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Job Requisition Form

Page 1 of 2

Job Requisition Form

The information collected is intended to facilitate administration during the recruitment process including team
engagement, our internal documentation and filing. Thus, please fill in only the relevant sections and attach

your job descriptions and division briefings when you send this back to EEO-HRS team!

Details of Job Requisitions ‘

[ ]Internal Division:
Requested by:

[ ] External Client Name:
Position Title
Job Grading

Number of Positions

Confidential

|:| Yes

|:|No

Job Description

|:| Yes

|:|No

Budget for Job Announcement

|:| Yes

|:|No

Preferred Announcement
Channels

[ ] cambodia Daily
[ ] Phnom Penh Post

[ ] Koh Santepheap
[ ] Reaksmey Kampuchea

[ ] Free Websites

[ ] Internal Job
Board

Please specify

Expected starting Date

Rec Restarting Date

(For reasons such as candidate reject
offer, or fail in reference check..)

Requested By

Approved By

Received the Form by EEO

Name:
Date: oo/ voevis [,

Name:
Date: ......

o -
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Recruitment Process Check-List

Recruitment Process Check List ‘

JD Received | [ ] [] Y S D Filling [] [] /..../
Yes No Yes No
Job Posting [] [] Y S Job Posting [] o]
Yes No Yes No
Client 1* [] [] IS . Client 1° [] [] ot
1t Interview Yes No nd Interview Yes No
Process | client 2n |:| |:| T A Process | client 2" |:| |:| /..../
Interview Yes No Interview Yes No
Client 3 H - Client 3" [] [] o] o] o
Interview Yes No Interview Yes No
Reference |:| |:| R A Reference |:| |:| N A
Check Yes No Check Yes No

Employment Process ‘

REC Completing Date

Offering Date [ ] Accept [ ] Reject

Actual Start Date

Employee Name

Supported Documents
Contract | Insurance Payroll List | Employee File
Employment Check List ID Card | Photo | Certificate

[] [] 1| O [] [] []

EEO Finance Payroll Finance Employee Filling

Name: Name: Name:
Date: oo/ vvevis [, Date: ....... [ e Y Date: ......./ ... YA







Job Description Template

HRS Team

Page 1 of 1

Save the file as

CompanyDivision_JobTitle_(v01)_Your initial
e.g. HRINCOUT OpsManager_(v01) SDA

Company Briefing This should be a standard clear description of the company and it’s total activities and express
that the company is expanding... i.e. xxx is expanding operations and looking to recruit dynamic
people to contribute to our growth and regional operations. Please confirm all these
descriptions with MD before using anything

Role/Job Title Specific position

Division: Please make sure we always articulate as follows for divisions

Reporting to: Manager in charge of the position

Career Path: Positions can promoted to

Number of Positions:

Actual number of posts needed

Duty Location:

Workplace location

Role Briefing

Starts with a description of the division, again make clear descriptions for each department
and check with the MD before using them.... HRINC Outsourcing is Cambodia’s leading
provider of HR outsourcing services to Cambodia. We work with the world’s leading brand
names and clients and manage a workforce that is deployed across the country.

Summary of the position captures in a few lines what the position does: We are looking for an
operations manager with a strong financial background who can manage a wide range of
different contracts and staffing. While you will not be implementing projects per say, the
position is key management position in providing support to team members in delivery of
services and as such requires exceptional interpersonal skills and operations experience.

What the position
does

This will describe the details of the position and always have Other as required. Try group
things so it is not a long brainstormed list. Here are examples of brainstormed lists:
Service requirements / Client Requirements

Training and Communication

Supporting Services to the Office

Other.

Personal
characteristics

Please define the structure of personal and soft skills traits which must include language skills
we look for

Education and
Experience
Qualifications

This section summarises education, and preferred years of experience in which industry or type
of work....

Education
Experience
Computer skills

Interview process

The process the candidate will go through

Salary range

A range of salary must be inserted plus standard company benefits program will apply

Deadline for Specific date
applications
Contact person Contact email, person and number

Visit our office

Address of the company

Working
arrangements &
hours

This is for particular details. For example:
This is a full time job. This is a part time job. This is shift work etc. etc. Hours per week, etc.







