
COVENANT CHRISTIAN MINISTRIES' 
EMPLOYEE - PROFESSIONAL RECOMMENDATION 

TO THE APPLICANT
Please complete and sign the top portion of this page.  Have your reference fill out the remaining portion 
and mail it directly to CCM at the address listed below. 
 
�  Mr.       �  Mrs.   �  Miss � Ms.    � Dr.  Soc. Sec. No.  ______ - ____ - _______ 
 
Name of Applicant ____________________________________________________________________ 
   Last    First   Middle 
Address  ____________________________________________________________________________ 
 
City  ___________________________  State  _________  Zip  __________ Phone (     ) ____________ 
 
I desire to start at CCM in:  ________________ (mos./yr.) 
 
I am applying for a position in the area of: 
� Administration � Aide  � Cafeteria � Guidance counselor  �Maintenance 
� Receptionist/Secretarial  �  Teacher � Summer employee  � Other 
(Please list:  ________________________) 
 
Please refer this form to an individual with whom you have a professional relationship who can speak to 
your work ethic and rate your previous job performance.   
 
I understand that this confidential statement is being submitted directly to CCM with the understanding 
that its contents will not be shared with me.  I hereby waive my right to see the confidential statement 
submitted on this form. 
      Applicant’s Signature  __________________________ 
-------------------------------------------------------------------------------------------------------------------------------
--  TO THE  INDIVIDUAL COMPLETING THIS FORM: 
Please print or type.  Please complete and return this form directly to Covenant Christian Ministries.   
Each applicant must submit a recommendation.  Serious consideration will be given to your comments; 
therefore, we ask that you complete the form carefully. 
 
Name of Individual completing this form:  _________________________________________________ 
 
Position/Title: _________________________________  Organization:  _________________________ 
 
Address:  ___________________________________________________________________________ 
 
Telephone number:  (        )  _______________________   Department:  _________________________ 
 
1. How long have you known the applicant?  _______ years  ________ months 

 In what capacity?            
 _______________________________________________________________________ 
 
2. Work ethic - Compare applicant with other employees having equal rank/responsiblity. 
 _____________________________________________________________________________________ 
 0   1       2       3        4         5          6            7             8  9    10 
 Lower 50%  Upper 50%       Upper 25%        Upper 10% 
3. Creative instinct - Evaluate the applicant's response to new ideas. 
 _____________________________________________________________________________________ 
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 0   1       2       3        4         5          6            7             8  9    10 
 Resistant  Tolerant       Open          Interacts 
 
 
4. Communication - Evaluate the applicant's ability to present thoughts orally with logic and clarity. 
 _____________________________________________________________________________________ 
 0   1       2       3        4         5          6            7             8  9    10 
 Unable   Attempts      Clear/Logical         Eloquent 
 
5. Communication - Evaluate the applicant's ability to write succinctly and in a systematic form. 
 _____________________________________________________________________________________ 
 0   1       2       3        4         5          6            7             8  9    10 
 Unable   Attempts      Clear/Logical         Articulate 
 
6. Initiative - Evaluate the applicant's ability to work independently. 
 _____________________________________________________________________________________ 
 0   1       2       3        4         5          6            7             8  9    10 
 Lax   Adequate      Dependable         Assertive 
 
7. Leadership -  Evaluate the applicant's leadership quality. 
 _____________________________________________________________________________________ 
 0   1       2       3        4         5          6            7             8  9    10 
 Never leads  Fair           Good          Excellent 
 
8. Cooperation - Evaluate the applicant's ability to work with others. 
 _____________________________________________________________________________________ 
 0   1       2       3        4         5          6            7             8  9    10 
 Unwilling  Indifferent      Usually willing       Outstanding 
 
9. Social acceptance - How does the applicant's personality affect others? 
 _____________________________________________________________________________________ 
 0   1       2       3        4         5          6            7             8  9    10 
 Tolerated  Accepted      Well-liked         Sought after 
 
10. Describe applicant's outstanding and positive personal traits that distinguish him or her from other  
 individuals.  ________________________________________________________________________ 
 
 ___________________________________________________________________________________ 
 
11. What personal attributes need further development?_________________________________________ 
 
 ___________________________________________________________________________________ 
 
12. What is your opinion of the candidate's personal ability and qualification to fulfill the job requirements of  
 the position applied for?  (Please comment on overall maturity and emotional stability.)      
            
 __________________________________________________________________________________ 
 
 
 __________________________________________________________________________________ 
 
How do you rate this person in the following areas? 
Please mark the box with a √ or  x Excellent Above Average Below No chance to 
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average Average observe 
Reliability                dependability, responsibility      
Maturity                   personal development, ability 
to 
                                 cope with life situations 

     

Emotional stability   poise, mood stability      
Christian commitment       genuineness and depth of  
                                 commitment 

     

Judgment                 ability to analyze a problem      
Oral expression        clarity, coherence      
Interpersonal relations        cooperation, attitudes toward 
                                 supervision 

     

Empathy                   sensitivity to the needs of 
others 

     

Leadership                competence, self-confidence      
Personal appearance         cleanliness, grooming      
Work habits             perseverance, resourcefulness, 
                                 initiative 

     

Integrity                    rapport, reaction to stress,            
honesty, moral character 

     

 
13.   To your knowledge, does the applicant smoke, drink, or use illegal drugs?  �  Yes � No 
 
14. Does the applicant have personality traits that impair his/her relationship with others? � Yes � No 
 
15. Please share any other information you may have about the applicant that would help us in our evaluation.  
 (Comment on honesty, integrity, concern for people, and general moral character.) 
 _____________________________________________________________________________________ 
 
 _____________________________________________________________________________________ 
 
 _____________________________________________________________________________________ 
 
 _____________________________________________________________________________________ 
 
 _____________________________________________________________________________________ 
 
 _____________________________________________________________________________________ 
 
 

16. On the basis of the above, the applicant is: 
 
� Strongly recommended            � Recommended         � Recommended  with some reservation     � Not recommended 
 
 
 
 
 
 
 
 
 
Signature:  _____________________________________ Date_____________________________________ 
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