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Potential Program Coordinator Reference Check

The following template includes sample questions to ask the references of a candidate for the Neighbourhood Small Grants (NSG) Program Coordinator position. Begin by introducing the role that the applicant is applying for, and then ask some of the following questions or questions of your own to determine whether the applicant sounds like they will be a good fit for the position.

1. How do you know [insert applicant’s name]?
2. What was their position when they worked with you? Can you describe the role’s responsibilities?
3. How would you describe [insert applicant’s name]’s strengths? What kinds of skills would you say they have and what areas do they excel in?
4. What areas were identified as needing growth during their time working with you? Were there any major concerns about their job performance?
5. Do you think [insert applicant’s name] can overcome any of these areas for growth with training or coaching, and did you see them work on and improve in these areas while you worked with them?
6. How well did [insert applicant’s name] work as part of a team? How well did they work independently?
7. How does [insert applicant’s name] respond to feedback?
8. Did [insert applicant’s name] tend to be able to meet deadlines during the time they worked for or with you?
9. What comments, suggestions or advice would you have for me if I was to be their supervisor or provide them with support?
10. Is there anything I haven't asked about that you would like to add?
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