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FORTE

Are you ready for the challenge?
Do you wish to be part of a dynamic team?

108 OPPORTUNITY

Forte Insurance (Cambodia) Plc. is Cambodia’s premier insurance provider,

We are secking motivated and committed individuals to complement our existing
professional and dynamic team with enthusiasm, to help achieve our growth aspirations.
The candidates shall meet the following requirements:

ACCOUNTING OFFICERS (2 Positions)

Requirements

Bachelor or Master Degree in Accounting or Finance and Banking
Language proficiency in spoken & written English a must,

Al least 3 years working experience in financial sector

Computer literate — MS Applications

Good communication and interpersonal skills

Have team spirit and able to work in 3 cross-cultural environment
Honest, meticulous and responsible individual

BUSINESS DEVELOPMENT OFFICERS (5 Positions)

Requirements:

Final year or Bachelor Degree in any related field.
Language proficiency in spoken & written English a must.
Experience in Marketing/Sales/Underwriting an advantage.
Practical working experience in a business driven culture and customer service
oriented atmosphere.

Good understanding of local market, people and culture.
Computer literate = MS Applications.

Good communications and interpersonal skills.

Strong sense of customer service,

Strong presentation skills,

Self-motivated and result oriented.

Ability to travel within Cambodia.

CLAIMS OFFICERS (2 Positions)

Requirement:

Bachelor Degree in Law or Civil Engineering, or equivalent work experiences;

Good knowledge of Cambodian Construction Law, contract low and other
repulations;

Be a fast learner and eager to learn new things;

Good command in English language (knowledge of Chinese or Korcan language will
be an advantage);

Good negotiation and inter-persanal skills;

Good communication skills;

High integrity and honesty;



s Willing to work in challenging environment and cutside of standard work hours;
» Good computer skills {Ms, Office, internet and email}

CLIENT SUPPORT OFFICERS (7 Positions)

Requirements

o University students, Bachelor Degree in Business, English Communication or any
related field.

s lLanpuage proficiency in spoken English a must.

s languapge proficiency in spoken another languages advantage.

= Compiler literate = M5 Applications.

= Having excellent communication skills.

= Having soft, confident and trustwaorthy tone,

=  Having a clear telephone voice,

s fBeing able to work independently.

= Having a desire to help others.,

= Being flexible and adaptabla,

s Hawving teamwork skills.

s DBeing able to deal with all types of people,

CUSTOMER SERVICE OFFICERS (2 Positions)
Requirernents

Fleasant logk.

Experience in custamer service an advantage.

Ability to deal with people in a3 positive and friendly manner.

A great personality on the telephone an advantage,

Bachelor Degree in any ficld.

Language proficiency in spoken & written English a must,
Language proficiency in spoken & written Chinese an advantage.
Computer literate — M5 OFFICE.

Good communications and interpersonal skitls.

& & & & & & & F &

DATA INPUT OFFICERS {5 Positions)
Requirements

Final year or Bachelor Degree in Business Administration or any figld,
Language proficiency in spoken & written English a must,

Language proficicnoy in spoken & written Chinese an advantago.
Computer literate — M5 Applications,

Good communications and interpersonal skills.

selF-motivated and result arfented,

teticulous and a keen eye for details.

Meat in presentation and office work skills.

L I K I B B ]

IT PROGRAMMING DFFICERS (2 Positions)
Requirements

= Bachelor Degree in Computer Science or any related field.



¢ language proficiency in spoken & written English a must.

s MIS & Reporting of Internal Control & Reporting Audit

s Knowledge & experience VB, Met , C++, Cli, ASP.Net, lava

s Knowledge & experience SQL Server is a must

»  Knowledpe of Crystal Reports

s Knowledpe of Oracle Database is a plus

s Create and maintain reports that allow the company to get information on daily
business activities

# Perform coding for technical specification

* Able to analyze and investigate problems that have been reported by user and
document the results of thelr Investipationds)

o Able to perform maintenance of programs and correct defects that have been
identified during tha maintenance process

s Investigalion and suggestion of solutions Lo problems

RISK SURVEYORS {2 Positions)
Requirements

+  Final year or university degree in Civil Engineering, Mechanical or Water Resource
Englneering.

= lLanguage proficiency in spoken & written English a must,

e Acsound knowledge and understanding of trade hazards in relation o Property and
Casualty risks an advantaje, .

»  Proficient use of computers {(Word, Excel, PowerPoint..).

»  Strong organizational and analytical skills.

o  Teamwaork and good communication skills,

s Self-motivated and result ariented person.

s Ability to travel within Cambodia.