HRING. Cambodia

HRINC Internal Recruitment Policy

Table of Content

Introduction to the policy

We aim to recruit and retain the best staff to enable us to deliver our extra-ordinary services for our internal and
external clients. Our policy is to ensure that recruitment and selection decisions are based on the ability of the
applicant to meet the requirements of the job description, person specification and any other relevant criteria. All
applicants and employees will be treated fairly and according to this policy and procedure.

This procedure supports the implementation of HRINC’s recruitment policy. The procedure intends to outline clear
processes and the division of responsibility for the operation of recruitment exercises in the company.

Scope

The procedures apply to all vacancies of all departments of HRINC Group for its growing human resource demand.
These procedures do not apply to the appointment of any new massive recruitment for a specific project of HRINC. A
specific procedures as per the actual nature of the massive recruitment project will apply.

Recruitment Plan & Job Order

This recruitment plan reflects on the full year staffing plan and specifically focus on each time there is a new

vacancy.
1. Sourcing Strategy
2. Advertising Budget and Channels
3. Recruitment Timeline for some key process such as interview and starting date
4. Job Vacancy Information

a. # ofvacancy
b. Job Descriptions
c. Person Specification and Selection Criteria

Sourcing Process

Implement the sourcing strategy in the most effective and innovative way to attract the top talented candidates.

HRINC (Cambodia) Co., Ltd
Head Office: #10, Oknha Pich Avenue (St. 242), Sangkat Chaktomuk, Khan Daun Penh, Phnom Penh, Cambodia
Mailing Address: GPO Box 1560, Phnom Penh, Cambodia
Contact: +855 (23) 211437 =< hrinc@hrinc.com.kh 2 www.hrinc.com.kh
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Screening Process

Screening

Screening CV application based on key selection criteria, which cover the following criteria most of the time:

Education
Experience
Relevant Skills
Languages

Salary Expectation

S o

Other requirements by specific position

Shortlisting

Shortlist Summary/Matrix

Feedback to shortlisted applicants

Interview scheduling

Documents Requesting to bring during interview date (ID, Family Book, Study Record/Certificate, Driving
License if applicable, and other required documents as required by the position)

B W =

First Round Interview

1. Fillin Application Form
e General Questions
e Declaration of Candidates for Non-Criminal Charge
2. HR Services Team conducts first round interview
3. HR Services Team produces the interview result summary to send to the hiring division

Testing Process

1. Testing Questionnaire
2. Testing Process
3. Testing Result & Report to hiring division

Second and/or Final Round Interview

Interview Scheduling

Requesting Hiring Division Manager to Interview

Managing Director to Interview (if required according to the position level)
Final Decision from Managers and/or Managing Director

B W N

Reference Check

1. Reference Check Form (Template)
2. HR Services Team Conducts Reference Check

Private and Confidential.
Internal Reference: HRINC_Recpolicy_Highlevel Tableofcontent_(V01)_SSK Initial Here:
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Page 3 of 3

Offering Process

1.

HR Services Confirms to Selected Candidates

Confirm to be hire/not hire

Confirm on salary

Confirm on starting date

How to confirm (by email or phone call)

HR Services on behalf of the Hiring Division Manager

Negotiate salary and benefits

Negotiate starting date and confirm

Negotiate other employment conditions

HR Services prepare and send Draft Offering Letter
Final Offering Letter and Sign

Employment Process

1.

w

Issuing Employment Contract

Contract
Confidentiality Agreement

Sign Employment Contract
Filling Staff Information

Fulfil Requirement (such as opening bank account, go to health department)

Logistic for Employment Commencement

1.

2.
3.
4

Insurance Coverage

Business Tool Arrangement (Business Card, Desk, IT equipment, supplies ...)
Compliance Process (inform operation team to process compliance)
Filing for Accounting Department (inform accounting department for payroll and NSSF purpose)

Induction Program

1.
2.

Conduct Induction for New Staff (can be cooperated with relevant department for example accounting)

Introduction to Office

By Email (before starting)
Face to Face (when starting)

Private and Confidential.

