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Dear Ms./Mr.:

We are pleased to inform you that after undergoing our thoror
process, you have initially passed the pre-employment standard
We believe that you will be a valuable asset to our comr
significant contributions to the achievement of our goals. /
to offer you a job as a (coo) with our Company beginninc

Your starting salary for this position will be PHP
will be:

Basic Salary
ECOLA
Laundry Allowance
Rice Allowance
Total Compens

Kindly read the Terms ar
Should you accept this -
reporting on (oo—oo

We at ooo (hr will accept this job

offer and loc’ you for considering the
company - o a long, successful and
pleasan’ | the Human Resources

Depar’




TERMS AND CONDITIONS OF EMPLOYMENT

Probationary Period
Benefits

As a probationary employee, Employee is paid during holidays (bot*
special) but is not entitled to a vacation leave and sick leave
Employee wishes to take a leave, this would be subject to th-
management and considered a leave without pay.

The company shall provide each regular employee o
leaves or vacation leaves and o (o) days sick lea
service with the company.

Unused vacation leave and sick leave earns
of service with the company shall be ca*
unused vacation leave and sick leave €
converted to cash at the end of the s¢

Unused vacation leave and sir - cond
year of service with the cor ar. Any
unused vacation leave anr’ ice shall
be converted to cash at pany. The
same rules apply to th the company.
In no case shall an - ore than ten (10)
days in any given

Likewise, F orking for one month with
the comr and if Employee works only
fora p- Omputed pro rata.

portunity for career advancement to all




Employee will undergo six (6) months probationary period from the date he/she is
hired and during this period, we will observe his/her work attitude and evaluate
his/her performance.

The Company reserves the right, during this period to terminate the er
services without prior notice and without liability to the Company for
his/her part to meet our Company’s standard policy or you have '
Contract and procedures and/or for any misrepresentation

dishonesty, or for any just or authorized causes for dismissal pr~

law, including but not limited to, any violation of the rules and

company may promulgate from time to time. The Compan
salaries and benefits that Employee is entitled to at the ti
from the service of the Company.

Before the end of the probationary period, the Cr
the employee is qualified for permanent emple

General Conditions of Work

All employees are paid on the 15th
that a regularly scheduled payda:
receive pay on the last workinc

evelopment
onthly salary
be made from
ed upon between

Contributions for your €
Mutual Fund and Incr
based on existing
employee’s mont’
employee and '

The corr J0 a.m. to 5:00 p.m. from
Mond# shall comprise eight (8) hours
ina y eight (48) hours in standard
Wr

> allowed to lunch break of not more than
ally are taken between the hours of 12 p.m.

ictly observe their prescribed work hours and
he management of the company.




Employee agrees to devote full time to the Company. Full time shall be defined tc
mean the regularly established working hours of our Company, plus any overtir
dictated by the needs of our Company. Worked performed for the Comr
outside the regular working hours and holidays shall be compensated bar
existing laws on overtime and holiday pay. The overtime may includ-
scheduled rest days which are Sundays or legal holidays.

In case of any dispute arising in respect of the interpretation
conditions of your service in the Company, the decision of the
be final and binding on you.

/

Employee will intimate in writing to the Managemer'
residential address immediately from change of
communication sent on employee’s last recorr
deemed to have been properly served.

It shall be the employee’s sole respr
changes in his/her personal details.

time
of the
ployee’s

Employee’s employment is su*
of his/her appointment and r
Company Medical Officer
medical fitness or otherv

Employee agrees
and all inform
Employee ac

any and its clients
rs are confidential.
ent, not to reveal such

confidentie’ ompany, corporation, or
entity. * sveal this information, the
Compr~ ing you from disclosing the
sam to whom said information has
be ght to secure an injunction is not

y other remedies it has against the
of this condition, including the recovery

’nt, employee shall not engage in or have any
s or occupation which may render employee a



competitor nor enter into any transaction which may, in any manner, compete with
Company.

Duties and Responsibilities:

Employee’s duties and responsibilities shall be determined by the r

Employee’s duties and responsibilities shall include but not
following. / '

(ADMINISTRATIVE STAFF) /

1. Ensure that all office equipment is in good workir

2. Coordinate with appropriate service provic
equipment.

3. Custodian of all office supplies to ens’

A

4. Ensure the daily cleaning and m
pantry.

5. Answering telephones anc >nt or
staff member.
6. Scheduling and r ctween the

Management, staff or

7. Createand m

8. Perform - vying and faxing.
9. Per to ensure the proper
organi-

STAFF)

stions of company based on the source
eipts, vouchers, bank statements, etc.



