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Reference Check Guide
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General Principles

· In-depth reference checks should be conducted by the hiring manager or one of the tandem Interviewers.
· Reference checks should be performed after the Interview. Before conducting reference calls, ask the sales candidate for documentation of sales goals for the past five years, as well as W-2 forms for the past five years.
· Contact all supervisors in at least the past ten years.
· During the tandem Interview, you ask the applicant the name, title, and location of every supervisor. After the interview, you (interviewers) decide which supervisors or others you would like to talk with, and ask the candidate to arrange those calls. High performers (A-List players) will get their bosses to talk and provide you with the phone number and the time when the person will be available to talk.
· Promise those contacted total confidentiality, and honour that promise.
· Create a tone in which you are a trusted colleague, a fellow professional who knows the subject very well, who just might hire the subject, and who would be apt to better manage subject if the referee will be kind enough to share some insights.
· Take notes, and keep them for six months.


Introductory Comments and Recommended Script

Hello, (name of person contacted), thank you very much for accepting my call. As (candidate’s name) indicated, we are considering hiring him/her and I would very much appreciate your comments on strengths, areas for improvement, career potentials, and how I might best manage him/her. Anything you tell me will be held in the strictest confidence. (Assuming agreement) Great, thank you very much. (Candidate’s name) and I have spent _____ hours together. I have thoroughly reviewed his/her career history, and I was particularly interested in his/her sales record when he/she reported to you. If you don’t mind, why don’t we start with a very general question?

What would you consider (candidate’s name)’s:

	
Strengths, Assets, Things You Like and Respect About (A)?

	Shortcomings, Weak Points, and Areas of Improvement?

	





	



Sales Accountabilities

Would you please clarify what (candidate’s name)’s sales and other accountabilities were in that position? What was (candidate’s name)’s actual performance in relation to those accountabilities?	
	
	

Overall Performance Rating

On a scale of excellent, good, fair, or poor, how would you rate (candidate’s name)’s overall performance?
	

Why?	

What were (candidate’s name)’s reasons for leaving?	

Would you rehire (candidate’s name)?	

Confirmation of Dates/Compensation

Just to clean up a couple of details:

What was (candidate’s name)’s starting __________ and final __________ employment dates?

What was (candidate’s name)’s initial __________ and final __________ compensation levels?

(Get base, bonus, and other compensation)

Description of Position Applied for

Let me tell you more about the job (candidate’s name) is applying for. (Describe the job)

Good/Bad Fit

Now, how do you think (candidate’s name) might fit in that job? (Probe for specifics)

	
Good Fit Indicators

	
Bad Fit Indicators


	






	



Comprehensive Ratings

Now that I’ve described the job that (candidate’s name) is applying for and you’ve told me quite a bit about (candidate’s name)’s strengths and weaker points, would you please rate (candidate’s name) on eleven sales skills, six aspects of sales knowledge, and eight general competencies? An excellent, good, fair, and poor scale would be fine. Ratings on a 1-10 scale would be appreciated. (Include only the skills pertinent to your specific sales position.)








	

	
RATING

	COMMENTS

	Sales Skills
	
	

	1. Phone Selling
	
	

	2. E-mail Prospecting
	
	

	3. Closing Ability
	
	

	4. Objection Handling
	
	

	5. Cost Justifying
	
	

	6. Negotiating
	
	

	7. Capitalising on Marketing Programmes
	
	

	8. Generating Referrals
	
	

	9. Leveraging Leads
	
	

	10. Capitalising on Peak Hours
	
	

	11. Managing Sales Support Resources
	
	

	Sales Knowledge
	
	

	1. Knowledge of Your Industry
	
	

	2. Territory Knowledge
	
	

	3. Pricing Method
	
	

	4. Margin Analysis 
	
	

	5. Learning New Products
	
	

	6. Converting Strategy to Tactics
	
	

	7. Proposal Quality
	
	

	General Competencies
	
	

	1. Thinking Skills:
Intelligence, judgement, decision making, creativity, strategic skills, pragmatism, risk taking, leading-edge perspective
	
	

	2. Communications:
One-to-one, in meetings, speeches, and written communications
	
	

	3. Experience:
Education, sales track record
	
	



	
	
RATING
	
COMMENTS

	General Competencies
	
	

	1. Resourcefulness:
Determination to surmount obstacles, perseverance, independence, excellence standards, adaptability
	
	

	2. Stress Management:
Integrity, self-awareness, willingness to admit mistakes
	
	

	3. Work Habits:
Time management, organisation/planning
	
	

	4. People Skills:
First impression made, listening, the ability to win people’s affection and respect, assertiveness, political intelligence, willingness to take direction, negotiation, persuasion skills
	
	

	5. Motivation:
Drive, ambition, customer focus, enthusiasm, tenacity, work / life balance mastery
	
	



Advice for Me as Hiring Manager

What would be your best advice to me as to how I could best manage (candidate’s name)?
	
	
	

Final Comments

Have you any final comments or suggestions about (candidate’s name)?
	
	
	

Thanks!

I would like to thank you very much for your insightful and useful comments and suggestions. Before we close, please let me know which of your comments I can share with others and which should be just between the two of us.
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