Internal Reference: HRINC_Recpolicy_Highlevel Tableofcontent_(V01)_SSK

Initial Here:







HRINC Application Form

S -~ HRINC charge no application fees to candidates
. CambOdia PRIVATE AND CONFIDENTIAL

HRING

1. PERSONAL DETAILS:

Full Name: What name can we call you?
Date of Birth: Place of Birth:
Nationality: Sex: Male []  Female []
Marital Status: Do you have any dependents? Yes [] No [
If “YES”, give the following information:
Name Age Relationship Occupation
1.
2.
3.
4,

2. CONTACT DETAILS:

Home Address or Contact Address:

Home Phone Number: Mobile Number:
Work Number: Can we call you at work? Yes [ No [
Email Address: Is this email address private? Yes [] No []

Please list a private email address if you have one:

Any Other Contact Details (friend / husband / wife):

3. WHAT POSITIONS ARE YOU APPLYING FOR:

Accounting [0  Administration O Auditing O Customer Service O
Management [0 Marketing | Public Relations [] Research |
Sales [0  Secretary O Teacher O Training O
Translator O T ] Engineer ] Human Resource ]
Medical [] Finance ] Consulting O Laws or legal O
Other: (please specify)

4. CURRENT/LAST JOB:
Current Position: Current Company:
How long have you been in your current position?
Current Net Salary: US$ Expect New Salary: US$

Reason of Leaving from this current job:

Benefits — do you get the following benefits?

Telephone allowance: Yes [ No [ Amount US$
Medical Aid: Yes [] No [ Amount US$
Liability Insurance: Yes [] No [ Amount US$
Bonus — 13" month cheque: Yes [J] No [ Amount US$
Petrol Allowance: Yes [ No [ Amount US$
Yearly Increase Yes [J] No [ Amount US$
Other Allowance: Please detalil Amount US$

HRINC (Cambodia) Co., Ltd.
Address: House #10, Oknha Peich Avenue (Street 242), Sangkat Chaktomuk, Khan Daun Penh, Phnom Penh, Cambodia
Mailing Address: GPO Box 1560, Phnom Penh, Cambodia Tel: +855 (23) 211437 Email: hrinc@hrinc.com.kh
Website: www.hrinc.com.kh
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HRING. Cambodia

5. PREVIOUS JOB:

1. Have you ever had a fraud or misconduct at your previous employments?

Yeq ] No[]

If yes, please specify the reason and result:

2. Have you ever been dismissed from your previous employments?

Yes] No[] If yes, please specify:
6. TRAVELLING:
Do you have a drivers licence? Yes [1 No ]
Do you have a car or moto? Car [0 M™oto [
Do you have a valid passport? Yes 1 No O

7. Tick all the provinces you are willing to work in:

All or Any [1] BanteyMeanchey [ Kratie ] Kampong Cham [
Kampong Chhnang [0 Kampong Speu [1 Kampong Thom [] Kampot ]
Kandal [1 KohKong [1 Mondol Kiri ] Po Sat ]
Prey Veng [0 Rattanakiri [1 PrahVihea ] Steng Treng ]
Svay Rieng [] Takeo [] Other ] ]

8. Tick all the towns you are willing to work in:
Battambang Il Kep Il Pailin Il
Phnom Penh [l Siem Riep [l Sihanoukville [l

9. WHAT LANGUAGES DO YOU SPEAK?

Command/Language Speaking Reading Listening Writing
Khmer (Mother Tongue) Excellent Excellent Excellent
English
French
Chinese

Other: Please list

o Excellent: Excellentis only awarded if a language is a first language
« Above Average: High level of proficiency in their language skills — reading, writing, listening, listening
e Good: Good command of communication skills and do not struggle to express yourself

e Fair: Fair use of language, understand most things however struggles to express yourself/

e Poor: Struggles to understand and express yourself.

10. WHAT COMPUTER PROGRAMMES CAN YOU WORK ON? Tick the relevant boxes.

Computer Beginner | Intermediate | Advanced Computer Beginner | Intermediate | Advanced
Programme Level Level Level Programme Level Level Level
GENERAL: DESIGN
PROGRAMMES:
Microsoft Word Adobe Photoshop

Microsoft Excel

Adobe lllustrator

Microsoft Access Corel Draw

Microsoft Adobe Acrobat

PowerPoint Write

Microsoft Publisher Visio

Microsoft Project Photo Express
Operating a
Scanner

INTERNET: PROGRAMMING

Internet Research VB

and navigation

Outlook: Diary/Email VBA

Lotus Notes ©

Microsoft Front Page Java
JavaScript

PRIVATE AND CONFIDENTIAL

HRINC Application Form_2013SSK
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ACCOUNTING HTML/XHTML
PROGRAMMES:

Peachtree PHP

QuickBooks ASP

MYOB JSP

SAARI

Exact System

Sun System

Micro Finance

NETWORKING: OTHERS:

Win9x/Win2k

Linux

MDaemon mail
Server

Kerio WinRoute

DNS server

DHCP server

Proxy Server

ISA server

1IS Web Server

Apache Web Server

MySQL Server

ORACLE

11. HOW DID YOU FIND OUT ABOUT HRINC? Tick the relevant box (es).

Cambodia Daily [ Friend [ Phnom Penh Post [ Internet [

Other (please specify)

Thank you for your time and coming to visit us.
We look forward to working with you and providing you with the best employment service and career development
advice we can. If you have any questions, please feel free to ask us at any point.

Please attach this form with the completed application form and your CV to one of our recruitment
consultant.
A) YOUR OBLIGATION TO HRINC:

1. If HRINC refers you to a client, and the client/company/organisation contacts you or offers you a job within a 12-month period from your time
of interview or referral, you hereby agree to inform HRINC of your interview or placement.

2. By signing this form, you agree that all information supplied is true and correct at the time of filling out the form.

3. You agree to disclose to HRINC all necessary information to ensure an open and honest recruitment process. This includes reasons for
wanting to change jobs, a list of your references should HRINC need to get additional information before placing you in another
institution/company, salary information etc.

B) OUR OBLIGATION TO YOU:

1. HRINC does not guarantee placements but will endeavour to assist you as much as possible in finding a position that is suitable to your
needs according to the information provided by you in this application form and interview process.

2. HRINC does not charge fees to its applicants — we are a service provider, and will try our best to fulfil your current career needs.
3. HRINC reserves the right to disclose current salary and employment information to HRINC clients.

4. HRINC guarantees that your application will be kept confidential at all times. We will notify you before we forward your details to a client.
Should you be unavailable or un-contactable at any time, HRINC will use its discretion in forwarding your details to a client.

Signature Date

PRIVATE AND CONFIDENTIAL HRINC Application Form_2013SSK






Entry level Interviews: Interview Assessment

Candidate Assessment Sheet

Candidate name

Position applying for

Interviewer
1. Total Score on assessment areas Percentage
2. Total score on Qualities Percentage
3. Total Score on Interview Percentage
4. Testing Score if Relevant Percentage
5. Final result Hire[_] Refer[ ]
Summary of Interview
6. | Recommend to hire for the position being interviewed
1 | 2 3 4 5 6 7 8 9 10
Absolutely no Absolutely Yes
7. | Recommend to hire for a different position
1 2 3 4 5 6 7 8 9 10
Absolutely no Absolutely Yes
s. Are salary expectations in line with the budget?
1 2 3 4 5 6 7 8 9 10
Absolutely no Absolutely Yes
9. | Isthe candidate a potential HRINC Superstar?
1 | 2 3 4 5 6 7 8 9 | 10
Absolutely no Absolutely Yes
10. | How quickly is the candidate going to add value for the position we are hiring for

1 I

3 4

5

6

7 8

9 | 10

Absolutely Never

Immediately

How long will it take for the candidate to get up to speed and other important factors to highlight?




Entry level Interviews: Interview Assessment

Key areas we assess for the entry level position

1. | Motivation and goal-driven

1 | 2 | 3 | 4 | s | e | 7 | 8 10
5. | Ability to multi task and creative thinking
1 | 2 | 3 | 4 | s | e | 7 | 8 10
3. | Technical Skills and Administrative skills
1 | 2 | 3 | a4 | s | 6 | 7 ] s 10
a. | Problem Solving skills and customer service
1 | 2 | 3 | a4 | s | 6 | 7 | s 10
5. Communication and team playing Skills: Teamwork, Managing manager, Approachable
1 | 2 | 3 | a4 | s5 | 6 7 | 8 10
Enter score for each one and then average
Teamwork and collaboration
Managing Manager
Approachable
6.
Total Score Out of 50 Percentage

Please write comments for each area down here and indicate question number




Entry level Interviews: Interview Assessment

Qualities we look for in the Entry Level Position

1.

