Susan Dope
14 Strain Road 
Boksburg
Johannesburg
1459
05 February 2020
Dear Susan 
CONTRACT OF EMPLOYMENT WITH COMPANY XYZ (PTY) LTD (herein referred to as Company XYZ)
I am delighted to confirm this offer of employment with Company XYZ. This contract of employment and the attached Term Sheet sets out the terms of the offer.

Please read the offer and indicate your acceptance thereof in the space provided, keeping a copy for your records. The attached Term Sheet forms part of the contract, so please initial each page and return this with the letter.

This offer of employment shall be valid for a period of 12 (twelve) months working days from the date of this letter after which it shall lapse. If you do accept this offer but will not be able to take up the appointment on the stipulated date, please indicate the date when you shall be able to take up the appointment.  

If you have any queries regarding the terms and conditions and/or any other employment matters, please contact Jazzy John (john@CompanyXYZ.co.za). I look forward to welcoming you to Company XYZ. We have high expectations of you and the contribution you will make in driving company performance and helping us to meet the needs of our customers, colleagues and communities. 

Congratulations on choosing Company XYZ.
Yours Sincerely

________________

Jazzy John 
CEO
CONTRACT OF EMPLOYMENT BETWEEN:

Company XYZ (Pty) Ltd (registration number: 2014/416722/01) and Joe Soap
(ID Number: 000000000000000)
POSITION

1.1 You are hereby appointed in the company as a Business Development and Key Accounts Manager reporting directly to Jazzy John (CEO). You hereby confirm that you are not precluded or restricted by virtue of any term of any previous employment from entering into this agreement or undertaking or properly performing any of the duties of your employment with the company.

2. DUTIES 

2.1 Your specific responsibilities will include preparation of tender documents. Identifying opportunities for funding, unearthing of Enterprise Development and Supplier Development opportunities and client management, sourcing new clients through cold calling, following up on leads, as well as leads generated by colleagues. Manage, nurture and eventually convert potential leads into sales opportunities, by working closely with the business development team members. Provide engaging and articulate information about Company XYZ’s value proposition to potential customers. Maintain a well organised, up-to-date and accurate leads information report/database consisting of corporate and government entities. Monitor new and relevant tender publications and bulletins. Attend tender briefing meetings. Strong research skills are required to gain more knowledge and a better understanding of the relevant markets and potential clients. As part of the developmental opportunities, this role will offer you the chance to attend client meetings, pitch proposals to clients, get involved in actual client work, writing up of proposals / tenders and get exposure to the other areas of COMPANY XYZ, for example, marketing. As and when required or requested, get involved in the actual delivery of projects, guided by the business development team and key collaboration partners. These specific duties will be discussed with you during your performance planning meeting (see clause 6 below). 

2.2 During your employment, you shall, to the best of your ability with integrity, due skill, care and diligence, perform such duties and exercise such powers and functions which may not necessarily be consistent with the holding position such as administrative duties and functions as may reasonably be assigned to or vested in you from time to time by the company. You hereby agree to use your best endeavours to promote and protect the interests of the company. 

2.3 The company has the right to require you to undertake additional duties and/or transfer you to other duties compatible with your skills and experience within the company, more generally. 
3. PROFESSIONALISM
3.1      All company employees are expected to adhere to the company’s prescribed level of professionalism, including general conduct and personal appearance.
3.2      This offer of employment is conditional, subject to a warranty by you that no issues exist that would pose a reputational risk to the company, for example, media coverage, irrespective of the merits of the statements. 
4. PLACE OF WORK 
Your physical place of work will be at Regus Business Centre (191 Jan Smuts Avenue, Rosebank Corner). You will be required to report to or be based at the company’s physical address from time to time and will work at and/or travel to such places as the company may require, including possible out of town assignments.
5. START DATE
5.1 Your start date, which coincides with the date this contract will commence on, is 10 February 2020 or as agreed upon. 
5.2 Your employment with the company shall continue indefinitely unless terminated in terms of the provisions of this Agreement.  

6. PERFORMANCE PLANNING 

A comprehensive performance contract, outlining the major delivery milestones against which you shall be assessed will be agreed with you by your line manager within 10 (ten) days of you joining the company. 
7. REMUNERATION AND BENEFITS

All remuneration and benefits terms are set out in the term sheet attached to this agreement.
8. WORKING HOURS AND OVERTIME
8.1 You are expected to work an 8 (eight) hour day, in a 5 (five) day week. However, from time to time, your exact business hours will be determined by the company in accordance with business requirements and the nature of your role 
8.2 Employees should be available during office hours, that is, at least between 08:00 to 16:00. The core business hours are 08:00 to 16:00.
8.3 At times, your working hours may include overtime work over weekends and public holidays, and you agree to work as directed in this regard. You shall be remunerated for overtime worked at statutory overtime rates, as well as for overtime worked on Saturdays, Sundays or Public Holidays at statutory rates. 
9.  MEAL INTERVALS 

You are entitled to a daily meal interval of 60 minutes (1 hour) after 5 hours continuous work. The meal interval shall be taken at a time approved by your line manager. Meal intervals are unpaid time and is the employee’s own time. 

