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Date : 07/09/2018

Name : Pragati Khatal

Designation : Trainee Recruiter ( Part Time )

Employee Code : SKYSC-209

&h, ’
g Dear Pragati,

With reference to your application an

pleasure in offering you the position of
Consulting based at our Pune office, on the following

with us, we have

d the subseguent interview you had
in Skyscraper

“Trainee Recruiter ( Part Time )"
terms and conditions:

A. SALARY:

Your salary will be Rs 6,000/~ per month. Further you will eligible for a performance based
performance incentive policies of the firm.

Bonus and incentives in accordance with the
B. COMMENCEMENT/TERM:

1. Your Date of Joining will be on 03/09/2018.
Your probation period will be of 15 days or can be extended as per management's

2,
discretion based on your performance. During probation period your performance,
discipline and attitude will be under observation. The salary of probation period

will be paid with your full and final settlement during your exit.

>  paldi |
3. On satisfactorily completion of your probation period, you will be informed in writing.
Confirmed employee would retire from the service on attaining the age of 58 years.

C. WORK TIMINGS:

1. Working Hours are from 2.00 Pm to 7.30 pm, extendable as per the Firm's

requirement.
2. Employees coming after 2.15 Pm will be considered as late comers and it will be

Z:f:‘e]d as “f—lalf day”. First 3 Half Day will not affect the Salary however as soon as
A alf Day if given, Salary will be affected from the 1% Half Day Itself.
+ Last Saturday of the month will be official off. It may change as per the firm's
discretion if needed.

D. LEAVES/HOLIDAY POLICY:
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tal for an entire year after

id Leaves in to

1. Every employee is entitled to get 12 paid Pa

confirmation of their service. es Rt e e i
i e ey,

, No employee can take more than 12 paid Leayes mda d’uecated s gEniee of employee.
«Qns\m;md a'q L‘eave Wwithout Pay (LWP) which will be de i i

a \ | Hor jvi edLeaveswnm
3. Leaves extending beyond two days will be conSIdered ajezrl\;\lqlaefimum ) S Sl
|~nAro‘rme('jvto the ma—nagement 15 days before going on leavesy

ether including Saturday & sunday-
narked as LWP and

be granted tog
leave, it will be !

4. If an employeé takes an unpald/unapproved
o) submitted.

1g documents needed to
wimum of 7 days

or approval atleast
loyee is suppose to

y for ma
datorily sent f
emp

supportir
he/she can apr!

has to be man

e has leave balance,
or an approval an

hich

5. Only if an employe
lied for. F

= 1
v/ (including Saturday & Sunday) leave W
two weeks prior to the date cf leave app
his/her supervisor.

send an official mail to
ing the

st Six months of join

5. An employee is not eligible for any leaves in the fir

Organization.

E. APPRAISAL POLICY:
o their salary subject to their satisfactory

Every Employee is entitled to get an appraisal |

performance which is evaiuated every SixX ‘months. An Employee has to fill the Self
Evaluation form after completing eVery 6 Months in the Firm from the "Date of Joining the
Firm”, Failing which, the Emplayee- will not be entitled for any Appraisal.

F. BONUS AND INCENTIVES POLICY:
1. Individual / Team, Targets will be Shared as per the Client's Requirement's- at the

Beginning of the Month. i
formance based Bonus on the same month and

2. Every employee is entitled to get Per
performance based Incentives based on number of joiners, only after completion of

three consecutive months following the joining date of candidate.(According to

Scheme’s of the Organization).
M . 7 1 .
onthly Joiner’s/90 days completion detail needs to be shared on the last day of the

Month i ; .
, failure of which will lead to - Individual will not be Applicable for that Month

Bonus and Incentive.

G. PROFESSIONAL ETHICS & CON FIDENTIALITY:

While you are in th :
£
e DFOfessioimg;iZ?ent of the Company, you are not permitted to carry on any
Skyscraper Consulting. ime or as a free lancer in an: - o
sultin ' I 1n an/ capacit SRl ¢
g business. Legal action can be 'Dfoceedepd if ti\élr:‘sc:o‘ts asllaidllalraio

During the t
: enure of the servi
, Vi
strictly confidentia| i infOrma(:t'e an employee will treat all information coming to you @s
'on contained in all documents, mails and papers and other
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i imas, loss of any
. ; ~reonal Belongings,

3. Individual need to use the Locker's for keeping the Persone

Personal Belongings is not Firm’s Responsibility:

: i e e nrohibited.
4. Use of Personal Phone in Working Hour's Is prohibite

e i |etter.
« Please intimate your acceptance by signing this lette

i sulting.
Wishing you a long and successful career at Skyscraper Cons °

(Manager)

X s — 1 | g
I hereby, agree to abide by the rules and regulations of Skyscraper Consuiting and wiii be
responsible for any actions leading to non conformity of the above mentloned\gwdelmes.

{
o
Signature of the employee QW Date_LO !Oq ! | %
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