How to Write a Reference Sheet
1. Make sure you have current phone numbers for all references.

2.  It is important to format your reference sheet to match your resumé format.  This makes it more identifiable to employers.

3.  When you go for an interview it is a good idea to let your references know ahead of time that they may be getting a call.  It’s also a perfect time to inform them what position you are being interviewed for, and what skills are required for the position.  This way, they can make sure to highlight your relevant skills.

4. Never give your references out before your interview, unless asked by the prospective employer.  This shows that you can be discreet regarding your references’ personal information.
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References



Employment Reference:  
Reference’s name









Relationship to you (eg. Supervisor at Tim Horton’s)









Name of company









Phone Number (Daytime)









Phone Number (Evening)



Academic Reference:

Reference’s name









Relationship to you (eg. Gr. 11 English Teacher)









Name of school









Phone Number (Daytime)









Phone Number (Evening)



Character Reference:

Reference’s name









Relationship to you (eg. Soccer Coach)









Name of organization








Phone Number (Daytime)









Phone Number (Evening)