10.  CONFIRMATION OF QUALIFICATIONS AND JOB-RELATED SKILLS

10.1.1 This contract is being entered into based on the information provided by you to date, regarding your skills, abilities, qualifications and job-related personal details.  
10.1.2 Should such information prove to be materially incorrect, we reserve the right to withdraw from this contract and your services may be summarily terminated.

10.1.3 We would also expect you to apply discretion in reasonably disclosing to the company any change in your personal and work circumstances, which will/may have a direct or indirect impact on your role, based on the information originally provided by you, in specific, regarding your skills, abilities, qualifications and job-related personal details.
11. EMPLOYEE SCREENING
11.1 During the period of your employment with the company, the company may at its discretion require that you undergo screening for criminal record and qualifications checks. You hereby agree to submit to and fully comply with any such screening procedures. 
11.2 You also have an ongoing duty to formally report to your line manager the following changes to your circumstances:
11.2.1  New convictions for criminal offences;
11.2.2  Changes in legal right to work status; and
11.2.3  Any adverse credit judgements.  
12. CONFLICT OF INTEREST

12.1 While employed by the company, you shall not be engaged or take part, directly or indirectly, whether as an employee or in any other capacity, in any other business without the company’s prior written consent, irrespective of whether this activity is of a charitable nature or not. 
12.2 Consent in this regard shall not be withheld unreasonably by the company. 
13. COPYRIGHT AND INTELLECTUAL PROPERTY 

Any copyright or intellectual property rights of whatsoever nature arising out of your performance of the terms of this contract are, to the extent that they do not vest automatically in the company, hereby assigned to the company and the company shall be entitled to assign such rights to any other person without limitation.
14. CONFIDENTIAL INFORMATION 

You shall not, during your employment (except as necessary for the proper performance of your duties), or at any time after its termination for any reason whatsoever, disclose to any person or otherwise make use of any confidential or secret information which you have or may have acquired in the course of your employment concerning, the business or affairs of any member of the company or any of their suppliers or customers.
15.  USE OF COMPANY EQUIPMENT FOR PRIVATE PURPOSES   

Company XYZ provides employees with a computer and electronic communications equipment in accordance with the job requirements of the employee.

15.1 Such equipment, including e-mail facilities, is provided for business purposes only and use for private purposes under any circumstances whatsoever is strictly forbidden.

15.2 Any contravention of the Rule in 15.1 above shall be regarded as serious misconduct and shall be addressed with disciplinary action which may lead to the dismissal of the errant employee.

15.3 The employer constantly monitors the use of the e-mail and internet facility, and this monitoring includes the reading of all e-mails sent and received and the monitoring of web sites visited on the internet by individual employees, as well as the monitoring of telephone calls made and received.

15.4 Any employee found to be surfing the internet for purposes other than strictly business, and in particular any employee found to be involved in or an accessory to the downloading or viewing of any websites that may be deemed to be undesirable or offensive in any way, will be subjected to disciplinary action and will be dismissed.

15.5 Employees are expected to reimburse the company for the cost of any private telephone calls made. The employee agrees that the employer may make such deductions from the employee’s salary, provided that the employee shall be notified 1 week in advance of the amount of any such deduction.

15.6 It is forbidden to download or load any software on any company equipment without the prior approval of Management.

16. POST EMPLOYMENT RESTRICTIONS   
16.1 You shall not, for a period of 12(twelve) months from the date on which on your employment terminates:

16.1.1 Induce or attempt to induce or entice away (directly or indirectly), any employee in the company with whom you had material dealings in the period of 12(twelve) months prior to the end of your employment;

16.1.2 Induce or attempt to induce or entice away or contract with any client or customer of the company (directly or indirectly), with whom you had material dealings in the period of 12(twelve) months prior to the end of your employment.

16.2 Each of the restrictions contained in this clause are considered by the parties to be reasonable in all the circumstances.  

16.3 You are obliged to disclose the obligations and restrictions set out in this clause to any prospective employer or client prior to joining such employer or starting work with such a client.   

17. TERMINATION    

17.1 Either party shall be entitled to terminate this agreement on giving the period of notice set out in the term sheet.
17.2 The company may immediately terminate your employment if you commit a material breach of this agreement.

