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Overview 

 An employment application will sometimes request letters of recommendation as opposed 

to a reference page.  These letters typically need to be sent directly by your references to 

the employer (unseen by you), so be sure to give them time and the information to do so.  It 

is also a form of business etiquette to provide your reference with a stamped and addressed 

envelope if the reference letter is to be mailed vs. sent electronically. 

 A reference page is a one-page document that accompanies 

your resume to provide potential employers and graduate schools 

with the contact information of those who will offer support to 

your character, qualifications, and performance.   

 Secure your references before submitting applications.  Contact 

current and former professors, advisors, supervisors, and 

colleagues to ask if they would be willing to serve in this capacity. 

 Do not list anyone as a reference without his/her permission.  

Should the individual be contacted by an organization about you, 

it will be awkward for the reference and embarrassing for you. 

 When engaging in your first job search after college, plan to have 

at least 3 references:  1-2 academic and 1-2 employment related.  

Subsequent searches could require 4 or more references.  

 Keep your references well-informed. Provide them with your 

resume, positions you have applied for, and follow-up with them 

after accepting or declining an offer.  The more they know about 

your career goals and your search, the better they will be able to 

speak on your behalf.   

 Keep your reference page as a separate document to send when 

requested. However, if the job posting requests that references be 

included at the bottom of your resume, do so. 

 For a professionally printed application packet, use the same 

contact header and paper for your resume, cover letter and 

reference page. 
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CITADEL B. STUDENT 

Charleston, SC 29415       (123) 456-7890 

www.myportfolio.com       citadel.student@host.com 

 

REFERENCES 

 

Dr. Advisor Smith 
Department Head, Psychology, The Citadel 

Charleston, SC  29409 
843.953.0000   name@citadel.edu 

 

Dr. Smith is a Clinical Psychologist and Department Head of The Citadel Psychology Department.  He advised me 
regarding my graduate program of studies and served as my sponsor for the South Carolina Psychology Association 

Student Competition. He has witnessed my academic abilities and presentation skills. 

 

Dr. Professor Jones 
Professor of  Education, The Citadel 

Charleston, SC  29409 
843.953.0001   name1@citadel.edu 

 

Dr. Jones is a Professor of Education at The Citadel. She wrote a grant that led to my employment at the XYZ County 
School District. Dr. Jones has witnessed my work performance, grant writing ability, and personal character. 

 

Mr. Smith Bulldog 
Director, Evaluation and Research 

XYZ County School District 
25 Research Blvd 

Charleston, SC  29402 
843.123.4567   name@email.com 

 

Mr. Bulldog manages the Department of Evaluation and Research for XYZ County Schools.  He supervised my research 
assistantship and witnessed my ability to collect and evaluate data, write grant reports, and work as part of a research 

team. 

 

Dr. M. E. Childs 
Pediatrician, Children's Medical Assessment Center 

30 Medical Avenue 
Charleston, SC  29401 

843.123.4567   name2@email.com 

 

Dr. Childs founded a non-profit organization funded through ABC Hospital to provide medical exams for 
underprivileged children.  He supervised my role as a volunteer with the program and has witnessed my ability to 

communicate with children and my ability to help them. 
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Lining up your references will take some planning on your part.  Do NOT 
wait until you need them for an application or an interview before you 

request their assistance in your search.   

1. Make a list of current and former professors, advisors, supervisors, and 

colleagues whom you have closely worked with through a class, organization, job, 

internship, club, or project. 

2. Determine which of these individuals know you best.  Consider what they could 

share about your knowledge, skills, abilities, potential, and other qualities of 

interest to employers. 

3. Contact these individuals to ask if they would be willing to serve as a reference.  

When possible, ask in person.  Otherwise a phone call or an email is appropriate to 

initiate a conversation. 

Prepare yourself for initiating contact with potential references by: 

1. Practicing how to introduce yourself and stating why you are contacting the person.   

▪ Be sure to include something about your current or prior relationship to help trigger the 

person’s memory, especially if it has been some time since you last communicated.   

▪ Indicate if:  you are starting your search and would like them to serve as a reference as the 

need arises, there is a specific position for which you would like to have them serve as a 

reference, or you wish to request a reference letter (also called a letter of recommendation) 

for either general use in the future or to send with a specific job application. 

2. Arming your references with information about you and your career goals.   

▪ Provide your references with a copy of your current resume when you ask them if they are 

willing to serve. 

▪ Provide them with the position descriptions of the jobs you are applying to so they know what 

the employer seeks in a candidate in order to best speak to your related qualifications. 

Getting Started 

 Asking to be recommended in LinkedIn is different than asking someone to serve as a 

reference for when you apply to jobs or graduate school.  However, potential employers may 

still checkout your LinkedIn profile for additional references with or without your knowledge. 

 When an employer requests a letter of recommendation, recognize that the reference may 

need to send the letter directly to the employer vs. to the employer through you. 

Prior to Contacting Possible References 


