References:

References are used for applications and resumes and are people who would be willing to provide positive words about you and/or your work.  Employers will likely call these people to find out more information about you so, make sure to:

· Ask the person to serve as a reference—don’t just assume they will

· Warn the person when you have applied for a position.

· Make sure they are aware of your schooling, activities you’re involved in, what kind of job you’re looking for, etc.

· Ask them to serve as a “positive reference” to assure they will not say bad things about you.

Your references should follow this format and include information about your chosen reference:

Name

Address

Phone Number

Job Title

Your reference lists should look like the example listed below.  Make sure to include as much information as possible.





References for Cindy Jones








Mr. Dean Johnson


222 Swan Dr.


Shiocton, WI 54170


(920) 578-9856 (home)


(920) 593-9302 (work)


Manager at Shopko








Ms. Sally Thompson


4690 Winnebago St.


Appleton, WI 54911


(920) 739-9272 (home)


(920) 387-8298 (work)


Community Member








Mrs. Rachel Smith


9803 River Dr.


Kaukauna, WI 54130


(920)729-9272 (home)


(920) 637-0028 (work)


Teacher/Basketball Coach at Kimberly High School