Please forward your detafled resume incfuding o recent photogroph with o cover letier
describing your suitability for the role, coreer ospirptions amd salory expectation to,

Office Address : # Vattonoc Tower, Levell8 No.66 Monivong Bhvd, Sengkat Wat Phrom,

Email

Khon Dava Penk, Phnom Penh, Combodia
; humaonresource@forteinsuronce.com

Closing date 1 15" March 2017, Only shortlisted candidates will be notified.



FORTE

LR baRnae INTERVIEW REPORT

Full Name of Applicanl:

Positicn Agglied for:

Appearance:

Personalily:

Conveesational Abity.

Quaticaton: As por appication for employment form

Experience: As per application for employrment form

Supenasory Skills:

Presertaton of Views/Arguments:

Friendliness:

Currenl/Previous Salary:

Minimum Saary Expoctation:

General.

Writien Relesences Obtamed WesMo: Dolalls:,..n i st i
Copy of Qualification Obtained YeSNO  DRIAIIS....covveenremrerreiriiniin s sassnssresrenrass e
Vesbat References Oblained "YesMND: Delalls v inyicidsidaatiineiirass binaoss

Remarks by Inferviewer.

Recemmerd lo: It employatie:

CFmpioy D A IV e i S e R R s v iz
[Hold B s A A B b ek e s
[Reject Join Date:...ce.eoeceeee R e e
[CPrher DeparmentPosition (please indicale): Nolice period to be given 16

B By e e G A R i

Intervievad by Vesified & Recommended by, Approved by.

--------------------------------------------------

Signature Date Sygaature Dale || AeR——. Dalo

Designabon: Designation;
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TERMS AND CONDITIONS FOR EMPLOYMENT

EMPLOYEE'S NAME

ADDRESS

IDENTITYCARD/PASSPORT NO.
JOBTITLE
STARTING SALARY

DATE OF COMMENCEMENT

PROBATION

You will be on probation for two (2} months from your date of employment. A Letter of Confirmation
will b issued Yo you if you successfully complete your probation.

Buring your probation, this contract of employment may be terminated by either party giving to the
other one week's notice In writing, or one week's pay in lieu of notice, without giving any reason
whatsoover,

COMNDITIONS OF EMPLOYMENT

1. PFerformance of Duties and Conflict of Interest

1.1 You will be required 1o carry out such duties and responsibility as may be assigned to you.
You shall at all tmes faithfully and diligently attend to these in compliance with policy and
procedures (which may be periodically revised by the Company) and will endeaver, at all
tires and to the best of your ability, 1o protect the interests of the company,

1.2 The total working howrs is 48 hours per week masimum,
Warking hours: - &:00am to 5.30pm lrom Monday to Friday
- B:00am o 12000000 on Saturday
= Qne hour lunch break from 12:00noon to 1:00pm

1.3 ¥ou must not engage in activities outside Forte Insurance {Cambodia) Plc except in
accordance with the following conditions ;

a. Prior written approval was given by the management
b. The cutside activity, whether for financial galn or not, must not run in conflict, in
any way, with the proper performance of your work.

M Tenms end Conditons far Emplopmeal Poge Fof d ffﬂmw:.-'?ﬂ]?



2

3

1.4 You must not €arry on a private trade or business or by sharing with other person or persons
In connecticn with the Company, the nature of trade or business being identical, similar to
or atike to the trade or business of the Company [nowhich you are employed,

1.5 You must not during continuance of your employment except by the direction or by the
express approval of the Company, divulge either directly or indirectly to any persons or
company. Company knowledge which may be acquired during the course of/incidental ta
your employment concerning the affairs of the Company or its associate companies.

1.6 You must treat the terms of your employment as absolutely confidential and that these
must not be discussed with other members of the stalf.

1.7 You must not misbehave or be guilty of any misconduct,
1.2 You will at any time, whether during or after the termination of this agreement, undertake
at the reasonable request of the Company Yo assist in any legal proceedings which may arise

out of your invobsement in the course of the performance of your duties and
respongibillties,

Salary
2.1 You will be paid at the end of each month.

2.2 After you have successfully completed your probation, your salary will be increased by USS,
You will be assessed according to work performance, initiatives and dedication.

Taxation
3.1 You will be lFable for all local personal income tax on salaries, allowanoes and service
benefits associated with your employment accarding to regulations decreed by the
Government of Cambodia,

Leave Entitlement

4.1 Employees on probation are not cligible for any leave. During your probationary poriod,
ahsences for whatever reasons will be deducted from your salany.

