
Place Business Name here
Employment Contract

& 

Job Specification

Name of Employee
This is a working document and may change from time to time to suit changing conditions and situations.

 Job Specification/Description

	POSITION DETAILS:

Title: 
Level : 1
Award : 

Classification : 
Reports to: Manager 


	STORE OBJECTIVES:

To provide customer service to store standards or better and to meet customer expectations, maximize sales and to retain and attract new customers. (example)


	POSITION OBJECTIVES:

To be proficient in :    
· write objective here
· write objective here

· write objective here

· write objective here

· write objective here

POSITION RELATIONSHIPS:

INTERACT WITH:-

Store Manager, Prospective Clients, Co-workers, Suppliers/Couriers, Customers (examples)
Tasks also required to be undertaken (examples below)
· Sell the range of products offered by the store by using appropriate selling techniques, product knowledge and benefits and closing sales.

· Recognise and action opportunities for up-sells and add-on sales

· Establish and build customer relationships and loyalty

· Handle customer inquiries and complaints

· Maintain store housekeeping standards.

· Handle customer transactions using store documentation and equipment to comply with store procedures.

· Apply store procedures for record keeping.

· Apply store security and cash handling procedures

· Act in accordance with all store policies, procedures, code of conduct values etc.

· Perform other tasks as directed



	KEY PERFORMANCE INDICATORS  (examples)
· Achievement of productivity targets

· Completion of training

· Achievement of Competency

· Ability to work without constant instruction, and minimal retraining.

PERFORMANCE REVIEWS:  (examples)
· One formal review after the probation period of 3 months, & two (2) formal reviews in a 12 month period conducted by the Manager.
·   On-going as required 
· As requested by employee(you)
PROBATIONARY PERIOD PERFORMANCE TARGETS
· No infringements of this Contract
· No infringements of the Induction Manual Checklist
· The Supervisor/Manager is satisfied that you’re on target with your training and you understand fully the requirements of the full time job.
· You are willing to undertake further training as the Manager sees fit
· You have demonstrated your ability to carry out your duties without difficulty or minimal retraining

	TRAINING:

As required or directed

Job Specification – Personal Attributes(examples)



Analytical: Able to solve problems, able to analyse facts/data for planning and managing.

Creative: Able to generate and recognise imaginative ideas and solutions, able to recognise the need for and be responsive to change.

Decisive: Able to make quick but well founded decisions and make judgements; take actions, commit.

Flexible: Able to adjust to changing situations, able to adapt to different people, willing to “bend a little” to get things done.

Initiative: Able to originate action rather than wait to be told what to do.

Organisation: Able to establish priorities and courses of action for self (and others), planning and following up to achieve results.

Stress Tolerance: Able to perform consistently under pressure, change and challenge.

Remuneration

The employees’ remuneration shall be as set out in the award, and above award level at the discretion of the employer.

Lawful Directions

The employee shall carry out such lawful directions as are given by the employer from time to time.

Probationary Period

Appointment to a full-time or part-time position is subject to the successful completion of a three month probationary period on a Casual basis, and at the end of which time the employee’s performance will be reviewed & full time employment shall be granted providing all performance criteria is achieved. 
During the casual probationary period either party may terminate the agreement by giving one day’s notice. 
The period of notice shall not apply in the case of dismissal for conduct which at common law justifies instant dismissal.

The employee hereby acknowledges that this condition has been explained to the employee by the employer prior to the commencement of the employee’s duties pursuant to this agreement.

Award Coverage

The Industrial Award covering this position is the (list Award here)
A copy of this award is available upon request.

Flexibility of Hours

The employee’s ordinary hours of employment shall be carried out within the spread of hours provided for in the award and on the days rostered by the employer.

The employer may vary the employees’ rostered hours of work by the giving of reasonable notice or by mutual agreement.

The employee shall also carry out duties at such other times and on such other days as the employer may reasonably require.

The employee is expected to complete any set task before taking any meal break, providing it does not contravene the Award Rule 6.2.2 which states that the employee must not work more than five hours without a meal break.