Client ready, mature, professional

1 | 2 | 3 | a4 | s | 6 | 7 | 10
». | Disciplined, attention to detail

1 | 2 | 3 | a4 | s | 6 | 7 | 10
3. Structured thinking and approach to work and problem solving

1 | 2 | 3 [ a4 | s | 6 | 7 ] 10
a. | Ethical and transparent

1 | 2 | 3 | a4 | s | 6 | 7 | 10
5. Administrative technical skills in area of work (laws, processes, etc)

1 | 2 | 3 | a4 | s 6 | 7 | 10
6. Demonstrated ability to solve problems and adapt to change

1 | 2 | 3 | 4 | s 6 | 7 ] 10
7. Ability to obtain feedback, follow up and be a team player

1 | 2 | 3 | 4 | s | 6 | 7 | 10
s. Ability to ask questions, leverage management and others’ support

1 | 2 | 3 4 | s | s 7 | 10
> Total Score Out of 50 Percentage

Please write comments for each area down here and indicate question number




Entry level Interviews: Interview Assessment

Interview Assessment

Will need training Me—?t“o—b Over Qualified
requirement
Q1 1 2 3 4 5 6 7 8 9 10
Q2 1 2 3 4 5 6 7 8 9 10
Q3 1 2 3 4 5 6 7 8 9 10
Q4 1 2 3 4 5 6 7 8 9 10
Q5 1 2 3 4 5 6 7 8 9 10
Q6 1 2 3 4 5 6 7 8 9 10
Q7 1 2 3 4 5 6 7 8 9 10
Q8 1 2 3 4 5 6 7 8 9 10
Q9 1 2 3 4 5 6 7 8 9 10
Q10 1 2 3 4 5 6 7 8 9 10
Qi1 1 2 3 4 5 6 7 8 9 10
Q12 1 2 3 4 5 6 7 8 9 10
Qi3 1 2 3 4 5 6 7 8 9 10
Qi4 1 2 3 4 5 6 7 8 9 10
Q15 1 2 3 4 5 6 7 8 9 10
Ql6 1 2 3 4 5 6 7 8 9 10
Q17 1 2 3 4 5 6 7 8 9 10
Q18 1 2 3 4 5 6 7 8 9 10
Q19 1 2 3 4 5 6 7 8 9 10
Q20 1 2 3 4 5 6 7 8 9 10
Total Score Percentage
Strengths Weaknesses

Other key positives and negatives from the interview

Positives Negatives / Concerns

Please describe the personality of the candidate or
whom they remind you of?

Please attach your interview notes for each question to this evaluation so that it can be reviewed in the final selection






Private and Confidential: Reference Checking Form Page 1 of 3

Thank you for taking the time to fill out this reference checking form. The feedback that is provided is held
in strictest confidence and forms part of a final evaluation of the HRINC recruitment process for the
candidate listed below. No part of this form will be shared or divulged by HRINC with any third party except
for the client whom we are recruiting for.

We appreciate your frank and honest feedback on the performance and characteristics of the candidate. If
you have any further questions, please contact the recruitment consultant who is listed in the table below.

The reference check is a standard part of our recruitment process to ensure that our evaluations and
information collected and received throughout our recruitment process has been accurate and reflective of
the candidate in question. We appreciate the time taken to fill out the evaluation. Thank you!

If you have any particular or sensitive feedback you would like to discuss with our managing director, please
do not hesitate to inform the Recruitment Contact below who will facilitate a meeting or discussion with
you.

Candidate Details HRINC to fill out

Candidate Name Click here to enter text.

Current position applying for | Click here to enter text.

Industry Click here to enter text.

Recruitment Contact Person

Click here to enter text.

Recruitment Contact Email

Click here to enter text.

Recruitment Contact Phone

Click here to enter text.

Referee Details

Referee to fill out

Full Name

Click here to enter text.

Current position

Click here to enter text.

Company

Click here to enter text.

Relationship with candidate

Contact Number

Click here to enter text.

Contact Email

Click here to enter text.

Date of Filling out Reference

Click here to enter text.

Questions related to candidate position your company: Referee to fill out

Dates of Employment

From:

To: Click here to enter text.

Reason for leaving

Click here to enter text.

Last Position held at your
company

Click here to enter text.