4.2 You are entitled to eighteen {18] working days annval leave after you have campleted one
year of service. Annual leave shall be taken at such time as shall be convenient to the
Company and department althouph every effort will be made to accommodate your
request.

4.3 Qur company does not encourage annual [eave Lo be carried forward to subsequent years,

A4 For medical leave, employee must present a certificate from any of the pancl of Company’s
hospital. Medical leave not exceeding thirty {30) days per year. Hospitalization leaves not
exceeding sixty (60) days per year. However, this article shall be granted only to employer
who has successfully completed the probation.

MA: Termy end Conditices for Dmgvoprient Poyre 2 of 4 I".I‘unuwr 2018



a4.5

4.G

For maternity leava, femate employee shall be entitled to a maternity leave of three (3}
mionths. The salany will be paid 50% during this period. Howewer, this article shall be
granted only to female employee having a minimum of one year of unintermupted service in
the company.

Employee absent from work For more than two () working days without any valid reason or
a medical certificate will be subject to dismissal,

5 Health Benefit

Every confirmed employee is entitled to medical benefits based on the attached policy scheme.

Note: Health benefit covers only work related illness or injury does not include the following:

- Pregnancy and pregnancy related illness, as in miscarriage;
- Dental and optical treatment, unless due to aceident;
- Sexually transmilted diseases, HIV related illngss is not coverad.,

& Termination of Service

6.1

6.2

The period of notice shall be accordance t0 the Cambodian Labor Baw In writing or pay in
liow of notice aithor party,

Dismissal for misconduct, dishonesty wiliful insubardination or the willful breach of the
Company's regulations or instructions or of any of the conditions of your employment in
which case such dismissal may be with or without any period of notice as the Company sees
Mt

7 Gencral Provisions

i1

1.2

1.3

7.4

7.5

Applicable Law,
This Employment Contract shall be governed by and construed in accordance with the laws
of the kingdem of Cambodia.

Any differences between the parties in connection with this Employment Contract shall be
mediated between the parties, If this 15 ueasuccessful, then the parties shall seek
reconciliation in accordance with the Labor Laws of the Eingdom of Cambaodia, In the event
this is unsuccessful, the relevant Cambodia court will decide the differances.

Force Majeurg

The Company shall not be liable to Employee for any failure or defay in performing any of its
obligations under this employment Contract due to any act beyond the reasenable control
of the Company. Such acts inctude, but not limited to, acts of God, fire, Nood, storms, war,
civil unrest, military or police action, Landitry, rints, cxplosions, epidemics, and any other
event or circumstances bevond the reasonable control of the Company:.

There will be an annual review for contracts, normally three months before the anniversary,
for expatriate staff,

The Management reserves the right to make changes and/or amendments without
referonce to staff except to the Board of Directors.

#: Terms pned Comditaons far Cmploy mweat Poge A pf 4 ™ favupry 2007



1.6

Where relating terms and conditions appear in the offer of Contract Appointment and in
this General Terms & Conditicns, the Offer letter will apply.

8 Employee Declaration

I, , have read and fully understood the above terms and conditions for employment do hereby
accept and agree to abide by the said terms and conditions. | also hereby declare as follow:

8.1 The breach of this contract ar any of the foregoing conditions shall render | liable to

8.2

B3

EA

8.5

dismissal by the Company without notice.

I am not addicted to drugs nor have | been eonvicted of any drug or drug-related offence,
nor have | been convicted of any offence involving fraud or dishonesty in amy country.

I am not financially Insolvent.

I fully understand the obligations to prescrve the secrecy of clients” information, and in
particular, | undertake not to give, divulge or reveal information of any kind at any time
whatsoever {whether during my employment or otherwise} which may come to my
knowledge or attention, except to authorized personnel of the Company who is entitled to
receive it or to persons who are entitled to receive the same in accerdance with the laws of
the Kingdom: of Carnbodia.

I confirmed sfl documents and information provided to you, supparting my resume, are brue
and accurate.

1 accept the above tarms and conditions,

Signaturg

MName

Date

MR Termid ond Corditrom for Dmpdoyment Pope £ of 4 T pavwory 2017



NON-MANAGEMENT APPRAISAL FORM

Annual Performance Review

Name

Position

Department

Employment Date

RATINGS SCORE
0. Below expected standards 0-25
1. Meets some, but not all, expected standards 26-~50
2. Meets expected standards 51-75
3. Exceeds expected standards 76 - 100
4, Far exceed expected standards 100 - 120
[ 1. JOB KNOWLEDGE (Max : 60) DESCRIPTION

KNOWLEDGE OF WORK (W : 4)

Own Reviewer’s Understanding completing of all phases of work

Rating: Rating: and related matters as spelled out in Job
description.