17.3 The company may terminate your employment by notice in writing if you become bankrupt or the subject of an interim order under the applicable South African insolvency legislation or make any arrangements of composition with your creditors. 

17.4 Upon termination from the employment of the company, you will be provided with a Certificate of service for your record.

18.  RETURN OF COMPANY PROPERTY AND DOCUMENTS

18.1 Upon the termination of your employment for whatever reason, you shall return to the company all property and documents, copies of documents and property in your possession or under your control, that which belongs to the company. 

18.2 Where damage to or loss of equipment is due to user abuse or negligence, pro-rata/full costs will be for the user’s account.      

19. MISCELLANEOUS

19.1 Any amendments to this agreement must be effected in writing.
19.2 No omission to exercise or delay in exercising any right, power or remedy provided to the company by law or under this agreement will be a waiver of it.

19.3 Termination of this agreement shall not affect any provisions which are intended to operate after termination.

19.4 During your employment, the company will process computer and manual records relating to your employment. By signing this agreement, you agree to such data being processed and transferred to members of the company. You also agree to the company monitoring the use of all resources.

19.5 South African law shall apply to this agreement and the parties submit to the exclusive jurisdiction of the South African courts. 

For further information on conditions of service please contact your line manager, Jazzy John (john@CompanyXYZ.co.za). 
SIGNED ON ________________________      BY ________________________

________________________

(insert full name of person signing the contract)
A duly authorised signatory for and behalf of Company XYZ.
I, Susan Dope, confirm that I have read, understood and accept the terms of this agreement and the attached term sheet. 

SIGNED ON ________________________      BY ________________________

TERM SHEET
Susan Dope

Business Development Officer
1. Cost to Company:
Your cost to company will be R17 150 gross (seventeen thousand one hundred and fifty rands) per month.
You will be paid monthly instalment amounts on the last day of each month. 
You will earn commission through business development (sales).  
You will be allowed to claim monthly for extra ordinary costs such as money spent travelling to a client that is far, e.g. in another province, or making calls to a client in another country, or payment of fees for attendance of a breakfast/conference we deem relevant (do inform us before paying). This is in addition to travel claims within Gauteng, which are to be informed by our Travel policy.
Your cost to company will be reviewed annually for market relativity. The decision to increase the package will be dependent on various factors, including but not limited to, your performance up to that period, as well as the company’s performance at that point in time. There are no fixed salary scales, and increases will be based primarily on merit with some regard to fluctuations in the economy. Please note, a review does not give rise to an entitlement to an actual increase in remuneration.
2. Duration of contract
This is a permanent employment contract, subjected to performance review and operational requirements of Company XYZ as per SA labour law requirements.   

3. Skill Requirements:

· Excellent interpersonal skills, including great client and relationship management skills, displaying self-confidence about oneself and being able to easily network. 
· Deciding and initiating action, taking responsibility, making things happen and generating activity.   
· Display professional communication skills, especially oral communication skills, as well as exceptional listening skills. Strong command of the English and business language.  
· Strong work ethic and being able to pay attention to detail.  
· Proficient in the use of social media tools like LinkedIn, Twitter, Search Engine Optimisation, etc.
· Strong research and learning ability. 
· Being able to adapt to and respond to change quick enough, coping with pressure and setbacks.    
· Good negotiation and conflict management skills.
· Strong people skills, being able to work with people at all levels in any organisation. 
· Adhering to company policies, procedures, principles and values, always acting with integrity.  
· Displaying entrepreneurial, commercial thinking and business acumen. Being able to connect the dots and foresee future potential and opportunity. 
· Pitching skills, being able to think on your feet, having a bag full of innovative and creative ways of enticing clients.
· Strong project management skills and administrative in nature. 
· Display strong initiative and creativity.
· Time management, dealing with queries with urgency and professionalism keeping deadlines and common courtesy in mind. 
· Computer literate.

4. Responsibilities:

Sourcing new business / lead management: 

· Source new clients through cold calling, following up on leads, as well as leads generated by colleagues. 

· Manage, nurture and eventually convert potential leads into sales opportunities, by working closely with the business development team members. 

· Provide engaging and articulate information about COMPANY XYZ’s value proposition to potential customers. 

· Maintain a well organised, up-to-date and accurate leads information report/database consisting of corporate and government entities. 

· Monitor new and relevant tender publications and bulletins. Attend tender briefing meetings. 

· Strong research skills is required to gain more knowledge and a better understanding of the relevant markets and potential clients.   

· As part of the developmental opportunities, this role will offer you the chance to attend client meetings, pitch proposals to clients, get involved in actual client work, writing up of proposals / tenders and get exposure to the other areas of COMPANY XYZ, for example, marketing. As and when required or requested, get involved in the actual delivery of projects, guided by the business development team and key collaboration partners. 

