time & they hold seriously differing views, what would be your approach?  
• How would you describe your basic leadership style? Give specific examples. 
• Do you feel you work more effectively on a one to one basis or in a group situation?  
• Have you ever led a task force or committee or any group who doesn't report to you, but from 

whom you have to get work? How did you do it? How would you handle the job differently?  
 
ORAL PRESENTATION SKILLS 

• Have you ever done any public or group speaking? Recently? Why? How did it go?  
• Have you made any individual presentations recently? How did you prepare?  

 
WRITTEN COMMUNICATION SKILLS 

• Would you rather write a report or give a verbal report? Why?  
• What kind of writing have you done? For a group? For an individual?  
• What is the extent of your participation in major reports that have to be written?  

 
FLEXIBILITY 

• What was the most important idea or suggestion you received recently from your employees? 
What happened as a result?  

• What do you think about the continuous changes in company operating policies & procedures?  
• How effective has your company been in adapting its policies to fit a changing environment?  
• What was the most significant change made in your company in the last six months which directly 

affected you, & how successfully do you think you implemented this change?  
 
STRESS TOLERANCE 

• Do you feel pressure in your job? Tell me about it.  
• What has been the highest pressure situation you have been under in recent years? How did you 

cope with it?  
 
STABILITY & MATURITY 

• Describe your most significant success & failure in the last two years.  
• What do you like to do best?  
• What do you like to do least?  
• What in your last review did your supervisor suggest needed improvement?  
• What have you done about it?  

 
INTEREST IN SELF DEVELOPMENT 

• What has been the most important person or event in your own self development?  
• What kind of books & other publications do you read?  
• Have you taken a management development course?  
• How are you helping your subordinates develop themselves?  
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APPENDIX VI – Illegal Interview Questions 

AGE 
Inappropriate: 

• How old are you? 
• What year were you born? 
• When did you graduate from high school?  

Appropriate: 
• Before hiring, asking if you are over the minimum age for the hours or working conditions. 
• After hiring, verifying same with a birth certificate or other ID, and asking age on insurance forms. 

CITIZENSHIP  
Inappropriate: 

• Are you a citizen of the US? 
• Are your parents or spouse citizens of the US? 
• Are you, your parents or your spouse naturalized or native-born US citizens? 

Appropriate: 
• If you are not a US citizen, do you have the legal right to remain permanently in the US? 
• What is your visa status (if no to the previous question). 
• Are you able to provide proof of employment eligibility upon hire?  

CRIMINAL RECORD 
Inappropriate: 

• Have you ever been arrested? 
• Have you ever spent a night in jail?  

Appropriate: 
• Have you ever been convicted of a crime? 

DISABILITY 
Inappropriate: 

• Do you have any disabilities? 
• What's your medical history? 
• How does your condition affect your abilities?  

Appropriate: 
• Can you perform the specific duties of the job.  
• After hiring, ask about medical history on insurance forms. 

SEX 
Inappropriate: 

• Do you wish to be addressed as Mr., Mrs., Miss, or Ms.? 
• What are your plans to have children in the future? 

Appropriate: 
• None 
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APPENDIX VI – Illegal Interview Questions (cont’d) 

FAMILY 
Inappropriate: 

• Questions concerning spouse, or spouse's employment, salary, arrangements, or dependents. 
• What kind of child care arrangements have you made? 
• How will your spouse feel about the amount of time you will be traveling if you get this job? 

Appropriate: 
• Can you work overtime? 
• Is there any reason you can't start at 7:30am? 
• Whether an applicant can meet specified work schedules or has activities or commitments that 

may prevent him or her from meeting attendance requirements.  

MARITAL STATUS 
Inappropriate: 

• Are you married, divorced, separated, engaged, widowed, etc? 
• Is this your maiden or married name? 
• What is the name of your relative/spouse/children? 
• Do you live with your parents? 

Appropriate: 
• After hiring, marital status on tax and insurance forms. 

MILITARY  
Inappropriate: 

• What type or condition is your military discharge? 
• Can you supply your discharge papers? 
• What is your experience in other than US armed forces?  

Appropriate: 
• Describe the relevant work experience that you acquired from a US armed forces. 

PARENTAL STATUS 
Inappropriate: 

• How many kids do you have? 
• How old are your children?  
• Are you pregnant?  

Appropriate: 
• After hiring, asking for dependent information on tax and insurance forms. 

RESIDENCE 
Inappropriate: 

• Do you own or rent your home? 
• Do you live in town? 
• With whom do you live?  

Appropriate: 
• Inquiries about the address to facilitate contact with the applicant. 
• Will you be able to start work at 8:00am?  
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APPENDIX VI – Illegal Interview Questions (cont’d) 

RACE OR SKIN COLOR 
Inappropriate: 

• What race are you? 
• Are you a member of a minority group?  