REMARKS

INITIATIVE (W : 1)

Ability to ariginate or develop ideas and apply

il Reviewer's skills learned to get thing started.
Rating: Rating:
REMARKS
APPLICATION (W : 1) Ability to apply what is learned to specific jobs and
Own Reviewer's
task,
Rating: Rating:

Pagelof6




REMARKS

QUALITY OF WORK (W :4)

Own Reviewer's Thoroughness, neatness and accuracy of work.
Rating: Rating:
REMARKS

VOLUME OF WORK [W :2)

Cuantity of acceptable work as prescribed to

Cren Reviewer’s
Rating: Rating: them,
REMARKS

LEARNING AND DEVELOPMENT [W':3)

Commitment and enthusiasm to take any training

Own HE\fIIEWErJS for self development.
Rating: Rating:
REMARKS

2. FORTE MUST HAVE'S [Max : 40)

DESCRIPTION

TECHNICAL KNOWLEDGE & SKILL (W : 2)

This area comprises a multiple of competencies.

Own Reviewer's includes the use of specialized knowledge concepts
Rating: Rating: and principlos relevant to the specific work area.
REMARKS

Fage 2 of &




COMMUNICATION {W : 2)

The ability and willingness to communicate outside
and across the organization and share information
as a positive aid to achieve best practice and

Active listening ~ checks what others mean by
giving individual attention, postponing emotion,
advice and judgment, and using questions to
confirm understanding.

The ability to develop direction, self-measurement
tools and a supportive environment through
mentoring, delegation and teamwork which
enable employees to act and apply skills.

Building effective teams = communicates own
vision to inspire tcam members, encourages clear
rales, objectives, tasks and the sharing of
responsibility for improvement,

Entrusts power and authority to those with the
competence, willingness, facts and resources to

perform required tasks.

Own Reviewer’s
Rating: Rating:
. s objectives.
'REMARKS
TEAM WORK (W : 2)
Oown Reviewer’s
Rating: Rating:
'REMARKS

'RESOURCEFULNESS (W : 2)
Own Reviewer's
Raﬂtripg: B Rating:

Ability to do research and seck resources from the
outside organization.

fagelolG



REMARKS

CUSTOMER FOCUS (W ; 2)

A proactive commitment to customer retention

Chwn Reviewer's and attracting quality customers.
Rating: Rating:
REMARKS

3. ACHIEVERMENT [Max 20)

4. MANAGER f HOD'S COMMENTS

Total Score and Performance Rating: {Eil:;jﬂ npprnpr.i.ﬁrating]

0-25%
A
Below

expected
standards

—

26-50
.

Meols some,
but mot all,
oxpacted

standards

S ¥

-~
51-75

—

Moets

expartod
stindards

e

" = - -,
76-100 100- 120
e s L y
Above Far Exgeeds
eupeeted eapected
standards standards
— N/

Fapo d ol




Overall Performance:

Recommendation:
{To prepare employee for another position or if required competency standards have not bean met)

Further p-m_ p?:r;ed learning:

Review Date:

5. EMPLOYEE'S COMMENTS

The joh:

_Prupnsud of training:

ragesof b



Desired carcer path & position:

Employee's Signature: Date:
Reviewer's Signature: Date:
Moderator’s Signature: Date:

Papebol 6




FORTE

INSURANCE

We bulld confidence APPLICATION FOR LEAVE
B 5 7 —
(3 Ty LRSS o ;[ « M 1 [« M Dept:
Application fori.. e Days 1eave From .o Ao s
{ i af dhays ) { Dote } { Date )
Type of Leave Applied
-Leave Entitlement for the year
D Annual Leave (Pro-rated if incomplete year of service
-Leave Already Taken D
D Sick Leave
(Emclosed Medical Certificate fron
panel of our hospitals) -Balance of Leave D
|{Before this application)
D Maternity Leave =No. of days presently applied D
-Balance of leave D
O other:........... (After this application)
Reason:
signature of Applicant
HOD's comment (M. /M5 cerersees wrnsesseene W bt Backing up hisfher
wark).
aApproved f Not approved
Recorded by R o R
Human Resource Dept Signature of HOD

HRF D00 150705 Foge i1 o
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FORTE

Are you ready for the challenge?
Do you wish ta be part of a dynamic team?