Overtime

The employee shall not unreasonably refuse to undertake a reasonable amount or overtime outside the spread of hours set out in the previous clause.

The employee shall receive either payment at overtime rates for such overtime or, if provided for in the relevant award, receive paid time off in lieu of overtime as provided for by the said award.

Payment of Wages

The employee will be paid weekly, by direct deposit into their personal bank account for which the employee should provide the employer with their banking details prior to their first wage payment.

The probationary period rate of pay is on a Casual basis and then changes to Full Time rate after the Probationary period and all performance criteria is met. The actual amount of wages remains the same but the employee then receives all the other entitlements of a Full Time wage.

Authority to Deduct

If in the event that the employee receives an excess payment or monies to which the employee is not entitled, than the employee hereby authorises the employer to make all or any necessary deductions from that employees pay to correct the situation. This provision will apply as soon as discovery of said error is made.

Property Debt to Company

The employee shall take all reasonable care in the use of and for the protection of any property belonging or in the care of the employer. On termination of employment or upon request to do so, the employee shall return in good condition (subject to fair wear and tear), any property in his/her possession belonging to the employer.

Benefits

Superannuation, annual leave, sick leave, parental leave, long service leave and other entitlements will be provided in accordance with the award and / or statutory and State Industrial Standards.

Annual Leave
All employees (other than a casual employee) are entitled to annual leave. Annual leave shall be given and taken at mutually convenient times, provided that if no agreement can be reached, management reserves the right to direct when annual leave will be taken within reasonable notice. The employer will give the employee as much notice as possible to take annual
leave.  A leave request must be completed and submitted to supervisor 1 week prior to period in which you wish to take leave.

Sick Leave

All employees (other than a casual employee) are entitled to be paid for sick leave.  If so required by the employer, the employee shall produce to the employer a medical certificate or other reasonable evidence to prove that they were unable to attend duty on the day or days in respect of which the employee is claiming sick leave.  Failure to produce an appropriate certificate may result in time off without pay.  The employee shall, by 8am on the day of absence, inform, (personally wherever practicable), the employer of the employee’s inability to attend for duty, and as far as practicable the nature of injury/illness and estimated duration of absence. Any sickness lasting two or more days in a row requires a sickness certificate.

Termination

Incapacity

In the event that the employee, by reason of accident or illness, is unable to perform his/her part of this agreement for a period in excess of 90 days during any 12-month period the employer may terminate this agreement at any time without prior notice.

Duration

The employees’ engagement shall continue until determined in accordance with the relevant award and / or statutory and State Industrial standard.

If the employee fails to give the appropriate notice of termination, the employer shall have the right to withhold the wages due to the employee for an amount equal to the period of notice.

Summary Termination

At any time the employer may by notice in writing summarily terminate (i.e. without any notice period), the employment of the employee under this agreement if the employee in the reasonable opinion of the employer:

· Is grossly neglectful of their duties; or
· Is dishonest; or
· Is seriously misbehaving; or
· Is engaged in conduct which is to the detriment of the employer; or
· Engages in any conduct which might lead to injure the reputation or standing of the employer; or
· Refuses or neglects to comply with any lawful and reasonable order given to him/her by the employer or any other persons only authorised by the employer; or
· Engages in any act or omission constituting misconduct in respect of the employee’s duties; or
· Commits a serious persistent breach or non-observance of any of the provisions of the agreement; or
· Wilfully fails of wilfully neglects to perform or carry out his power, functions of duties in an agreed manner; or
· Commits and act of assault; or
· Is convicted of a criminal offence other than an offence which, in the reasonable opinion of the employer, does not affect his/her position as an employee of the employer; or
· Becomes of unsound mind; or
· Uses or traffics in any drugs; or
· Abandons employment; or
· Maliciously causes damage to any property belonging to the employer.
N.B. This is not an exhaustive list.

Abandonment of employment

The absence of the employee from work for a continuous period exceeding three days without notifying the employer of the reasons for the absence shall be prima facie evidence that the employee has abandoned employment.