Appropriate: 
• None  

RELIGION OR CREED 
Inappropriate: 

• What is your religious affiliation? 
• Which religious holidays will you be taking off from work? 
• Do you attend church regularly?  

Appropriate: 
• Can you work on Saturdays? 

NATIONAL ORIGIN 
Inappropriate: 

• What is your nationality? 
• Where were you born? 
• Where are your parents from? 
• What's your heritage?  
• How did you acquire the ability to speak, read or write a foreign language? 
• What language is spoken in your home? 

Appropriate: 
• Verifying legal U.S. residence or work visa status. 
• What languages do you speak, read or write fluently?  
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APPENDIX VII – Sample Interview Guide 
 
 TYPICAL INTERVIEW PROCESS 

Preparation 

Open 

Body 

Close 

Follow-up 

• Understand position requirements  

• Review and select questions 

• Review Resume 

• Review background checks 

• Establish questions  

• Plan and schedule interview

• Brief statement about company 

• Description of position 

• Discussion of completed forms, 
general qualifications 

• Set agenda and timetable 

• Ask questions 

• Listen and take notes 

• Form opinions 

• Answer questions 

• Discuss next steps 

• Document scoring 

• Analyze and discuss results 

• Set up 2nd interview 

• Write thank you letter or, 

• Check references 



 



 

 

 

 

INTERVIEWING GUIDE 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
September, 2001 
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Part One  --   Performance Criteria and 
Associated Interview Questions 
This guide is divided into three parts.  The first is an overview of the performance 
criteria, the definitions/expectations of each of these, and possible interview questions 
that could prompt candidates to provide the information about themselves that can 
determine if they meet the criteria of the position.   
 
The second part is an actual interview scorecard that can be used rate the candidate 
based on their responses to the questions.  
 
The third part lists general interview questions that will help throughout the process. 
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Performance 
Criteria 

Expectations Interview questions 

Initiative and 
Resourcefulness  

• Anticipates and welcomes 
positive, sensible change, and 
frequently develops improved 
processes, products or services 
to benefit the company and its 
customers  

• Demonstrates agility, 
adaptability and tolerance for 
ambiguity  

• Encourages entrepreneurial 
“out of the box” solutions 

• Anticipates customer needs, is 
proactive in raising issues and 
provides satisfactory solutions 

• When you go home at night 
satisfied that you have 
accomplished something at work, 
what causes this sense of 
accomplishment?  How often does 
this happen? 

• We all have areas that we want to 
work on.  In your current job, what 
areas do you want to work on to 
improve yourself?  How did you 
identify these areas?  What are you 
doing about it? 

• What have been your major 
problems in the career field you 
have chosen?  Why?  What have 
you done to overcome them? 

• What company in our industry do 
you admire most and why?  Which 
do you admire least and why? 

Financial and 
Budgetary Control 

• All budgets are met 
• Financial plans are clearly 

outlined and communicated 

• Have you ever managed projects in 
which you had to budget and 
schedule work and/or material?  Tell 
me about those projects.  What 
went well; what didn’t?  What did 
you learn in those projects? 

• Do you control a personal budget 
for yourself?  If so, what tools do 
you use? 

• What tools do you use to control 
your project budgets? 

• How do you determine 
predecessors in a schedule? 

• How do you know how much things 
cost? 

• What is your estimating process?  
Give me an example of a time when 
you had to adjust this process mid-
stream. 
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Performance 
Criteria 

Expectations Interview questions 

Communication 
Skills 

• Employee has written and oral 
ability to clearly and 
convincingly express thoughts, 
ideas or facts in individual and 
group settings 

• Uses correct word choice and 
conversations are appropriate 
in length, content and direction 

• Written materials are clean, 
understandable and error free 

• Effectively communicates with 
superiors, peers and 
subordinates; communicates 
openly, forcefully and effectively 
projecting credibility and 
confidence 

• Have you ever given presentations 
in which you made 
recommendations about a new 
product, service or procedure?  Tell 
me about those presentations? 

• How would you define active 
listening?  Please give me an 
example of how you would use it. 

• Describe some examples of written 
presentations you have made.  Who 
were the recipients, how did you 
determine the content and layout? 

• Can you think of some projects or 
ideas (not necessarily your own) 
that were sold, implemented, or 
carried out successfully primarily 
because of your efforts? 

Judgment • Asks probing questions in a 
tactful, friendly manner to 
gather more information and get 
an appropriately detailed 
response 

• Obtains and evaluates 
information from all relevant 
sources  

• Uses information effectively to 
arrive at conclusions which are 
appropriate to the situation 

• Demonstrates integrity, sincerity 
and trustworthiness  

• Acts decisively, making sound 
decisions in a timely manner 

• Give me an example of a time when 
you had a problem being both fair 
and consistent. 