108 OPPORTUNITY

Forte Insurance (Cambodia) Plc. is Cambodia’s premier insurance provider,

We are secking motivated and committed individuals to complement our existing
professional and dynamic team with enthusiasm, to help achieve our growth aspirations.
The candidates shall meet the following requirements:

ACCOUNTING OFFICERS (2 Positions)

Requirements

Bachelor or Master Degree in Accounting or Finance and Banking

e lLanguage proficiency in spoken & written English a must.
e Alleast 3 years working experience in financial sector
e Computer literate — MS Applications
e Good communication and interpersonal skills
e Have team spirit and able to work in a cross-cultural environment
e Honest, meliculous and responsible individual
BUSINESS DEVELOPMENT OFFICERS (5 Positions)
Requirements:
* Final year or Bachelor Degree in any related field.
e Language proficiency in spoken & written English a must.
« Experience in Marketing/Sales/Underwriting an advantage.
e Practical working experience in a business driven culture and customer service
oriented atmosphere.
¢ Good understanding of local market, people and culture.
¢ Computer literate = MS Applications.
¢ Good communications and interpersonal skills.
e Strong sense of customer service,
¢ Strong presentation skills,
e Sclf-motivated and result oriented.
e Ability to travel within Cambodia.
CLAIMS OFFICERS (2 Positions)
Requirement:

Bachelor Degree in Law or Civil Engineering, or equivalent work experiences;

Good knowledge of Cambodian Construction Law, contract law and other
repulations;

Be a fast learner and eager to learn new things;

Good command in English language (knowledge of Chinese or Korcan language will
be an advantage);

Good negotiation and inter-persanal skills;

Good communicatian skills;

High integrity and honesty;



s Willing to work in challenging environment and cutside of standard work hours;
» Good computer skills {Ms, Office, internet and email}

CLIENT SUPPORT OFFICERS {7 Positions)
Requirements

o University students, Bachelor Degree in Business, English Communication or any
related field,

s lLanpuage proficiency in spoken English a must.

s languapge proficiency in spoken another languages advantage.

= Compiler literate = M5 Applications.

= Having excellent communication skills.

= Having soft, confident and trustworthy tone,

= Having a clear telephone voice,

s fBeing able to work independently,

= Having a desire to help others.,

= Being flexible and adaptabla,

s Hawving teamwaork skills.

s Being able to deal with all types of people,

CUSTOMER SERVICE OFFICERS [Z Positions)
Requirernents

Fleasant logk.

Experience in custamer service an advantage.

Ability to deal with people in a positive and friendly manner.

A great personality on the telephone an advantage,

Bachelor Degree in any ficld.

Language proficienoy in spoken & written English a must,
Language proficiency in spoken & written Chinese an advantage.
Computer literate — M5 OFFICE.

Good communications and interpersonal skitfs.

& & & & & & & F &

DATA INPUT OFFICERS {5 Positions)
Requirements

Final year or Bachelor Degree in Business Administration or any field,
Language proficienoy in spoken & written English a must,

Language proficicnoy in spoken & written Chinese an advantago.
Computer literate — M5 Applications,

Good communications and interpersonal skills.

SelfF-motivated and result oriented,

i eticulous and a keen eye for details.

Meat in presentation and office work skills.

L I K I B B ]

IT PROGRAMMING DFFICERS (2 Positions)
Requirements

= Bachelor Degree in Computer Science or any related field.



Lanpguage proficiency in spoken & written English a must.

WIS & Reporting of Internal Control & Reporting Audit

Knowledge & experience V8. Net , C++, Cli, ASP.Net, lava

Knowledge & experience SOL 5erver is 2 must

Knowledge of Crystal Reports

Knowledge of Oracle Database is a plus

Create and maintain reports that allow the company to get information on daily
business activities

Perform coding for technical specification

Able to analyze and investigate problems that have been reported by user and
document the results of thelr Investipationds)

Able te perform maintenance of programs and correct defects that have been
identified during tha maintenance process

Investigation and suggestion of solutions Lo problems

RISK SURVEYORS {2 Peositions)

Requirements

-

Final year or university degree in Civil Engincering, Mechanical or Water Resourge
Engineering.

Language proficiency in spoken & written English a must,
A sound knowledge and understanding of trade hazards in relation to Property and
Casualty risks an advantaje, .

Proficient use of computers {(Word, Excel, PowerPoint..).
Strong organizational and analytical skills.

Teamwaork and good communication skills,
Self-motivated and result ariented person.

Ability to travel within Cambodia.

