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Reference Check Sheet  

 

Name of Applicant: 
 
 

Checked by: 
 
Date: 
 

 
Contact: 
 

Title: 

Employer: Employment Dates: 
 

 
Position Held: 
 
 
Nature of Work: 
 
 
Quality of Work: 
 
 
Relationship with others: 
 
 
Work Attitude: 
 
 
Overall Assessment:  

 
Eligible for rehire: 
 

 
Contact: 
 

Title: 

Employer: Employment Dates: 
 

 
Position Held: 
 
 
Nature of Work: 
 
 
Quality of Work: 
 
 
Relationship with others: 
 
 
Work Attitude: 
 
 
Overall Assessment: 

 
Eligible for rehire: 
 

 



SUPPORT STAFF 
VACANCY SUMMARY FORM

Department:    _________________________________________________

Position Title:  _________________________________________________

Desired Qualifications: _________________________________________
_________________________________________
_________________________________________

Interviewer(s): ______________________________
______________________________
______________________________

Selected Candidate: ___________________________
Suggested Hire Date: ___________________________

Reason Hired/Qualifications: ____________________________________

* * * * * * *

CANDIDATE NAME      DATE INTERVIEWED         REASON NOT HIRED

_________________________________________

_____________________________

_________________________________________

_____________________________

_________________________________________

_____________________________

_________________________________________

_____________________________

_________________________________________

_____________________________

HIRING OFFICIAL: _______________________________ DATE: ____________
(Authorizing Signature)



  
               Indiana State University   
               Human Resources   
 
 
Confidential Interview Rating Form 

 

 
 
Name: _____________________________________ Date: _____________________ 
 

Position Interviewing For: ________________________________________________________ 
 
  

Weakness-1          OK-2         Strength – 3          Don’t Know - 4 
 
 

Performance Standard Rating Comments 
 

Customer Orientation 
 

  

 
Teamwork Ability 

 

  

 
Communication Skills 

 

  

 
Ability to Achieve Results 

 

  

 
Adaptability 

 

  

 
Self-Management Skills 

 

  

 
Leadership Skills 

 

  

 
Technical Functional Expertise 

 

  

 
 

Final Recommendations: 
  

   Recommend for hire 
   Not Recommend for hire 
   Other action recommended (please specify) _____________________________________________________ 

 
 
Comments:  
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