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WILDFLOWER COURT
Department of Human Resources
2000 Salmon Creek Lane
Juneau, AK 99801
1(907)463-8743-Fax or Email to: tnelson@wildflowercourt.org
	
	
	
	
	

	Employment Reference-READ THE FOLLOWING INSTRUCTIONS FOR COMPLETING THE REFERENCE FORM
	
	
	
	

	Failure to follow these instructions may prevent your application from further processing
Please complete a reference form for three (3) professional, NOT PERSONAL, references. The references must be either supervisor(s) or manager(s) that have supervised you. They cannot be colleagues, friends, co-workers, etc. For whatever reason, your previous supervisor may no longer be there. If this is the case, then please provide the company name, phone number and fax number and we will contact their Human Resource personnel and they will complete the reference. Complete the top half of this reference form, being sure to list the position for which you are applying; signing your form and listing the dates of employment with this reference. Should you be called for an interview, the reference forms will be sent to your references to fill out and send back to HR. Please be sure to provide a phone number, fax number and/or email address for each reference. Some applicants may have a short work history as they are students and haven’t entered the work force as of yet. If this is the case, then we can also accept references from college instructors and/or high school teachers.
	
	
	
	

	Applicant’s Name _________________________________________________________________________________________
	
	
	
	

	Home Phone Number (____)____________________
	Cell Phone Number (___)______________________
	
	

	Applicant’s Address
________________________________________________________________​​​​​​​______________________

City  __________________________________________________________ State __________  ZIP Code______________


Reference Name_____________________________________________(Relationship to you)__________________________

Reference Address _______________________________________________________________________________________

City__________________________________________________________  State_______________ ZIP Code______________

Phone: _________________ Email Address: ____________________________________  Fax Number:__________________


	

	I authorize you to provide Wildflower Court with information regarding my suitability for employment.  I have applied for the following position with Wildflower Court:

	​​​​​​​​​​​​​​​​​​​​​​​​​​___________________________________________                                                                                               ____
 (List position for which you are applying)

	__________________________________________________/_______________/______________________________________

	Applicant’s Signature
	Date
	Dates of employment with this reference

	

	TO BE COMPLETED BY REFERENCE:  The person above is applying for a position at Wildflower Court to work with elders and persons with disabilities. The applicant has indicated that you would be able to evaluate his/her qualifications and provide us with a candid, entirely confidential recommendation. The success of our organization largely depends upon the quality and commitment of our staff members, so your honest appraisal is essential. Considerable value is placed on references during the application review and selection process. Your input is very important and greatly appreciated.

Your Name  _____________________________________________________________________________________________

Your Position/Title ______________________________________ E-mail Address ___________________________________

Organization/Institution ___________________________________________________________________________________

Address ________________________________________________________________________________________________

City__________________________________________________________  State_______________ ZIP Code _____________

Day Phone   _________________________________________   Fax #:    ___________________________________________



	KNOWLEDGE OF THE APPLICANT
How long have you known the applicant?
Years ( _______________
Months ( _______________

In what capacity have you known the applicant?

· Job Supervisor / Employer (please circle)

What are the first three words that come to mind to


· Volunteer Supervisor

describe the applicant? ( ____________________

· Mentor / Coach / Clergy (please circle)

_________________________________________

· High School Teacher/College Instructor (please circle)
_________________________________________

	WORK PERFORMANCE

In your judgment, how competent is this applicant, as demonstrated by work in the community, school, on the job, or in a position of responsibility? (Please check one)

· Outstanding performance

· Above average performance

· Satisfactory

· Below average performance

· Non-satisfactory performance

· Unknown

Consider such qualities as dependability, initiative and ability to work with minimum supervision or as a member of a team, please briefly comment on the applicant’s professional qualities. (  ________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________
Position applicant held with your organization ( _________________________________________________________________________________
Brief description of duties: ( _________________________________________________________________________________________________
________________________________________________________________________________________________________________________
Would you rehire the applicant? (Please circle one) ( 
Yes
No

Reason for leaving: ( ______________________________________________________________________________________________________
________________________________________________________________________________________________________________________
If applicant was discharged, asked to resign or if you would not rehire the applicant, please explain the circumstances: ( _______________________
________________________________________________________________________________________________________________________


	RELATIONSHIPS WITH OTHER PEOPLE
How would you rate the applicant’s ability to build relationships with other people? (Please check one)

· Works well with others; can lead or follow in most situations.

· Usually works well with others; can lead or follow as the occasion demands.

· Has an average working relationship with others.

· Has difficulty working with others.

· Does not work well with others. 

Consider such qualities as the ability to understand other people’s viewpoints, solve problems and to communicate with people in general; please comment briefly on the applicant’s interpersonal skills.  (  _________________________________________________________________________
________________________________________________________________________________________________________________________


	OVERALL RECOMMENDATION

· I recommend the applicant without reservations as an excellent candidate for a staff position with Wildflower Court.

· I recommend the applicant as a good candidate for a staff position with Wildflower Court.

· I have some reservations, but I believe that the applicant has a reasonable chance of success.

· I have substantial doubts about the applicant.

· I do not recommend this applicant as a candidate for a staff position with Wildflower Court.

Signature ( ______________________________________________________________  Date ( ________________________________

Thank you for your sincere appraisal of this applicant. Please email this completed form to Thea Nelson at tnelson@wildflowercourt.org or please fax this form to (907)463-8743 as soon as possible. Should we decide to offer the applicant the applied for position with Wildflower Court, employment CANNOT begin without having received this completed reference form returned by you.
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