LEtter HEAD

NAME OF staff

: Mr HAPPY
nric 



: 9510000-00-0000
address 
: 

tel no 



: 

Date of EMPLOYMENT
: 01/01/20x3
Letter of Appointment
Dear Mr HAPPY,

We refer to the interview on 10th July 2023 and is pleased to offer you the position as Genaral Admin   subject to the terms and conditions below :-

1.
Date of Commencement

Your date of commencement with xxx Sdn Bhd is ‘17/07/2023’.
Your probation period will be three (3) months from the date of commencement. (“The company”) may extend the probation at its sole discretion.

During the probation period, the termination of service can only be effected by either party giving one week notice.

Upon confirmation, termination of service can only be affected by either giving 1 months’ notice or the payment sum equivalent to 1 months’ salary in lieu of notice.

2.
Salary and Bonus

Basic salary will be RM 4,000.00 monthly SALARY upon confirmation and review, subject to the following: 
a. Any bonus or declarations of bonus shall be made at the sole and absolute discretion of (“The Company”). In determining the amount of bonus (“The Company”) shall consider your work performance amongst other factors.

b. You are encouraged to consistently hit your target set by (“The Company”) which may vary from time to time with due notice to you. Your performance will be reviewed periodically and (“The Company”) shall make adjustment to your salary as it sees fit.

c. Your Employee Provident Fund (EPF) will be as follow and shall follow all laws and regulations updated accordingly to statutory requirements:-
Employee’s contribution
11%

Employer’s contribution

13%

Total contribution

24%
d. You are to contribute to SOCSO according to the statutory rate.

3.
Working Hour

(“The Company”) is operating 5 and 1/2 days, working hours are Monday to Friday 8.30am – 5.30pm. Saturday 8.30am – 12.30pm. You are entitled to one hour of lunch break every day.

Please note that punctuality at work is expected of all staff. Disciplinary actions will be taken on staff who perpetually reports late for work, not excluding immediate termination.

a. You may be required to work beyond the normal working hours to discharge your duties at the sole discretion of (“The Company”).

b. (“The Company”) reserves the right, at its sole discretion, to revise, amend or extend the working should the need arise.

4.
Leave
Beside the gazette public holidays, you are entitled to eight (8) days annual leave upon the completion of one year’s service from the date of confirmation of your employment. Prorated annual leave before the completion of one year’s service is at the sole discretion of the company.

a. You are entitled to paid annual leave under section 60E of the Employment Act 1955 upon completion of one year service:-
1st year

-
8 working days




(Prorate basic under probation period)

- 
12 working days

(Probate basic after confirmation of employment)



2nd to 4th year
-
14 working days



5th to 9th year
-
18 working days



10th to 14th year -
22 working days



15th years and above -
26 working days

Any un-utilise annual leave during the year can be brought forward for max 8 days after 1 year, or you can en cash by fill in a form on 31st May annually before our financial closing on 30th June. Please note that the list above is subject to any change in regulations under Malaysian law.

b.  Unpaid leave shall be granted at the sole discretion of (“The Company”). (“The Company”) reserves the right to terminate your employment without notice if you are absent from work or unpaid leave without prior approval from (“The Company”).

c. All leave applications must be made in writing and at least seven (7) days in advance and shall be approved at the absolute discretion of (“The Company”).

5.
Medical Benefits

You will be entitled to reimbursement of medical charges for your outpatient medical consultations, attention and medicines from clinic up to RM 600.00 per year per the maximum limit pre-set by (“The Company”).

a. Per receipt are capped up to RM 50.00.

b. Employees serving probation do not entitle this benefit.

6.
Medical/Sick Leave and Hospitalized Leave

You are entitled to paid sick leave under section 60F of the Employment Act 1955 upon completion of one year service:-

The eligible for paid medical / sick leave is as follows:

· You have to inform via WhatsApp before working hour else will be treated as annual leave.

· Less than 2 years of service


-
14 days per calendar year
· 2 years or less than 5 years of service
-
18 days per calendar year
· 5 years and above of service

-
22 days per calendar year
7.
HOSPITALIZATION (60F ITEM bb)
60 days in the aggregate in each calendar year if hospitalization is necessary, as may be certified by such registered medical practitioner or medical officer.

a. You must notify (“The Company”) and/or your immediate supervisor as soon as practicable if you are unable to work for medical reasons. Such notice shall be given within the first four (4) hours of the working day.

b. Employees serving probation do not entitle this benefit.

c. You are required to produce, without demand, a medical certificate in all cases where you are absent from work for work reasons.

8.
Insurance - Socso
You will be covered under the Work Injury Compensation Insurance during your employment with (“The Company”)

9.
Notice of Termination

Termination of service can only be effected by either party giving 1 months’ notice or the payment equivalent to 1 month’s salary in lieu of notice.  

