
When you accept a
job/internship/grad school offer, be
sure to circle back and thank your
references! You want to maintain a
positive relationship with them for
many reasons, including the chance
that you may request their help
again in the future.

Sit at or near the front of the class.
Participate and ask questions. This
should provide the faculty with a
good impression of you as a
dedicated student and make it easier
for you to take the next step. 

Use faculty office hours to introduce
yourself, drop in and ask questions.
Spark conversation by:

Asking for advice, alumni
connections, etc. 
Sharing your interests, goals,
plans 
Explaining what you are looking
for in a job, internship, grad
program, etc.

Focus on faculty who teach courses
related to your field of interest when
possible. A strong reference can also
come from faculty who can speak
about your transferrable skills and
strengths no matter what they teach.

Get to know
your faculty.

Take it from a pro.
Another valuable source of
professional references is past or
current supervisors at your jobs,
internships, even volunteer work. If
you have a positive working
relationship with a supervisor, ask
them if they will be a reference!

Circle back.

How to Develop
Effective References
Providing professional references is an important part of job searching. Most employers and
graduate programs seek endorsements of your qualifications. The following steps will help
you obtain professional references. 

Phone: 540-654-5646
Email: ccpd@umw.edu
Suite 206, Cedric Rucker University Center

Set up for success.
Provide your reference with the
helpful information they’ll need to
best support you.

Send them your up-to-date
resume to help them share
details about your
accomplishments.
Explain why you are asking
them to be your reference–
what do they know about you
that they’ll be able to speak to?
What characteristics or qualities
should they highlight?
Don’t wait until the last
minute. A month in advance is
preferred. Remember that your
references are working
professionals and may not be
able to turn around a letter
within a week.

Scan to learn
more on the

CCPD website
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REFERENCES

Dr. Tracy Metser 
Associate Professor of History 
University of Mary Washington 
Fredericksburg, VA 
540-555-0000 
tmetz2@umw.edu 
(Major advisor) 
 
 
Dr. Francisco Ruiz 
Professor of Computer Science 
University of Mary Washington 
Fredericksburg VA 
540-555-1111 
jruiz4@umw.edu 
(Minor advisor) 
 
 
Ms. Phoebe Wick 
Director, ABC Learning Cooperative 
Fairfax, VA 
703-555-2222 
phoebe.wick@abccoop.org 
(Supervisor) 
 
 
Mr. Malcolm Smith 
Facility Manager 
Fairfax Community Pool 
Fairfax, VA 
703-555-3333 
msmith16@fairfaxco.gov 
(Supervisor) 
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