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When choosing your references, select people who can speak intelligently about your
work habits and experiences. Choose past employers, supervisors, teachers, business
leaders, or someone with whom you have done volunteer work. Do not use friends or
relatives as references. Be sure to give your references a copy of your resume and get
their permission before giving their names and phone numbers out to prospective
employers. If your selected references indicate that they are not be able to provide
verification of your employment or comments about their experiences with you, as a
result of a company policy...ask your reference if they would be willing to write you a
letter of recommendation. Most prospective employers will call the reference to verify
that they are the author, but will at the same time, respect the company’s policy.

Work references are of critical importance and often times make or break a hiring
decision. It is your responsibility to provide as much contact information to the
interviewer so they can make quick contact and verify important information.
Procrastinating on submitting reference information is not in your best interest. Itis
preferred to provide a reference list once the interview is complete. Providing
information at a later date only delays the hiring process.

If you have left an employment experience on “bad terms” it will be important to provide
the interviewer with information about what happened...but...it is also very important
not to be negative. Outline the circumstances of your separation, claim responsibility
where warranted, indicate any learning that came from the experience and above all, be
honest.

Attached is a Reference Worksheet and a sample of a typical Reference Sheet which
would be submitted to an interviewer.
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Reference Worksheet

(NOTE: These names do NOT appear on your resume. They are given to the interviewer
when he/she requests them. On your resume, the words "Available Upon Request™ are
fine.)
1. Reference Name:
Title:
Name of Company:
Street Address:
City, State & Zip Code:

Phone Number:

2. Reference Name:
Title:
Name of Company:
Street Address:
City, State & Zip Code:
Phone Number:

3. Reference Name:
Title:
Name of Company:
Street Address:

City, State & Zip Code:

Phone Number:
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Sample Reference Sheet

BILL WIDGET
100 Commercial Street
Portland, ME 04101
(207) 555-1212

REFERENCES

Ms. Paula Siegel
Manager, Human Resource & Operations
Northrop Grumman Corporation
1111 Stewart Avenue
Portland, ME 04101
(207) 555-4321

Mr. William Trillo
Manager, Business Services
Nelson McCabe Industries
1492 Hewlitt Drive
Westbrook, ME 04038
(207) 855-0011

Mr. Richard Antonik
Manager, Customer Service
Nelson McCabe Industries
1492 Hewlitt Drive
Westbrook, ME 04038
(207) 855-0011