(“The Company”) reserves the right not to give any reasons for termination.

a. (“The Company”) has the right to give immediate notice before terminating your services if you are guilty of misdemeanour, misconduct, negligence or breach of any of the terms of this Letter of Appointment.

b. Upon the termination of your employment you shall return to (“The Company”) all documents, records, item and materials in your possession or custody belonging to (“The Company”) or its clients and you shall not retain any copies (including electronic or soft copies) thereof.

c. During your notice period, you shall handover all documents and materials relating to your work and ensure a smooth transition of your duties and responsibilities. If you fail to complete the handover during the notice period, (“The Company”) shall be fully entitled to require and compel you to stay (2) more weeks after the notice period has ended to complete the handover.

10.
Company’s Policies

You will abide with company’s policies. In their absence, the provisions contained in the Employment Act of Malaysia shall prevail. You will also be subject to other terms and conditions as are applicable to (“The Company”)

(“The Company”) reserves the right to make reasonable changes to any of your terms and conditions of employment. We will inform you of changes by the way of a general notice to all employees through the Human Resource or in employee communications. Any changes will take effect from the dates stated in the communications.

11.
Protection of Confidential Information
a. You acknowledge that you have been provided with information about, and your employment with (“The Company”) will, throughout the term, bring you into close contact with many confidential affairs of (“The Company”), including information about business practices, clients, costs, profits, market sales, products, key personnel, pricing policies, technical processes and other business affairs and methods, plan for future development and other information not readily available to the public. In recognition of the foregoing, you agreeable.

b. You will keep secret the terms of this Work Contract and all confidential matters of (“The Company”) and not disclose them to anyone outside of (“The Company”), either during or after the term of this Work Contract, except with (“The Company”) prior written consent.

c. That you will not make use of any of such confidential matters for own purpose or benefit of anyone other than (“The Company”)

d. You also undertake to inform the management of (“The Company”) of any matters, which may come to your knowledge concerning (“The Company”) or their clients’ business.

e. All records, papers, notes, reports, confidential memorandum and all other confidential documents (and all copies thereof) prepared, kept or obtained by you relating to the business of (“The Company”) or their clients, shall be and remain the property of (“The Company”), and you shall return all of the same that may be not your possession forthwith upon termination of this Work Contract.

f. (“The Company”) reserves the right to take legal action against you should any failure to comply with (“The Company”) requirements regarding non-disclosure or return of company’s property arise at any time.

12.
Non-Competition Clause

Should this contract be terminated by either party, you undertake not to work for any companies, which at the date of termination of this contract is offering the same or similar services as or is in competition with (“The Company”) for a period of one year as from the date of termination of this contract.

In addition, after the termination or expiry of this contract, you expressly accept that you shall not, directly or indirectly, hire any employee of (“The Company”) with a view of securing their agreement to work for or with you in any capacity; nor can you directly or indirectly solicit or encourage any employee of (“The Company”) to leave the employ of (“The Company”). Examples of prohibited behavior include but are not limited to:

Informing an employee of (“The Company”) about job opportunity with another employer, attempting to interest an employee of (“The Company”) in job opportunities with another employer, or inquiring whether an employee of (“The Company”) is aware of any person who might be interested in job opportunities with another employer.

13.
Non-Solicitation Clause

Should this contract be terminated by either party, you also covenant and agree for a period of one year after the termination thereof, regardless of the reason for the employment termination, you will not, directly or indirectly, solicit or attempt to solicit any business from any of (“The Company”) customers, customer prospects, or vendors.

14.
Termination of Employment

(“The Company”) shall be entitled to terminate your employment with immediate effect in the following circumstances:

a. Any fraudulent act having been committed by you against (“The Company”) or any of its clients.

b. Any breach of or any negligence on your part in performing, your duties or obligations under this Agreement; or

c. Any act or omission by you which, in the sole discretion of (“The Company”), brings yourself or (“The Company”) into disrepute, and upon termination of your employment pursuant to this paragraph, you shall not be entitled to any payment by way of compensation or otherwise from (“The Company”).

15.
Conflicts of Duty

You may not or without the prior written consent of (“The Company”) be engaged in or be interested in or undertake or in any capacity, whether directly or indirectly and whether for reward or gratuitously, any trade, business, occupation or activities which in the sole discretion of (“The Company”), may hinder or otherwise interfere with the performance of your duties or which may conflict with interest and business of (“The Company”).

16.
Remedies

You agree that any violations of all the above clauses would result in irreparable harm and injury to (“The Company”) and you accept that monetary damages are unlikely to adequately compensation (“The Company”). In the event of such breach or threatened breach, you agree that (“The Company”) may seek and obtain injunctive or other equitable relief against you to prevent future violations; you also agree that in case of any such violations, you shall be liable for all damage caused by the violations.

GOVERNING LAW

The Letter of Appointment shall be governed by and construed in accordance with The Laws of Malaysia.
Please confirm your acceptance of the above terms and conditions by signing and returning to us the duplicate copy of this Letter within seven (7) days from the date of this Letter.

On behalf of XXX Sdn. Bhd.

Signature
: …………………………



Date: …………………………

Name

: 

Designation
: Director

Employee’s Acknowledgement

I accept and agree to the above-stated terms and conditions.

Signature
: ………………………..



Date: ………………………..

Name

: ………………………..

NRIC No
: ………………………..

Employee’s Emergency Contact

Name

: 

Relationship
: 

Contact No
: 

WhatsApp
: ……………………….. (If different with contact number) 
