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1. This precedent is intended to act as a guide in drafting an employment contract. It may be modified or amended as need may be.
2. This template is applicable where parties wish to enter into employment relations on commission. The Contract provides for responsibilities of each party.
































                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                        
Date

OUR REF:  ………………….

Name of Employee
P.O. BOX ………., 
DAR ES SALAAM
CELL: +2557…………
Email: ……………………


Dear ……………,   

RE: LETTER OF APPOINTMENT FOR THE POSITION OF …………………
We refer to your application for employment to ……………… (herein referred to as the ‘Company’), and confirm that the Company is willing to offer you the position of Corporate Sales Executive on the following main terms and conditions of service: -
1. Term:
Your employment with the Company shall commence on ………………... (the “Commencement Date”) and subject to the terms herein, shall be for an indefinite period.
2. Remuneration: 
2.1 During the first three (3) months of employment (“Probation Period”) which period, subject to review of performance may be extended for a further period of three (3) months, your consolidated monthly salary will be a net of Tanzanian Shillings ……………………………. thereafter, upon successful completion of the probationary period, the Company will assess your performance and, subject to the assessment, may offer you a written confirmation for the position offered.
2.2 You shall also, during probation and upon confirmation, be entitled to commission subject to the following terms:
(a) A commission of …………..% of the income generated by the Company shall be payable where the sales executive sells the Company’s products amounting to at least one million premium.

2.3 The Company shall make all statutory deductions such as N.S.S.F., P.A.Y.E. and N.H.I.F. from such monthly gross salary and will pay you the net monthly salary aforesaid in arrears on or before the last day of each month. Your consolidated gross monthly salary may be reviewed upon successful completion of your probation period and thereafter, at least once every twelve (12) months, or such other time as may be agreed between the parties, upon discussion with your supervisor and your continuous meeting the key performance indicators during your yearly performance review.
2.4 Any other allowances that you may be entitled to shall be subject to the Company’s policies on allowances to staff in effect from time to time.
3. Medical Cover 
Upon your confirmation by the Company, you shall be entitled to a medical cover that is applicable to the other members of staff of the Company and of similar ranking and such cover shall cover yourself and your immediate family members. Such cover shall be subject to such conditions as may be communicated by the insurers or the Company from time to time.  
4. Pension Scheme
Upon your confirmation by the Company, you shall be enrolled onto the Company’s pension scheme that is applicable to the other members of staff of the Company on such terms and conditions as are applicable at your confirmation and communicated by the insurers or the Company from time to time.  
5. Duties and Place of Work: 
5.1 You shall be hired as a Corporate Sales Executive in the Company or be seconded to any other entities related to the Company.

5.2 Your specific duties and roles shall be as listed below, and as allocated and communicated to you from time to time by your immediate supervisor or the Chief Operations Officer.

· Have a thorough understanding of the organizations products and services and the supporting policies and processes;

· Be able to articulate each products core value proposition to the customer both verbally and in writing;

· Have a thorough understanding of the organizations core target market;

· Constantly prospect for new customers in the form of new employers (mid-size corporates and SMEs), churches, schools etc;

· Engage new employers (mid-size corporates and SMEs), Churches, schools etc to secure opportunities to pitch their products and services;

· Develop strategy and plans to engage employees of targeted corporate clients, churches, schools that will provide opportunities to meet and pitch to as many employees or members as possible;

· Spend time on the ground engaging pastors, entrepreneurs, school heads and families to drive uptake of the organization’s products;

· Identify new and unique opportunities to engage church members, parents, and employees to improve awareness of the organization’s products amongst the captive market;

· Ensure all policies sold are properly captured and processed and all policy documents are issued and delivered to the customers;

· Follow up collection of instalments from clients by ensuring that instalments are paid before cover starts;

· Customer service – ensure that the overall customer experience is positive, and that the organization meets all its brand promises to its customers – affordable and high-quality service;
 
· Ensure that all customers have been trained on how to access the service and what to do if they have difficulties; and 

· Always maintain a good understanding of the competitive landscape of the organization’s direct competitors, their price points. Product features etc. to enable the job holder effectively to position and sell its products.

5.3  You shall be stationed at the Company’s office at Dar es Salaam/Dodoma.
6. Hours of Work:
[bookmark: _GoBack]The normal working hours will be from 8.00 a.m. to 5.00 p.m. on Monday to Friday during which hours the employee shall be allowed one (1) hour interval for lunch. You may be required to work beyond these hours for any good cause. There shall be no additional remuneration for such extra-time unless the Company considers otherwise in each particular case.
7. Time keeping and Absenteeism:
7.1 All employees are required to have a responsible attitude towards time keeping. You will be expected to be ready to start work at the commencement of your normal working day.  Persistent lateness will render the employee liable to disciplinary action, which could lead to dismissal.
7.2 Absence for any reasons other than authorised holiday leave (with or without pay) or genuine sickness absence will be treated as unauthorised absence by the Company and may result in disciplinary action and non-payment of salary for the period of unauthorised absence except in exceptional circumstances and with the written authorisation of your supervisor.
8. Public holidays:
All statutory public holidays will be granted as paid holidays. However, you may be required to work on certain public holidays in which case such days worked shall be set off by compensation time off, preferably within the same month but not later than the immediate succeeding month. Public holidays worked shall not ensue to payment.
9. Leave of Work:
9.1 Annual Leave
(a) Subject to the provisions of the Employment Act, for the duration of the Agreement the Employee shall be entitled to twenty-one (21) working days leave with full pay for each completed twelve (12) months of service or where period of service is less than twelve (12) months, to one and three-quarter days for each calendar month served.  
(b) You shall take leave only at such time or times as is convenient to the Company and must give the Company or your immediate supervisor a minimum of fourteen (14) days prior written notice before taking leave, except in case of an emergency. Leave shall not be accumulated without the prior approval in writing of the Company.
9.2 Sick Leave
Subject to any written law, after two (2) consecutive months of service with the Company, you will be entitled to a maximum of seven (7) days’ sick leave with full pay, and thereafter to a maximum of seven (7) days’ sick leave with half pay, in each period of twelve (12) consecutive months of service subject to production of a certificate of incapacity to work signed by a duly qualified medical practitioner or a person acting on such practitioner’s behalf in charge of a dispensary or medical aid centre.

