Reference Checking for SHC Staff attorney position
Below are comments made by a candidate's reference. The reference was the supervising atty for the candidate's work team for 2 years. The candidate worked for the county attorney's office, child support division, as a law clerk.
In talking with references, it is helpful to describe the job you are hiring for and ask if the reference has observed the candidate in comparable situations. Follow up with additional questions to better understand the candidate's experience and abilities on specific traits you are seeking in an employee. 
Reference's statements:
Greatest strength is his ability to talk to people. I've observed him directly explaining complicated procedures to people, defusing angry people, explaining what we CAN do for them. Hiring manager thoughts: These are key traits we need.

Candidate has seen most child support issues. He also worked with contempt, orders to show cause, other in the paralegal role.  Believes he would pick up the family law knowledge relatively quickly. Hiring for a family law position, and asked about candidate's experience in family law. Would have to do significant training on family law Not shy about asking for help. Doesn't view asking as a sign of weakness.   It is very important that the person is comfortable asking questions and admitting he doesn't know the answers. Can't have people who are guessing or shooting from the hip.  The clerks work with a lot of autonomy and he handled that well. P felt comfortable that C asked for help when he needed it, and worked independently otherwise. He asked good questions and would have thought it through first. Often P confirmed what C thought. Need people who can work independently but have good judgment and ability to analyze situations and confirm conclusions with supervisor. 
Fit in immediately very well. Worked well with all the attys, litigants, and the CSOs. Good bedside manner with the CSO which can be difficult to achieve. SHC staff need to relate well to a wide variety of people, from judges to litigants in crisis.
If someone called in sick, he was first to volunteer to cover that person's hearings. Eager to please. Hugh team player. Willing to do whatever was needed – getting files, transcripts etc. Always willing, and would respond Yes sir. SHC staff need to be flexible and to handle whatever is most needed at the moment, despite previous plans.  Lawyer staff need to be willing to do all work in the office – and cannot view some tasks as beneath their job duties. 
Hardworker. Usually first one in and worked until done.  SHC staff are extremely busy and someone who is not a hard worker will not like the job, will not be viewed as pulling his/her weight by the rest of the team, and will create problems. Independent and quickly established himself and moved up.  A lot of common sense and life experience. Common sense is extremely important in SHC jobs and is needed to be able to sort through a litigant's urgent plea for help and to see the situation for what it is and help the person formulate a plan of action. Able to juggle multiple tasks. Multitasking is the standard work style and the ability to multitask is critical. Assigned hearings, reviewing orders, special projects, administrative paperwork, timelines – stayed on top of things. 

Can't comment on his attention to detail. That wasn't a focus of their work. No concerns in that area.  Ability to proof read and catch inconsistencies, omissions  and errors is a helpful skill for SHC staff. 
Asked if he has any weaknesses. None offered. 

