PRIVATE & CONFIDENTIAL

Re: <Name of Candidate>

       <Name of Post applied for>

Dear <Name>

In an application for the above post <Name> has named you as a referee.  I attach a copy of the particulars of the post, which you may find helpful in assessing the candidate’s qualifications and suitability.

It would be helpful to the Selection Committee if the following headings were included when writing your report

· Academic Qualifications 

· Teaching Skills and Postgraduate Supervision 

· Research Record and Publications, including Research Collaborations. 

· Administration, General Contribution and Interpersonal Skills 

I would be most grateful if you would forward your response to this request at your earliest convenience, but no later than <date>.  You are welcome to email me at <email address>, or should it be more convenient for you, communicate your reply by facsimile (the confidential Fax number is [353 21] 427 6995. The postal address is Recruitment Office, Department of Human Resources, University College Cork, Western Road, Cork, Ireland.  Please mark your reference "Confidential".

Your replies will be held in strict confidence. However, University College Cork is subject to the Freedom of Information Act (1997) under which the contents of this document may be requested by and released to the subject of the testimonial. 

I wish to thank you in advance for your assistance in supplying this reference.

Yours sincerely

<name>

Recruitment Office, Department of Human Resources