Please forward your detafled resume incfuding o recent photogroph with o cover letier
describing your suitability for the role, coreer ospirptions amd salory expectation to,

Office Address : # Vattonoc Tower, Levell8 No.66 Monivong Bhvd, Sengkat Wat Phrom,

Emaif

Khon Dava Penk, Phaom Penh, Combodia
; humaonresource@forteinsuronce.com

Closing date 1 15™ March 2017, Only shortlisted candidates will be notified.






FORTE

We build confidence

INTERVIEW REPORT

Full Name of Applican:

Positicn Agglicd for:

Appearance:

Personality:

Caonversational Ablity.

Quatficaton: As per appication for employment foem

Experience: As per application tor employment form

Supenvisory Skills:

Presentaton of Views/Arguments:

Friendliness:

Currenl'Previous Salary:

Minimum Satary Expociation:

General:

Writien Refesences Obtamed “YesiNo
Copy of Qualification Obtained
Vesbat References Oblained *Yes/No

WESNO  DRIAIS.ceeeevernrrnnreririiiessssessssssrnsrrnrsrsesnins

Remarks by Infervicwer,

Recommerd lo:
CFmpioy
[Hokd
[CReject

[CJther DeparimentPosition (please indicate):

It employatie:
D N e B R R R B

Notice period to be given 1o
CUTENE EMPIOYOE: (i aianaisia ieigunase ss sasssk s il s sdeaanss des by e
Starting Satary:.....ccoooviieiieeees NSRS
Confirmation SALArY:....ecueeeessseesseressnssssmmmmmmmen

Intervievaod by

Signature Date
Name:
Designabion:

Vesified & Recommended by

Synature Dale

Desmgnation;

Approved by

| A Dato

HRE AR08

Poge 1 011







TERMS AND CONDITIONS FOR EMPLOYMENT

EMPLOYEE'S NAME

ADDRESS

IDENTITYCARD/PASSPORT NO.
JOBTITLE
STARTING SALARY

DATE OF COMMENCEMENT

PROBATION

You will be on probation for two (2} months from your date of employment. A Letter of Confirmation
will b issued Yo you iF you successfully complete your probation.

During your probation, this contract of employment may be terminated by either party giving to the
other one week's notice In writing, or one week's pay in lieu of notice, without giving any reason
whatsoover,

CONDITIONS OF EMPLOYMENT

1. PFerformance of Duties and Conflict of Interest

1.1 You will be required 1o carry out such duties and responsibility as may be assigned to you.
You shall at all times faithfully and diligently attend to these in compliance with policy and
procedures {which may be periodically revised by the Company} and will endeavor, at all
times and to the best of your ability, 1o protect the interests of the company,

1.2 The total warking hours is 48 hours per week masimum,
Warking hours: - &:00am to 5.30pm lrom Monday to Friday
- B:00am to 12000000 on Saturday
= Qne hour lunch break from 12:00n0on to 1:00pm

1.3 ¥ou must not engage in activities outside Forte Insurance {Cambodia) Plc except in
accordance with the following conditions ;

a. Prior written approval was given by the management
b. The cutside activity, whether for financial galn or not, must not runin conflict, in
ary way, with the proper performance of your work.

M Tenms pnd Conditons far Emplopmeal Poge Fof 4 I‘Iamwym:?



1.4 You must not €arry on a private trade or business or by sharing with other person or persons
In connecticn with the Company, the nature of trade or business being identical, similar to
or alike to the trade or business of Lthe Company [nwhich you are emploped.

1.5 You must not during continuance of your employment except by the direction or by the
express approval of the Company, divulge either directly or indirectly to any persons or
company. Company knowledge which may be acquired during the course offincidental ta
your employment concerning the affairs of the Company or its associate companies.

1.6 You must treat the terms of your employment as absolutely confidential and that these
must not be discussed with other members of the stalf,

1.7 You must not misbehave or be guilty of any misconduct,
1.2 You will at any time, whether during or after the termination of this agreement, undertake
at the reasonable request of the Company vo assist in any legal proceedings which may arise

out of your invobsement in the course of the performance of your duties and
responsibillties,

2 Salary
2.1 You will be paid at the end of each month.

2.2 After you have successfully completed your probation, your salary will be increased by USS,
You will be assessed according to work performance, initiatives and dedication.

3 Taxation
3.1 You will be lFable for all local personal income tax on salaries, allowanoes and service
benefits associated with your employment accarding to regulations decreed by the
Government of Cambodia,

4 Leave Entitlement

4.1 Employees on probation are not cligible for any leave. During your probationary poriod,
ahsences for whatever reasons will be deducted from your salany.