Relationship management focus: 

· Interact professionally with potential customers via phone, email, telephone conferencing, webinars and face to face, to uncover their business needs and develop a positive business relationship. 

· Build and maintain relationships with key personnel within client companies or prospective clients, practising proactive relationship management techniques, working closely with in identifying further sales opportunities. 

· Work closely with the business development and marketing individuals with the aim of developing a cooperative working relationship. 

· Updating the CRM to ensure that the business development teams are aware of changes within clients. 

Report writing: Provide accurate and timely information as required to the business development manager and senior management.

Project management and delivery: Practising efficient and agile project management principles in delivering on projects, proactively working with Key Collaboration Partners and other key stakeholders identified. 

Business and commercial focus: Become familiar with economic activities within the market or field (consulting, training and coaching) in which the business operates. Attend relevant conferences and related events with the aim of networking and building on further leads. 

Going the extra mile: As and when required, you may be required to assist with general administrative duties in the office, as well as assist with other responsibilities which are not strictly part of this job description. We request that you approach these requests with an open mind and a learning mindset.   

COMPANY XYZ behaviours and values: Adhering to the COMPANY XYZ work guiding principles and values in all interactions, this will be assessed within performance: Professionalism, Ownership, Efficiency, Respect, Integrity and Collaboration 
Relationship management focus: 

· Interact professionally with potential customers via phone, email, telephone conferencing, webinars and face to face, to uncover their business needs and develop a positive business relationship. 

· Work closely with the business development and marketing individuals with the aim of developing a cooperative working relationship. 

· Updating the CRM to ensure that the business development teams are aware of changes within clients. 

Report writing: Provide accurate and timely information as required to the business development manager, senior manager and marketing and partnerships manager. 

5. Equipment 
A laptop computer and cell phone will be supplied to the employee at the start of the employment contract. 
6. Annual Leave

6.1 Your annual leave will be determined in terms of the Basic Conditions of Employment Act. 

6.2 A leave cycle is the 12(twelve) month period immediately following the date your employment with the company commenced and each anniversary thereof. 

6.3 You will be entitled to 21 consecutive days’ annual leave or one day for every 17 days worked per leave cycle.

6.4 Leave may not be accumulated and must be taken no later than 6 months after the end of the leave cycle. 

6.5 Annual leave dates should be agreed upon prior between the employee and their relevant line manager or with Company XYZ’s Director.

7. Sick Leave 
4.1 Your sick leave will be determined in terms of the Basic Conditions of Employment Act. 

4.2 You are entitled to 30 days sick leave on full pay in every 3-year cycle. During the first 6(six) months the entitlement is 1 day’s sick leave for every 26 days worked which amounts to approximately 1 day sick leave in every 5 weeks.

4.3 You will be required to produce a valid medical certificate if you are off (sick) for more than 2(two) consecutive days, (in other words, 3 days or more), which needs to be signed by a medical practitioner or any other person who is certified to diagnose and treat patients, and who is registered with a professional council established by an Act of Parliament.   

8. Study Leave 
Study leave for an approved degree/diploma will be considered provided that the studies are directly related to your work and will also be dependent on work performance. Study leave will be granted at the discretion of the Director of Company XYZ.  
9. Family Responsibility Leave (Where Applicable) 
9.1 You will be entitled to Family responsibility leave, as outlined in the Basic Conditions of Employment Act. Please note, as per the Act, this leave is only available to employees who have been employed with the company for longer than 4(four) months and who work for more than 4(four) days a week. 
9.2 If the above conditions are met, you will be entitled to 3 days family responsibility leave per annum.

9.3 Family responsibility leave applies when an employee’s child is born or sick, or in the event of the death of the employee’s spouse or life partner, or the employee’s parent, adoptive parent, grandparent, child, adopted child, grandchild or sibling. An employer may require reasonable proof. 

10.  Maternity Leave 
10.1 You will be entitled to Maternity leave, as outlined in the Basic Conditions of Employment Act.

10.2 You will be entitled to 4 (four) months unpaid maternity leave.

10.3 You may inquire at the Department of Labour regarding maternity benefits payable in terms of UIF.  

Further information on the different leave types can be obtained from the Leave Policy, please chat to your line manager in this regard. 
11.  Notice Period  

11.1 The required notice period, in line with the Basic Conditions of Employment Act is 1(one) week written notice on either side for the first 6(six) months of employment, 2 (two) weeks written notice on either side if the employee has been employed for more than six months but not more than one year and thereafter 4(four) weeks written notice from either side. 

11.2 In this context, notice must be served in writing on the first working day of the month.  
11.3 Annual leave may not be taken during this notice period, unless agreed upon by your line manager.
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