9.3 Other Leaves 
The Company shall grant paternity, study leave and compassionate leave as provided in the applicable Tanzanian laws and these shall be set in details in the Company’s Employees’ Policy and Procedure Manual. 

10. Termination of Employment:   
10.1 During the Probation Period, each party may terminate this contract by giving the other seven (7) days’ notice or payment in lieu of notice. Thereafter, each party shall be entitled to terminate this contract by giving the other party at least one (1) months’ notice or making payment in lieu of notice.    
10.2 Notwithstanding clause 10.1, your engagement may be terminated by the Company forthwith at any time if you: -
(a) commit a third misconduct after having previously received a second warning letter; or
(b) are guilty of any act of gross misconduct, including without limitation to the generality of the foregoing, insubordination, neglect of your duties, absconding from duty, drunkenness during normal working hours, corruption, misappropriation of the Company’s funds or assets; sexual harassment any person in the Company’s employment, using abusive language or fighting at work place; or 
(c) are convicted for a criminal offence by a court of competent jurisdiction for any duration whatsoever; or
(d) are unable to perform your duties due to a physical or mental disability for a period of forty (40) consecutive working days during the course of your engagement.
11. Documents and Records:
11.1 All records in any medium (whether written, computer readable or otherwise) including accounts, documents, client files and private notes about the Company or its activities and all copies and extracts of them made or acquired by you in the course of your employment shall be:
(a) the property of the Company;
(b) used for the purpose of the Company only;
(c) returned to the Company on demand at any time; and
(d) Returned to the Company immediately on the termination of the employer’s engagement.

11.2 On termination of your employment for any reason whatsoever, you shall hand over to the Company’s management all property, assets and documents of the Company for which you are responsible including records of your own work and duties together with any files, lists and notes that were given or compiled by you in the course of your employment and which are in your possession or control.


12. Confidentiality and Non-Solicitation
12.1 You are bound to observe absolute secrecy, both during the term of employment and after separation with the Company, regarding all that which may come to your attention during your term of employment with the Company about the business of the Company, insofar as this is not in contravention of any statutory regulation or court order. All letters, documents, files, etc. related to the activities of the Company are the property of the Company and at the time of separation with the Company, any such letters, documents, files, etc. must be returned.
12.2 The Employee acknowledges that because of his or her position in the Company, the Employee will have access to material trade secrets, intellectual property and confidential information. During the term of the Employee's employment and for three (3) years thereafter, the Employee shall not, for the Employee or any third party whosoever, directly or indirectly:
i. divert or attempt to divert from the Company any business of any kind, including without limitation the solicitation of or interference with any of its customers, clients, members, business partners or suppliers, or 

ii. solicit or otherwise induce any person employed by the Company to terminate his employment.  
13. Policies and Procedures:
As an employee of the Company, the current policies and procedures, and any subsequent amendments to the same are binding upon you and shall be deemed to be incorporated into and form part of this Contract in so far as they are not inconsistent with the terms of this Contract. 
You shall be bound by “Code of Conduct” of the Company. The written and implied rules, standards, policies and procedures in respect of conduct, behaviour and performance shall apply accordingly. You will be required to attend to your duties diligently, in the best interest of the Company and in a manner that will not discredit or compromise the Company’s interests. You also undertake to comply with all reasonable instructions of the Company. In case of unavoidable absence, inclusive of medical reasons, you will notify the Company of this as soon as possible. 
As an indication of your acceptance of the terms and conditions herein contained, you are required to sign the duplicate copy of this appointment letter or contract, initial each page thereof and thereafter return it to us within two (2) days from the date hereof.  

Yours faithfully
For and on behalf of the Company,



…………………….., (CHIEF OPERATIONS OFFICER)


To be completed by Employee:


I,   _________________________________________ do hereby accept employment with the Company and the terms and conditions of employment as contained in this contract are acceptable to me.

Signed ……………………………………………		Date …………………………………….
	Employee


Signed ……………………………………………..		Date …………………………………….
	Witness


Full Name of Witness………………………………….......I.D. No………………….………………
Address of Witness ………………………………….………………………………………………..
Occupation of the Witness………………………………...…………………………………….……
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