4.2 You are entitled to eighteen {18] working days annval leave after you have completed one
year of service. Annual leave shall be taken at such time as shall be convenient to the
Company and department although every effort will be made to accommodate your
request.

4.3 Qur company does not encourage annual [eave Lo be carried forward to subsequent years,
A4 For medical leave, employee must present a certificate from any of the pancl of Company's
hospital. Medical leave not exceeding thirty {30) days per year. Hospitalization leaves not

exceeding sixty (60) days per year. However, this article shall be granted only to employer
who has successfully completed the probation.

MA: Tetrmy end Conditions for Dmgvoprient Poyre 2 of 4 I".I'unuwr 2018



4.5

4.G

For maternity leava, femate employee shall be entitled to a maternity leave of three (3}
mionths. The salany will be paid 50% during this period. Howewer, this article shall be
granted only to female employee having a minimum of one year of uninterrupted service in
the company.

Employee absent from work For more than two () working days without any valid reason or
a medical certificate will be subject to dismissal,

5 Health Benefit

Every confirmed employee is entitled to medical benefits based on the attached policy scheme.

Note: Health benefit covers only work related illness or injury does not include the following:

- Pregnancy and pregnancy related illness, as in miscarriage;
- Dental and optical treatment, unless due to aceident;
- Sexually transmilted diseases, HIV related illngss is not coverad,

6 Termination of Service

6.1

6.2

The period of notice shall be accordance t0 the Cambodian Labor Baw In writing or pay in
liow of notice eithor party.

Dismissal for misconduct, dishonesty wiliful insubardination or the willful breach of the
Company's regulations or instructions or of any of the conditions of your employment in
which case such dismissal may be with or without any period of notice as the Company sees
Mt

7 Gencral Provisions

i1

1.2

1.3

7.4

7.5

Applicable Law.
This Employment Contract shall be governed by and construed in accordance with the laws
of the kingdem of Cambodia.

Any differences between the parties in connection with this Employment Contract shall be
mediated between the parties, If this 15 ueasuccessful, then the parties shall seek
reconciliation in accordance with the Labor Laws of the Eingdom of Cambaodia, In the event
this is unsuccessful, the relevant Cambodia court will decide the differences.

Force Majeurg

The Company shall not be liable to Employee for any failure or defay in performing any of its
obligations under this employment Contract due to any act beyond the reasenable control
of the Company. Such acts inctude, but not lirmited te, acts of God, fire, Nood, storms, war,
civil unrest, military or police action, banditry, rints, cxplosions, epidemics, and any other
event or circumstances beyvond the reasonable control of the Company:.

There will be an annual review for cantracts, normally three months before the anniversary,
for expatriate stafl,

The Management reserves the right to make changes and/or amendments without
referonce to staff except to the Board of Directors.

#: Terms pned Comditans far Employ meat Poge 3pf 4 ,f".llaﬂ-umr:.-' 201F



7.6

Where relating terms and conditions appear in the offer of Contract Appointment and in
this General Terms & Conditicns, the Offer letter will apply.

8 Employee Declaration

I, , have read and fully understood the above terms and conditions for employment do hereby
accept and agree to abide by the said terms and conditions. | also hereby declare as follow:

8.1 The breach of this contract ar any of the foregoing conditions shall render | liable to

8.2

B3

EA

8.5

dismissal by the Company without notice.

I am not addicted to drugs nor have | been eonvicted of any drug or drug-related offence,
nor have | been convicted of any offence involving fraud or dishonesty in amy country.

I am not financially Insolvent.

I fully understand the obligations to prescrve the secrecy of clients” information, and in
particular, | undertake not to give, divulge or reveal information of any kind at any time
whatsoever {whether during my employment or otherwise} which may come to my
knowledge or attention, except to authorized personnel of the Company who is entitled to
receive it or to persons who are entitled to receive the same in accerdance with the laws of
the Kingdom: of Cambodia.

I confirmed sfl documents and information provided to you, supparting my resume, are brue
and accurate.

1 accept the above tarms and conditions,

Signaturg

MName

Date

MR Termid ond Corditrons for Dmpdoy el Pope £ of 4 I pavwory 2017






NON-MANAGEMENT APPRAISAL FORM

Annual Performance Review

Name

Position

Department

Employment Date

RATINGS SCORE
0. Below expected standards 0-25
1. Meets some, but not all, expected standards 26-~50
2. Maeets expected standards 51-75
3. Exceeds expected standards 76 - 100
4, Far exceed expected standards 100 - 120
[ 1. JOB KNOWLEDGE (Max : 60) DESCRIPTION

KNOWLEDGE OF WORK (W : 4)

Own Reviewer’s Understanding completing of all phases of work

Rating: Rating: and related matters as spelled out in Job
description.

