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References 101
10 Steps to making the most of your references

1. Consider your potential references
¢ The best references are individuals who have known you in a close capacity and can
speak favorably about your abilities.
e Brainstorm by listing your past and present activities and experiences and the
people associated with each.

2. Select at least three (3) references
¢ Choose your references carefully—they are a very important part of the job search
process.
e Try to select 3-5 references from different experiences.
0 For example: Your Communications Professor, Internship Supervisor,
Volunteer Organization Coordinator, Finance Professor, and Summer Job
Supervisor

3. Be sure to ask each reference for permission
e Ask each potential reference whether they would be able to provide a “strong”
recommendation.
e Provide each reference with a copy of your current resume.
o If possible, provide your references with the job description(s).

4. Keep your references informed of your job search
e References appreciate hearing how your search is going

5. References should be listed on a separate document
e Do not list your references on the resume, rather have a separate document.
e See our samples below.

6. Use the same heading as your cover letter and resume
o This will help make your application look more professional and will help to keep the
documents together once they reach the employer.

7. List all relevant contact information
¢ Information should include: title, name, position and company, phone number,
email address and mailing address.

8. Be sure to include the salutation for each reference (i.e. Mr., Ms., Dr.)

9. Provide Reference List when requested
o Prepare your list ahead of time and provide this information when requested by the
employer.
e Many times employers will request your reference list after an interview—so bring
your reference list.

10. Thank your References
¢ Don’t forget to thank your references when your job search is complete.



MAXWELL JONES

24255 Pacific Coast Hwy #1234 ¢ Malibu, CA 90263
(310) 506-4184 * maxwell.jones@pepperdine.edu

REFERENCES

Mr. P.J. Grey

Finance Team Leader

Office of Residential Financial Life
Pepperdine University

24255 Pacific Coast Hwy.

Malibu, California 90263

(310) 456-0000
greygreygrey@pepperdine.edu

Mrs. Debbie Johnson
Internship Coordinator
Elsie Olafson

Director of Marketing

Ben & Jerry’s Ice Cream Co.
54321 Main Street
Burlington, Vermont 00001
(602) 777-9999

hr@bnj.com

Mr. Akbar Lemon
Owner/Manager

Sandy’s Surf and Turf

123 First Street

Sandy Beach, California 90009
(310) 999-9999
lemonhead@surfturf.com

Dr. Arliss Schipperke

Professor of Speech Communication
Communication Division
Pepperdine University

24255 Pacific Coast Hwy.

Malibu, California 90263

(310) 456-0009
aschipp@pepperdine.edu



MICHAEL C. SANCHEZ

24255 Pacific Coast Hwy = Malibu, CA 90263 = Michael.C.Sanchez@Pepperdine.edu = 310.506.4184

REFERENCE LIST

Mr. Samuel Rivers
Director, Big Brothers Big Sisters of LA
800 South Figueroa St. Suite 620
Los Angeles, CA 90017
(213) 481-1148
sr@bbbslaie.org
Relationship: Supervisor

Ms. Brenda Watkins
Owner, Market Café
1111 Montana Ave.

Santa Monica, CA 90403
(310) 999-9999
Brenda.watkins@marketcafe.com
Relationship: Employer

Dr. Alexander Smith
Professor of Marketing, Pepperdine University
24255 Pacific Coast Hwy
Malibu, CA 90263
(310) 506-4184
dr.smith@pepperdine.edu
Relationship: Professor

Mrs. Rebecca Dominguez
Office Manager, Center for Communications
24255 Pacific Coast Hwy
Malibu, CA 90263
(310) 506-4184
Reb.dominguez@pepperdine.edu
Relationship: Work-study Supervisor



