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When do I need a list of references?


1.
You should prepare your list of references to have ready as soon as you start a job search.

2. The list should be a “stand alone” document and it is not usually sent with your resume or cover letter unless specifically requested.

3. Be prepared to provide your reference information when you are asked for it and always bring a copy to an interview.  Usually employers will ask to check your references once you become a finalist for the position.   
What are employers looking for when they contact my references?

1. Prospective employers ask for your references for a variety of reasons, including: to confirm their decision, to verify your work history, to evaluate your working or personality style, or to uncover any problems in your past that could result in legal action against them.
2. They may ask questions about skills such as your ability to communicate, reliability, willingness to accept responsibility, initiative, leadership, energy level, flexibility, interpersonal skills, and your ability to handle conflict.  

3. Typical questions may include: 

· What were X's primary responsibilities?  How did she get along with co-workers?  

· What were her top skills? Her strengths? What were her limitations or weaknesses?

· Will you describe X's attendance record? Would you hire her again?
Who do I choose as references?


1.
Choose three to five people you have had good working relationships with over the last few years. 

2. Most reference lists include a current or previous supervisor.  If you have not informed your current employer that you are looking for another job, it is okay to indicate that on your list of references or in the interview and ask that the recruiter hold off on contacting your current employer until further along in the process.

3. Other professionals could include colleagues, employees that report to you, customers, vendors or your supervisor's boss.

4. If you do not have much previous employment, utilize others that have witnessed you in responsible roles; advisors, professors that you worked with individually, internship supervisors, community leaders that you have volunteered with, managers of sports teams or clubs you have held positions in.

5. Character references can include neighbors that you helped with childcare or lawn mowing, club or scout leaders, pastors, and mentors.  Don’t list personal references who only know you in a social capacity such as family members or friends. 

Do I need to ask for permission?

1. Yes!  Before including someone on your list of references it is critical that you ask their 

permission.  Receiving an unexpected phone call or being told they are listed as a reference (after the fact) are not acceptable alternatives.  

Early contact will also:

a. Allow you to check for accurate spelling and the most current contact information.

b. Ensure that they are happy to speak for you and will say something positive.  

c. Give you a terrific opportunity to continue to network.

2. Most people will be happy to help, but if someone seems hesitant when you ask, politely let them off the hook – you want your references to be enthusiastic about you and your abilities.

3. Let your references know what type of position you're seeking or what aspects of your background you're emphasizing -- and provide them with the latest copy of your résumé.

4.
If it has been awhile since you have connected with your references, take the opportunity to invite them for a cup of coffee and get reaquainted.  Staying in touch with your network is always a good idea, and they might even have some helpful suggestions for your job search.

What should my reference sheet look like?


1.
Use the same letterhead as your résumé to give your materials a consistent look, and be sure your 



name and contact information are included.
2.
Include each person's full name, job title, their relationship to you (e.g. Former Supervisor, Faculty Advisor) and their contact information; including phone number and e-mail address.

3.
Format neatly and be sure it is easy to read and understand.  

Final Tips


1.
It is not necessary to write “References Available Upon Request” on your resume.  An employer
                          expects that you will have your list completed and available.

2. Some employers will require a job application that asks for references.  Be prepared with your list to copy the information onto their format, or attach your list, if appropriate.

3. Keep your references up-to-date.  Let them know where your job search stands and tell them who might be calling for a reference.  When you get a new job, don’t forget to send a thank-you note to those who provided you with a reference.  

Guidelines for Your List of References








