
References – A Strategic Approach
Steps to take to compile a list of References that will work for you.

1. Think of 3 or 4 individuals who know you and your work well. A multi-level approach works best. Include if possible, your supervisor, a former supervisor, a vendor, a direct report, a customer, professor, colleague and no more that one (1) personal reference.
2. Ask their permission and the best telephone number to reach them. Do not include their email address.

3. Upon completion of your resume, send each of your references a thank you note and attach a current copy of your resume.  Tell them that you wish to keep them apprised of your progress in your job search.

4. You may wish to ask or coach your references on what to emphasize when they speak about you.

5. Would your references be willing to provide a recommendation of you on LinkedIn? Be sure to ask.

6. Obtain the following information from each of your references:
Name: ____________________________________

Current Title: _____________________________________

Current Company: _________________________________

City, ST: __________________________

Telephone Number: _________________________

Their Relationship to you: _______________________________

Use the same heading and font that you use for your Resume. Do not give/email your list of References until you are well along in the interview/hiring process. 
References

John Lennon

CEO

Peace Music Company

Nashville, TN

(615) 555-5555 (o)

Supervisor

Paul McCartney

President

Yesterday, Inc.

Brentwood, TN 

(615) 555-5555 (o)

Former Supervisor, Peace Music Company

Dave Matthews

Director of Sales

Great Music Recording Studio

Hendersonville, TN

(615) 555-5555 (o)

Vendor

James Taylor

Accounting Manager

Peace Music Company

Nashville, TN

(615) 555-5555 (o)

Direct Report
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