• Describe a situation in which you 
had to arrive at a compromise or 
guide others to a compromise. 

• Tell me about your boss.  What are 
his/her strengths and weaknesses?  

• Tell me about the worst boss you 
ever had. 

• Tell me about a time in which you 
“bent the ethical rules” at work. 

• Which comes first to you, work or 
family? 

• What makes you angry?  Tell me 
about a time you became angry. 

• Tell me two anecdotes about 
yourself that will convey to me the 
real essence of who you are as a 
person. 

• What has been the most difficult 
decision you have ever made?  By 
what process did you arrive at your 
decision?  Would you make the 
same decision again? 

• Give me an example of a time that 
you misjudged a political situation. 
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Performance 
Criteria 

Expectations Interview questions 

Analysis and 
Solution 

• Takes ownership of a problem 
and empowers themselves to 
resolve it  

• Resolves conflicts with 
customers, peers and others as 
a win-win solution in a timely 
manner  

• Gains approval, buy-in, and/or 
commitment by presenting 
information or ideas in a 
persuasive manner 

• Communicates potential areas 
of conflict to management and 
project team in a timely manner 

• Describe a few situations in which 
your work was criticized. Was it 
deserved?  What did you do about 
it? 

• Tell me about a mistake you made 
in dealing with people. 

• How do you view yourself?  How do 
others view you? 

• How would you describe your 
political skills?   

• Tell me about a time when you 
used your political skills to bring 
about an important event. 

• Give me an example of a time when 
you had to make an unpopular 
decision. 

• Has your schedule ever been upset 
by unforeseen circumstances?  
What did you do then?  Give me a 
recent example?  What did you do 
with the original plans you had for 
that day? 

• If you were starting over now, what 
would you do differently?  What 
factors have kept you from making 
this decision before? 

Planning and 
Organizing 

• Systematically makes plans and 
sets objectives 

• Structures tasks effectively to 
achieve objectives 

• Sets appropriate priorities and 
meets schedules 

• Work station, calendar, 
appearance and presentation 
materials are clean and 
organized; runs effective 
meetings 

• Effective at developing project 
plans insuring timelines are 
established and outcomes are 
achieved 

• Give me an example of a day when 
you had to handle multiple time 
bound tasks or projects.  

• Tell me about a challenging task or 
project you were involved with that 
had a tight deadline. What was your 
role? What were the results? 

• What are you doing to try to 
overcome some of your 
weaknesses? 

• Tell me about each time you made 
a major change in your career. Why 
did you change jobs?  How did it 
work out? 

• Give me an example of a project 
you have managed.  What phases 
did it go through.  How long did it 
take?  How many others were 
involved?  Was is it successful?  
What tools did you use? 

• Describe a typical day/ week.  How 
do you prioritize/ manage your 
time? 

• Do you regularly use any special 
organizational tools? 
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Performance 
Criteria 

Expectations Interview questions 

Willingness to 
Accept 
Responsibility 

• Grasps opportunities and takes 
initiative to follow through rather 
than wait for problems to arise 

• Takes ownership of a problem 
and appropriately empowers 
themselves to resolve it 

• Seizes opportunities to lead and 
influence others 

• Takes ownership of issues, 
provides timely follow-up, lives 
up to commitments and agreed 
upon timelines  

• Takes charge in the absence of 
detailed instruction; has the 
quality of knowing what needs 
to be done; plans and organizes 

• What changes have you tried to 
implement in your previous area of 
responsibility?  What have you done 
to get them underway?  Where did 
the ideas for the changes come 
from? 

• Describe your ideal organization. 
• What motivates you to put forth 

your greatest effort? 
• What outside interests do you 

have?  How much time do you 
spend on them? 

• What do you feel are the greatest 
challenges facing our industry? 

• Give me an example of something 
you have done that has been 
creative or innovative. 

• Tell me about the biggest business 
risk you’ve ever taken.   

• How would you characterize your 
approach to business risk-taking? 

 
Supervisory Skills • Effectively selects, utilizes, and 

develops subordinates/team 
members  

• Provides leadership, 
counseling, coaching and 
effective performance 
measures for staff and/or team 
members 

• Demonstrates self-confidence, 
authority and enthusiasm; 
effectively uses power and 
influence; inspires the 
cooperation and confidence of 
others; displays an ability to 
motivate 

• Tell me about a situation in which 
you hired the wrong person or 
vendor. 

• Describe a specific situation in the 
past where a 
vendor/employee/fellow team 
member did not meet your 
performance expectations.  What 
was the situation?  What did you 
do?  What was the result?  What 
would you do differently? 

