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Change header if using for agency purposes
Example: Reference questions
Some typical questions:
Can you describe some of the applicant’s weaknesses/strengths?
This is an open ended question that evaluates the applicant’s capabilities. The response can be cross checked with the applicant’s own responses in an interview to identify any discrepancies or highlight areas for development.
How well does the applicant work as part of a team?
Teamwork and collaboration are crucial to the success of an agency. Teamwork is best assessed by colleagues or direct team members because it is a skill that relies on others’ opinions and experiences.
How does the applicant handle challenges and failures?
Understanding how an applicant navigates difficulties gives insight into how they may approach a new position and unfamiliar terrain. If there’s a specific project the applicant is likely to be involved in, consider asking how the referee thinks the applicant would deal with challenges that could arise from that project. 
How would you rate the applicant’s [skills, experience and knowledge]?
This question focuses on the specified job requirements either in general or can pick up specific aspects to validate against the applicant’s responses in assessments such as their application and/or interview. This is an opportunity to talk with someone who sees these skills in action.
How would you describe the applicant’s [personal attributes and behaviours]?
This question reflects the specified attributes and behaviours that need to be demonstrated in the role and may include communication, problem solving and resilience. A suite of sample reference questions based on Leadership Expectations are available from the agency human resources team.
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