REMARKS

INITIATIVE (W : 1)

Ability to originate or develop ideas and apply

Own Reviewer’s skills learned to get thing started.
Rating: Rating:
REMARKS
APPLICATION (W : 1} Ability to apply whal is learned to specific jobs and
own Reviewer's
task,
Rating: Rating:

Pagelofl 6




REMARKS

QUALITY OF WORK (W :4)

Own Reviewer's Thoroughness, neatness and accuracy of work.
Rating: Rating:
REMARKS

VOLUME OF WORK (W :2)

Cantity of acceptable work as prescribed ta

Own Reviewet's
Rating: Rating: them,
REMARKS

LEARNING AND DEVELOPMENT [W:3)

Commitment and enthusiasm to take any training

Own HEVIIEWEFJS for self development.
Rating: Rating:
REMARKS

2. FORTE MUST HAVE'S [Max : 40}

DESCRIPTION

TECHNICAL KNOWLEDGE & SKILL (W : 2)

This area comprises a multiple of competencies.

Owmn Reviewer's includes the use of specialized knowledge concepts
Rating: Rating: and principles relevant to the specific work area.
REMARKS

Page 2 of &




COMMUNICATION (W : 2)

The ability and willingness to communicate outside
and across the organization and share information
as a positive aid to achieve best practice and

Active listening ~ checks what others mean by
giving individual attention, postponing emotion,
advice and judgment, and using questions to
confirm understanding,.

The ability to develop direction, self-measurement
tools and a supportive environment through
mentoring, delegation and teamwork which
enable employees to act and apply skllls.

Building effective teams — communicates own
vision to inspire team members, encourages clear
roles, objectives, tasks and the sharing of
responsibility for improvement,

Entrusts power and authority to those with the
competence, willingness, facts and resources to
perform required tasks.

Own Reviewer’s
Rating: Rating:
& . objectives.
| REMARKS
TEAM WORK (W : 2)
Own Reviewer's
Rating: Rating:
'REMARKS

'RESOURCEFULNESS (W : 2)
Own Reviewer's
Rating: B Rating:

Ability to do research and seek resources from the
outside organization.

fagelolG



REMIARKS

CUSTOMER FOCUS (W : 2)

A proactive commitment to customer retention

Cwn Reviewer's and attracting quality customers.
Rating: Rating:
REMARKS

3. ACHIEVEMENT [Max 20])

4. MANAGER / HOD'S COMMENTS

Total Score and Performance Rating: (Circle appropriate rating)

0-25
.
Below

exprcbed
standards.

—

™y - h
26-50 51-75
\, < . -
Meals some,
but ot all, ¢Mm:::<!
axpocted stmr;:is
standards

76 -100

Above
eupectod
standards

—

100-120

Far Exceeds

capecied
standards

N

N

Fapo d el




Overall Performance:

Recommendation:
{To prepare employee for another position or if required competency standards have not been met)

Further p-m_ p?:r;ed learning:

Review Date:

5. EMPLOYEE'S COMMENTS

The joh:

_Prﬂpomd of training:

ragesof b



Desired carcer path & position:

Employee’s Signature: Date:
Reviewer's Signature: Date:
Moderator’s Signature: Date:

Pagebel 6
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IMNSURAMNCE

We bulld confidence APPLICATION FOR LEAVE
85 7 —
"ﬂme:---ll' L LA LU LRt E L LRy LR Empr Nn: rrrrrrrrrrrrrrrrrrrrrr De pt H
Application fori.. e Days 1eave FrOm .o s D s i
{ i erf efeays ) { Dote } { Date )

Type of Leave Applied

-Leave Entitlement for the year
D Annual Leave {Pro-rated if incomplete year of service

-Leave Already Taken D
D Sick Leave
(Emclosed Medical Certificate fron
panel of our hospitals) -Balance of Leave D

|{Before this application)
D Maternity Leave Mg, of days presently applied D

-Balance of leave D
O others ... (After this application)
Reason:
signature of Applicant

HOD's comment (M. M5 rernnneen Wl b backing up hisfher
wark).
aApproved f Not approved

Recorded by R e R
Human Resource Dept Signature of HOD

HRF D00 180705 Foge i1 o
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