At the conclusion of the three day period a registered letter will be sent to the employee at their last known address, requesting he/her to report for work on the next day or to make contact with the employer to explain their reason for absence.

If no contact is made within three working days following the date that the letter was posted the employee shall be deemed to have abandoned their employment.

Damage to the Employers Relationships

If employment is terminated by either party, and under any circumstances, the employee hereby undertakes and agrees with the employer that he/she has not and will not engage in any activity which would harm or be detrimental in any way to the employer’s relationship with its suppliers, principles or clients.

The employee hereby further undertakes and agrees that he/she will not make contact with whether by him/herself of his/her agents with the employer’s customers.

Restrictive Covenants after termination of employment

The Employee expressly agrees as follows:

(1) not at anytime for a period of six months after the determination of employment for any reason to undertake or carry on or be employed or directly or indirectly concerned or interested either as employer, employee, consultant, director or shareholder in the business of the same nature as the employer’s business at any place within the boundaries of the Rural City of Murray Bridge;
(2) not at any time during the same period to attempt personally or by letters, advertisements or otherwise to obtain customers or clients of the employer within any areas referred to for any person, firm or company other than the employer carrying on any business of the same nature as the employed business whether within or outside the areas described;

(3) not at anytime either during or after the determination of the employment for any reason and either on the employee’s own account or for any endeavour or for any other person or for any other firm or company to solicit, interfere with or endeavour to entice away from the employer any person, firm or company who at any time during the continuance of the employment shall have been a customer or client of the employer:

(4) not at any time without the authority of the employer to divulge to any person any information in connection with the employer or any of the businesses or customers or clients of the employer which the employee may have acquired during or as incident to the employment. 
Confidentiality

The contractual relationship between the company and the employee is founded on trust. Any breach of this trust by an employee such as the unauthorised disclosure to a third party of confidential information even after termination of the employee’s employment, will render the employee liable to disciplinary action, and / or civil proceedings to restrain that employee from disclosing the information to a third party or, of making personal use of it. The employee agrees as follows:

Not at anytime during or after the determination of the employment for any reason discuss, display, divulge, be seen or allow the contents of this contract/agreement to be passed on to any other party, person, individual or group unless with the express prior permission of the employer.

Variation of the Agreement

This agreement supersedes all prior understanding and representation relating to the subject matter thereof and shall not be subject to change or amendment except may be expressly set forth in writing. Unless as otherwise provided in the agreement, and addition or amendment will be by mutual consent of the parties.

Waiver

Any failure by the employer to insist upon strict performance of the terms and conditions or any delay by the company in exercising any of its remedies and rights shall not constitute a waiver of any default or remedy therefore.

Place of Conduct

The parties agree that this agreement has been entered into in the State of South Australia and shall be governed by and construed in accordance with the laws of the State of South Australia.

Declaration

The Employee hereby DECLARES that the above conditions of employment have been read, understood and accepted fully. The Employee further DECLARES that the attached Employment Contract has been read, understood and accepted.

FOR THE EMPLOYER

Signed:





Date:


____

Name in full (printed):






____

Employer’s Address:_        
Witnessed by (signature):





____

Witness name in full (printed):




____

Witness address:
_____________________________________
EMPLOYEE
Signed:





Date:_________________
Name in full (printed):




___​​​​​_____________














Date:










__________________uires a sickness certificate.

















































Phone No:









__

Employee’s Address: 






_______

Witnessed by (signature):






__

Witness name in full (printed):




_______

Witness address:


______________________________

Base Hourly Rate of Pay: $  (Casual pay rate) 
Employment Contract

This contract of employment is made on the 

 day of 
________/____
Between 











Hereinafter referred to as ‘the employer’

And 











Hereinafter referred to as ‘the Employee’

Recitals

The employee has accepted the employers’ offer of employment as a 
list job description here.  It is the intention of the parties to this agreement that it form a legally binding agreement with regard to the terms and conditions of employment.

Commencement Date

The employee shall commence employment on ______/________/________.
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