REFERENCES if

Getting professionals who can vouch for your
strengths and qualifications

Entrepreneurship Graduate School

Service/Volunteerism

What Exactly is Meant By The Term Reference?

References should be provided upon request
Gather letters of recommendations well in advance of applying to graduate school or starting your job search
0 Make sure you keep them current
Choose people who can speak positively about your skills and qualification and be sure they can communicate well
through their writing
Try and meet with potential references to explain your need for the recommendation
Offer background information that may be vital in writing your letter of recommendation
o0 Job description, work/internship experience, classes you took
Explain the purpose of the recommendation to describe how the letter will be used and who will be reading it
Keep track of your references
0 Update address, phone number, email address every couple of years
Always have a reference page prepared but don’t send it unless specified

Where Should | List My References?

Do not list names on your resume

0 This leaves room for you to save room for important skills and qualifications
If room permits, at the bottom of the resume include, “References Available Upon Request”
Create a Separate Page, similar in appearance to your resume

0 Use the same type of paper used for the resume

Who Should | Ask For A Reference?

A good reference is someone that has known you at least one year, preferably three years
0 Supervisors, Professors, Advisors
o Personal references, such as family and friends, are not typically valued by employers or graduate
programs
Reference candidates should be able to confirm your resume and offer positive feedback about credentials
Try to choose four or five candidates
Reference Candidates should be able to answer
o How long they have known you
Their professional relationship with you
Description of your duties
Quality of your work
Communication skills (oral, written)
Decision-making ability
Strengths and weaknesses
Attendance
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Formatting the Reference Page

Have the same contact information as listed on resume at the top of the reference page

Use the same font and font size as the resume

The reference page should not be more than 1 page

Always list the most important reference first

Include the name, title, organization, street address, phone number, and email address of each reference
0 Ask each reference how they prefer to be contacted

Follow-up

Be sure to send a thank you note or email to everyone that writes you a recommendation
Inform them if you get the position you applied for
0 This could help your chances in the future for another recommendation
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Kelly C. Maloney
Current: 8440 Limekiln Pike e Wyncote, PA 19095 e (215) 555-5555
Permanent: 763 Village Drive e East Stroudsburg, PA 18301 e (570) 444-4444
kmaloney@arcadia.edu

REFERENCES

John Smith, PhD
Associate Professor
Arcadia University

450 S Easton Rd
Glenside, PA 19038

(215) 545-9201
Js1201@arcadia.edu

Marianne Johnson
Former Director
Habitat for Humanity
Bensalem, PA 19020
(267) 984-2036
mjohnson@nowhere.com

Christopher Robbins
Night Manager
Texas Roadhouse
115 Cowboy Drive
East Stroudsburg, PA 18301
(354) 566-8713
Robbins@Roadhouse.com

Christina Quinn
District Supervisor
Imagination Inc.
065 Fisher Place
Orlando, FL 32801
(231) 869-9476
Quinn@imagination.com

Morgan A. Brunelli
Campus: 450 S. Easton Rd, Glenside, PA 19038 215-555-0000
Home: 233 Maxwell Lane, Binghamton, NY 13901 607-555-2222

References

Timothy Fox, Project Manager
ESPN Television Networks
5297 Hollywood Ave.

Bristol, CT 06010

(917) 621-4034

foxt@tv.net

Patricia Kent-Jones, Associate Professor
Department of Communications

Arcadia University

450 S Easton Rd

Glenside, PA 19038

(215) 222-0991

patkj@arcadia.edu

Meaghan Wright, Operations Manager
Gibson Incorporated

1200 Woodbine Blvd.

Somewhere, PA 58716

(852) 946-0782

wright@gibson.org

brunellima@aol.com
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