HRINC. Cambodia

This document has been developed by HRINC (Cambodia) Co. ,Ltd for our client and may not be reproduced or shared with a third party
without explicit written permission of HRINC. Please contact hrinc@hrinc.com.kh if you require assistance with reference checks.

www.hrinc.com.kh

REF: HRINCGroupHRS_Reference-Check_Template.docx
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http://www.hrinc.com.kh/

Private and Confidential: Reference Checking Form Page 2 of 3

Relationships: Referee to fill out

1. How well did the candidate get along with her colleagues and managers internally within the office?

Click here to enter text.

2. How well did the candidate get along with clients and how did company clients perceive the
candidate?

Click here to enter text.

3. Is the candidate effective at building and fostering relationships to get the job done? Please
describe the seniority of the relationships the candidate is able to engage in e.g. senior executives,
midlevel managers/professionals etc.

Click here to enter text.

Problem Solving and Judgment: Referee to fill out

4. Please describe the candidate’s ability to solve challenges in the workplace and ability to make
appropriate decisions within the context of the position they held?

Click here to enter text.

5. Is the candidate able to work independently when necessary and engage management inputs when
appropriate?

Click here to enter text.

6. Is the candidate able to internalize constructive feedback from management and colleagues to solve
challenges in the workplace effectively?

Click here to enter text.

Management Style : Referee to fill out

7. Is the candidate effective in managing their time effectively and able to prioritize work needs
effectively to meet deadlines?

Click here to enter text.

8. Is the candidate able to effectively manage and motivate their team and mobilize them to reach
targets?

Click here to enter text.

9. What style of supervision did you find to be most effective from management towards him/her and
how well does he/she receive feedback?

Click here to enter text.

10. Is the candidate able to follow company rules and regulations effectively and make appropriate
judgments’ and decisions for his/her team in order to achieve goals?

Click here to enter text.

11. Please describe the candidates’ ability to prioritize work and their ability to handle tight deadlines,
competing priorities and work under pressure?

Click here to enter text.

12. How would you describe the candidates’ values and ethics?

Click here to enter text.

HRInc. Cambodia

This document has been developed by HRINC (Cambodia) Co. ,Ltd for our client and may not be reproduced or shared with a third party
without explicit written permission of HRINC. Please contact hrinc@hrinc.com.kh if you require assistance with reference checks.
www.hrinc.com.kh

REF: HRINCGroupHRS_Reference-Check_Template.docx



mailto:hrinc@hrinc.com.kh
http://www.hrinc.com.kh/

General: Referee to fill out

13. Based on the candidates’ time with your firm, please describe areas of improvement?

Click here to enter text.

14. Would you re-hire the candidate again, if given the opportunity?

Click here to enter text.

15. Please rank your views on the candidate given their
position and employment in your firm?Referee to fill
out

Very
poor

Poor

-n
!
=

Good

Excellent

i. General professionalism: dress, behavior, rapport with
colleagues

[

[

[

[

[

ii. Sets a good example to others

iii. Ability to build strong relationships

iv. Ethical and upholds strong work values

v. An excellent work colleague and mentor who shares
knowledge and experience with others

vi. Arole model

vii. Use of computers and technology

viii. Ability to balance work and personal life

ix. Ability to lead and make the right decisions

x. Takes initiative

xi. Escalates work challenges effectively and appropriately
to management

xii. Accountability for work

O A I O

xiii. Accountability for team

1

O A I O

1

O A I O

16. Is there anything else that you would like to add or believe that we should know before hiring

him/her?Referee to fill out

Click here to enter text.
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Fixed Duration Contract

Employment Name

Employment Contract Internal Reference: FDCYEarmonthdate-Dept3letters-FamilynameName
Issue Date dd-mmmm-yyyy
Primary location of work Province/Division, Country

HRINC (Cambodia) Co., Ltd
Head Office: #10, Oknha Pich Avenue (St. 242), Sangkat Chaktomuk, Khan Daun Penh, Phnom Penh, Cambodia
Mailing Address: GPO Box 1560, Phnom Penh, Cambodia
Contact: +855 (23) 211437 =< hrinc@hrinc.com.kh 2 www.hrinc.com.kh




HRING. Cambodia

This agreement is made on {<<day, month, year>>} by and between HRINC (Cambodia) Co., Ltd (hereinafter referred
to as "HRINC") and {Full name of employee e.g: Mr. HEM Tola} with Identification Number: xxxxxxxx (Birth certificate
/ ID Card / Passport) issued on {<<day, month, year>>} (hereinafter referred to as "The Employee").

