Santa Clara University

Offices of Housing and Residence Life

Desk Receptionist Reference Form
For the respondent:  


 is applying for a Desk Receptionist (DR) position with the Offices of Housing and Residence Life at _____________Hall. The DR coordinates the operations of the residence hall service desk, assists in desk staff supervision, and maintains desk supplies. The DR serves as the primary means of communication to all members of the desk staff and integrates the needs of the RLC Leadership team and the Offices of Housing and Residence Life into desk operations.

This form must be completed and given to the candidate in a sealed envelope so that they can submit it with their application (which is due by 5 pm on Monday, September 28th, 2009).

Thank you for assisting this candidate and for helping us in the selection process.

For the candidate:  (Optional)  I hereby waive my right to access, inspect, and review, this reference. I understand that this form will only be used for the Desk Receptionist Selection Process.

Signature:






Date:






Respondent’s Information:
Name






Title







Relationship to the applicant











In completing this recommendation, please utilize the following rating system:

3- Above average
2- Average
3- Poor

CJ- Cannot Judge Candidate

Communication and Listening Skills:

3
2
1
CJ

Ability to relate to peers:


3
2
1
CJ
Consistency:




3
2
1
CJ

Confidentiality:



3
2
1
CJ


Leadership Ability:



3
2
1
CJ

Please comment on any particular strengths or limitations for this candidate:

Based on my knowledge of the candidate and his/her potential for the DR position: (check one)


I highly recommend this candidate for the DR position.


I recommend this candidate for the DR position.


I do not recommend this candidate for the DR position.

Evaluator’s Signature





Date




