References are the people in your professional and personal
network willing to speak to your qualifications and character to
potential employers or graduate/professional school programs.
You will want to identify three to five people you want to serve as
references and then determine their willingness and availability
to serve as a positive reference.

Choose your References

Identify people who will speak highly of your past work
performance (job, class work, research, etc.):

— Past or present employers
— Instructors, advisors, coaches
— Professional business leaders in your community, etc.

Colleagues/peers are appropriate if you worked on a team
project together. Character/personal references should only be
provided if requested or if your choices are limited. Always ask
references if they have time to serve as a positive reference.

Educate your References

— Provide a copy of your resume to your references so they
may speak intelligently about your past experiences.

— Inform them of the kind of positions you are seeking.

— Coach them about the skills and strengths you would like
them to emphasize.

— Notify them of positions for which you apply so they may
anticipate a call.

— Thank references and notify them when you accept a job.

Don't ever...

— List individuals you have not contacted

— Assume individuals will know who you are

— List individuals with whom you have had negative experiences
— Fabricate individuals’ names

— List contact information that is not current or incomplete

Reference Page

— Submit reference page as a separate document (when
requested) along with your resume and cover letter.

— The reference page should mirror your resume in design.

— Consider asking each reference to submit a brief (1 to 2
sentences) statement endorsing you as a fit for the position.

210 University Center | 731.881.7712 | career@utm.edu | www.utm.edu/careers
facebook.com/utmcareer | twitter.com/utmcareer | instagram.com/utmcareer

MARTIN

Reference Page information:

Confirm correct spellings and titles with each reference. Also, ask
your reference which contact information they want to use as it
may be different from what you use to communicate personally.

— Complete name and title (Mr., Ms. or Dr.)
— Job title

— Name of organization

— Address (work or home)

— Phone number (work or cell)

— Email address (professional or personal)

Reference Letters

An employer (not as often) or graduate/professional program
may request a reference letter. This letter communicates that
you are a fit for the position and company. The letter should
include the following:

— Job title held and dates of employment (if applicable)
— Relationship of the writer to you

— Responsibilities (if applicable) observed

— Work ethic

— Achievements and accomplishments

— Personal endorsement of character

— Abilities and skills

If someone is taking the time to write your letter of reference,
you should provide them with the following:

— Correct contact information and instructions for submission

— Self-addressed, stamped envelope with the employer's
name and address typed on the front (if applicable)

— Copy of your resume

— Copy of the job description

— Summary of your skills, experience and accomplishments as
they relate to the position

— Thank you note




3L
aweN1se] aweN1Ssdlq

‘Aj2490uUIS

'suonisanb Aue Jamsue 01 ssaudul||Im JnOA pue (ssaippe |lews Jo/pue
Jagwnu suoyd) uonewJojul 30e3U0d JNOA Sulpiroad Aq J913| BY3 9pn|puo)

*J9N3| 9Y3 3zljeuossad 01 yimoud uass aney noA a1aym seale uo yanoy Aaliq
03 JueM 0s|e Aew NOA (219 ,‘UOLIBAIBSSI INOYIM PUBWIWOIAY,, ,‘PUBWIOIDI
Alysiy,,) 3uapnis ay1 SulpusWWOIDI Y}IM [9A3] JOJWOD JNOA SzlewWIWNG

(*au1jano weugoud ajenpessd/uondiidssp qol syl pue sawnsau

Jay/siy jo Adod e apinoud pinoys uspnis ay) ‘SulAidde si ays/sy yarym

Joj uonyisod ay3 yorew sj||13s S,Auapnis ayy moy aiediunwuwod o} ydesSesed
SUO UBY) 2J0W 3sNn ‘AJeSSDI3U §| "J9N3| 9d3uUdJia)aJ e 3uipinoad aie noA Aym
pue ‘@1nqluod ued ays/ay 1eym ‘paylienb si ays/ay Aym suipnjoul ‘quapnis
3yl 1noge uonew.ojul y12ads auljano pjnoys (omy Jo) ydeaSesed 1xau ay|

‘|looy2s |euolssajoid/uonenpessd jo qole ol
spJedads se J9aNI| SIYl 91J4m 01 payljenb aie noA Aym 3uipnjpul ‘papuswiiodsu
3u1aq 1uapnis ay3 01 uorddUU0I JNOA ule|dxa pjnoys ydeadesed 3siy ayL

:awieN1seT N Jeaqg
00000 N1 ‘jo0ydS

peoy |00Yyds PECT
Auedwo)/uoneziuesiQ

SML
aWeNISeT aweNIsJid

a1eqg

pesaytapo aduaJa)ay

YEIT'I88TEL

npa win@ [auIyss

8€78¢€ N.L ‘UNIe e 99SS2UUa ], JO A}SIaAIU(
jJusuneda( ysijduyg

10SS9J0.1(

aurys Auung “Iq

ITITTIITITL
1o dwresAddey@yrrus™(
SYEZT HO ‘Umo, [[ewg

BZe[d C1¢1
dwren Jowwung Addey

1030311
IS uyof “In

0000°€EZT1IEL
woddom@aopaue(
LEZBE NL ‘Unaepy

0T¥ X0d 0d

ssa.ldd Aqunoy) A3]pap) Y.L
J10S1ApY

20( duef ‘SIN

LESLENEEEL.]

npaunnIN@YMeyLys | 0000-000 (T€L)
LETBE N.L ‘UBHEN | 39938 MeYANS €71

AMVYHAIS VNI

JeuLIOY 19])]19T 93U9.19J9Y

d[dures aded adua.19)9y