• Tell me about a challenging 
business decision you have made.  
What factors did you consider?  
How long did it take?  Who did you 
involve? 

• Did you ever fail at any job (or 
activity) you tried?  Why did you 
fail?   

• What have you learned from your 
mistakes?  Give some examples. 

• What is the biggest mistake you 
ever made? 
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Performance 
Criteria 

Expectations Interview questions 

Relationships with 
Others 

• Shows understanding, support, 
courtesy, tact and cooperation 
in interactions with co-workers, 
subordinates, team members, 
customers and visitors 

• Maintains effective relationships 
• Contributes to group 

performance, draws out the 
best from others and build 
morale even under high 
pressure situations 

• How would you describe a trusting 
business relationship?  Describe in 
detail an individual with which you 
had this type of relationship.  How 
did you develop this relationship?  
How long did it take?  Who 
prompted the relationship? 

• How do you handle conflicts?  Tell 
me about a situation in which you 
handled a conflict with ________. 

• What are you passionate about? 
• Do you work better in a small or 

larger organization?  Why?  Please 
give me some examples. 

• Describe the kind of organization in 
which you are most comfortable? 

Dependability • Does what they say they will do; 
achieves objectives as agreed 
upon and communicates 
problems immediately 

• Considered a “go to” person by 
team members 

• Work is reliable, consistent and 
accurate 

• One occasionally encounters 
resistance from 
clients/vendors/other team 
members.   How have you gotten 
cooperation from an unwilling party 
in the recent past?  What was the 
situation?   

• How do you measure or evaluate 
success? 

• What three accomplishments have 
given you the most satisfaction?  
Why? 

• What do you think it takes to be 
successful in a company like ours? 

• Describe a situation in which your 
results did not meet expectations. 

• What is the key to your professional 
success? 

• Give me an example of a time that 
you were unable to meet your 
commitment(s).  How often does 
this happen?  How did you resolve 
it? 
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Part Two 
 
* Definitions of Scoring Criteria -  
 
No evidence (0)  --  No evidence that employees possesses the minimum skill 
necessary for the position. 
Negative (-)  --  The employee describes previous and potential actions which indicate 
that he/she does not possess the minimum skill and experience for the position.  He/she 
could not articulate the behaviors that would indicate understanding of the requirements 
of this position. 
Neutral (=) --  The employee describes previous and potential actions which indicate 
that he/she possess some of the minimum skill and experience for the position but not 
all areas required for the position.  He/she may exhibit the expected behaviors but 
requires coaching and direction. 
Positive (+)  --  The employee describes situations in which they demonstrate the 
behaviors listed; may on occasion require additional guidance and assistance in 
maximizing full potential results of the situation. 
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Performance Criteria Sheet  

Name of Candidate:  

Date of Interview:  

  

INTERVIEWER SKILL WEIGHT % SCORE COMMENTS/NOTES TOTAL 

 Initiative and Resourcefulness     

 Financial and Budgetary Control     

 Communication Skills     

 Judgment     

 Analysis and Solution     

 Planning and Organizing     

 Willingness to Accept Responsibility     

 Supervisory Skills     

 Relationships with Others     

 Dependability     

 Job Knowledge/skills     
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Part Three 
Below is a list of other interview questions that can be used as general questions in 
the interview process: 
 
1. Tell me about yourself 

2. What interests you most about this position?  Least? 

3. What have you disliked most about your past jobs? 

4. What do you really want to do in life?  What areas interest you? 

5. What one person has had the greatest influence in your life?  Why? 

6. Tell me about your most and least admired person. 

7. What are your greatest accomplishments?  Your greatest failures? 

8. What are your three greatest strengths?  Your three greatest weaknesses? 

9. What has been your experience with layoffs?  How have you handled them? 

10. Tell me about a situation in which you had to make difficult firing decision (of 
employee or vendor). 
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APPENDIX VIII – Sample Reference Check Form 
 

TELEPHONE REFERENCE CHECK 

Candidate: 

Reference Name: Relationship:   

Company:  

Checked by:  Date: 

1. In what context do you know each other professionally? 
 

2. How long was this association? 
 

3. How would you describe his/her position and responsibilities? 
 

4. Was he/she successful in meeting or exceeding your expectations?  Did he/she typically achieve 
assigned objectives? 

 

5. What were his/her major achievements? 
 

6. If you were able to state his/her strong points, what would they be? 
 

7. Any weakness that affects his/her job performance? 
 

8. What do you assess his/her long term potential to be? 
 

9. How would you compare him/her with others in a similar position? 
 

10. How would you characterize his/her management style? 
 

11. Do you think he/she is qualified for the position that he/she is currently being considered for, as it 
was described to you? 

 

12. If it were your job to review him/her, after his/her review what is the one thing you would have 
him/her work on?  




