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Dear Applicant,

The Department of Defence complies with the Information Privacy Principles of the Privacy Act 1988 in the collection, handling, use and disclosure of personal information.  The purpose of this form is to obtain and record relevant personal details of applicants for employment within the Department of Defence.  The information provided will be used by Defence recruitment services and the functional area(s) responsible for managing the recruitment processes.

In accordance with Section 22(6) of the Public Service Act 1999 engagement as an Australian Public Service (APS) employee is subject to a character clearance.  To perform these checks it is necessary to obtain comments about your reliability, trustworthiness, attitudes and beliefs from two work supervisors.

Your referees should include two work supervisors who must have supervised you for at least three months and who collectively cover the past twelve months.  If you are self employed, nominate a person(s) for whom you have recently completed work.
Please provide this form to your nominated referee for completion.
EMPLOYER CHARACTER REFEREE REPORT

For

(Please insert applicants name  here)

	How long have you known (Please insert applicants name here)?


	Describe your relationship to (Please insert applicants name here) 

⁯ Supervisor (Current/Previous)      

⁯ Other (specify)


	Please confirm the position held by (Please insert applicants name here) and the duties required.

Eg NRMA for 3 years  - receptionist – answering telephones, receiving cash, record management and general enquiries.



	Please comment on (Please insert applicants name here)’s punctuality and attendance. (eg adherence to prescribed work hours, including times of arrival and departure and meal breaks).



	Describe (Please insert applicants name here)’s ability to build productive working relationships (eg. ability to work with supervisors/peers, influence on behaviour of others, ability to understand and deal efficiently with clients/stakeholders, ability to work in a team based environment, ability to maintain confidentiality).



	Describe (Please insert applicants name here)’s quality of performance at work ( eg ability to meet deadlines, performance under pressure, attention to detail).



	Describe (Please insert applicants name here)’s learning ability (eg flexibility, adaptability, learning new procedures, adapting to change).



	Describe (Please insert applicants name here)’s leadership style and skills. 



	To the best of your knowledge has (Please insert applicants name here) conformed to company policies and procedures?


	Is (Please insert applicants name here) a good ambassador for your organisation? Would you feel confident that (Please insert applicants name here) would make a favourable impression on other organisations if (insert he/she) was representing your organisation?


	Would you re-employ (Please insert applicants name here)?  Why? / Why not?



	Please provide in detail any additional comments you wish to offer to assist this Department to better understand (Please insert applicants name here)’s overall character. 



Referee Details:

Name………………………………………………………………………………….

Telephone Contact Number (between 9am and 5pm)……………………………..

Signature……………………………………………Date……………………………

Address…………………………………………………………………………………

E-mail …………………………………………………………………………………

Please return the completed report to the Applicant so it can be submitted with their application. 
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