Whereby the employee and HRINC hereby agree to the following:

1. Position and Employment Date

HRINC hereby agrees to employ the Employee as follows:

Position Title {Insert Position Title}
Reporting to {Insert company representative}
Starting Date {Insert date e.g: 1 July 2013}
Estimated end date of contract {Insert date e.g: 1 July 2014}
Probation period 3 (three) months

2. Roles and Responsibilities

3. Remuneration Structure

4. Salary Reviews and Taxes

5. Labour Compliance

6. Insurance, Medical and Health Coverage

7. Leave Allowances

8. Work Related Expenses

9. Outside/Additional Employment

Jury
(=}

. Work Rules and Regulations

[y
[N

. Termination of Employment Contract

[y
[\S)

. Confidentiality

[y
w

. Non-Compete

14. Governing Law

IN WITNESS WHEREOF, the parties have hereupon signed this Agreement in acknowledgement that they fully
understand the terms and contents.

For and on behalf of HRINC (Cambodia) Co., Ltd For and on behalf of the employee
Please sign and company stamp Please sign in the space provided
<<Family name, Given Name>> <<Family name, Given Name>>

Group Employee Engagement Manager

Date: Date:

Private and Confidential.
Internal Reference: Hrincdept_FDC_Familynamename_Final Template.Docx Initial Here:




HRINC. Cambodia

Un-Fixed Duration Contract

Employee Name

Contract Reference Number UDCYearmonthdate-Dept3letters-FAMILYNAMEName
Issue date dd-mmmm-yyyy
Primary location of work Province/Division, Country

HRINC (Cambodia) Co., Ltd
Head Office: #10, Oknha Pich Avenue (St. 242), Sangkat Chaktomuk, Khan Daun Penh, Phnom Penh, Cambodia
Mailing Address: GPO Box 1560, Phnom Penh, Cambodia
Contact: +855 (23) 211437 =2 HRINC@HRINC.com.kh 2 www.HRINC.com.kh




HRING. Cambodia

This agreement is made on {<<day, month, year>>} by and between HRINC (Cambodia) Co., Ltd (hereinafter referred to as
"HRINC") and {Full name of employee e.g: Mr. HEM Tola} with Identification number xxxxxxxx (Birth certificate / ID Card /
Passport) issued on {<<day, month, year>>} (hereinafter referred to as "The Employee")

1.

Whereby the employee and HRINC hereby agree to the following:

Position and Employment Date

HRINC hereby agrees to employ the Employee as follows:

Position Title
Reporting to
Starting Date

Probation period

uioa

10.
11.
12.
13.
14.

15.

Roles and Responsibilities
Remuneration Structure

Salary Reviews and Taxes

Working Hours

Labour Compliance

Social Security, Health and Medical Coverage
Leave Allowances

Work Related Expenses
Outside/Additional Employment
Work Rules and Regulations
Termination of Employment Contract
Confidentiality

Non-Compete

Governing Law

3 (three) months

{Insert Position Title}
{Insert company representative}

{Insert date e.g: 1 June 2017}

IN WITNESS WHEREOF, the parties have hereupon signed this Agreement in acknowledgement that they fully understand the
terms and contents.

For and on behalf of HRINC (Cambodia) Co., Ltd

Please sign and company stamp

<<Family name, Given Name>>

Group Employee Engagement Manager

Date of Signature:

For and on behalf of the employee

Please sign in the space provided

<<Family name, Given Name>>

Date of Signature:

Private and Confidential.

Internal Reference: Hrincdept_ UDC_Familynamename_FINAL Template.Docx Initial Here:







H{BCHRNIENSIENS

2

o o [ o

i3
SERSISNIEIS B5CT RSB H BB

58355953% HRINC (Cambodia) Co.Ltd
ningme miafagiagiapipniafdinimiiaiayginiual iy
118 HRINC (Cambodia) Co.Ltd IG:EJBIANA INAYS HASIH AN SAMWINUENS
AIGIURSIANAHA I Y] W SIA N /NN §ERImys

A, yugrsein M gmpﬁiifﬁ UM GISWARIURIHA

2. yu R EIUISHISIFRGANG( e ) MM I M esHA
ginn ¢ nNANSIHUMSEINWINA INAKS HASIH AN Aimsinpgam
AT W AN AT ANIANIES : g pim i anh s Rpanignitatam:

H{SSRERNS 3

NS TUANS{RTUEIASE . (e HAIGEUHIEUS 9).eeeeei

Ll eyt [] bhammoml  [] monmimém) [ ] mb@icog

(] mdegiicog

m. Al ATUjEe

L] nmumagy [ mdgu [ vignuipm [ ] uianug [ ssudnha [ uaha
. IfgAggrundmsimifpmedtfeuiuugiamuit:§?

(] migmagmyannn | mwngdnursinedis [ Wwigggipwiony
L omwgaimans L inngidsaad [ i e

G. g Am SIS mIs g uMmAiuIRYE S ?

Cmtined [ Jungy [ daund [ IR ...



S
an
o
G
[p]
C? -
3
ha}])
S
@
n:l?
3:13 )
Do
]

aU:LﬁmmmaLnﬁtﬁ HiyIg?

2

n

IAHAGUUIEMINIAN{AEU]S HRINC (Cambodia) It ANIAME?
] mmEafamuns [ mAmgiggiges [ sgimamiing
| shmsusinund T P
a. thgedtnnhiu A gIgMSuALh wiuam?
L] ohwmafomandyl L ehwmifiggans: [ ihwmagigedinni
1 tnnsiiygeiagaan L] g
8. IR U {HUHAWNWINAMIGT GImsiwin uisMIigUni o SHSIUHNSYSIN U
MU S?
] s ] nym (] ey
90. iiann:Agmi msmeiminnai{masismin S IFdnsugnsysInm
IFMIIN U STHIyIe?

msinnsi ] 8smsinns

IRHATMSE

nmagimissmauSisninatn?

o

U BRI [ miesa ] eGesfm

al

JRHARINSIA SN G EIYG2(GISWMGING N 9)

o o
o [ o [J.
©

] (peiapowmasd [ wwesuganiugu [ missyesSiduSsms
igien [ missmesSidumsigmnga [ misgyesSthipy

L misgpesSidrumsugan:meiin

<

am. [ﬁﬁ}ﬂﬂimﬁ[[ﬁs‘fuﬂjnﬂ,ﬂ AgMIfdHIidsS ﬁjiﬁﬂj[ijnﬁSmﬂjmﬁiﬁjmﬁjS[Eﬂ

<

al J

siensiglinigg:ini? (IS wm GG ail9)

Q

L] efdenSamins [ thesgs [ dswmuigaress [ 409
9G. thgagumamitimegg g anagin Uil auieg? (GISWEGING N 9)

magrsansdugrel [ meginitsim (] megiugriauEan:

BRUNTLIEIN ] megreasaniasan sy ] om

]



|| Bsws L] wisgiwmsiimuius:g)

9b. upbimsgamamiugius Samifimassiiw ifpudisfagaininsis
m§ﬁmﬁn’;mgﬁsgmw:mmmiiﬁ%

L] 9-&ig [ ] w9-90iy [ ] 99-9813 [ UWItISs .

90, upUApimsIfiniaeguuimanigaivdls AgnmsIGAguspmn;
mywnuyisynn:

L] ws | §sws

96, BU{HIUAG I SNMIANII SHISIU N TGS

L] ete [laie  [Jog [ ] ywithiliSs ..

98. rupuyn nmBpsim:iGan agismir IR iy oRIsSRE ] st
UIg2IMs§? (puineuin §a SHadnnunHuESHASINIMY)S

................................................................................................................................................. 1

vgme ayuigadnnmanuhaghgsimema Iaps A agn
fnrumsdnmunnianimenly ghmigujEIfwsinphainn Shmsgindms
RSN SINURTTREMe  SheyugsnuRMWHANNH MU §ingni

@RySwmMidl @ nn: e nou: wladmmminipavehwhad wiEtmi
fig Su{punmnn
PBJHHIF AN

v

TR K (B BB (3



	ឯកសារសៀវភៅជាភាសាខ្មែរ
	ឯកសារសៀវភៅជាភាសាអង់គ្លេស
	ឧបសម្ព័ន្ធទាំងអស់
	
	9.pdf
	HRINCDept_FDC_FAMILYNAMEName_Final Template
	HRINCDept_UDC_FamilyNameName_FINAL Template






