

23 February 2011

Dunia
XXX straße 17
80XXX München

Tel.: 089 / XX XX XX XX 


Dear Dunia,


Re: XXX  Corp Munich Artwork Commercialization Process Leader 
Further to your recent interview I am pleased to offer you the position of ACPL on the XXX  Corp account based in Munich.  As discussed, if you accept you will report directly to the AAA  CORP  Manager,  xxxx 


Effective start date		                               March 2011
Commencement salary	€42,000 per annum
Place of Work			XXX  Corp Munich Office in (location)
Contract hours			38.5 hours per week
Starting time			8.30 or 9.00 Monday to Friday 
Annual paid holiday		25 days per annum 
Probationary period	 	6 months

You will be required to travel to the UK (Town) studio for additional training at a later date. Accommodation and meals will be arranged and paid for you on this trip. This date is yet to be confirmed

Remuneration
Your salary will be €42,000 per annum paid in equal monthly installments on the 28th of each month or earlier working day. Your normal hours of work will be 38.5 hours per week, Monday to Friday, starting at 
8.30am or 9.00am with a half hour break for lunch and finishing at 5.00pm or 5.30pm. Please note, at times you may be expected to work additional hours in line with the needs of the business. 

Additional Payments
· Holiday Bonus in June and November, payable after 6 months of continuous employment.
· You will receive a supplement of 1.5% of base Salary after 9 months continuous service, and a final supplement of 1.5% of base salary at 12 months continuous service.

Salary Improvement Opportunities
As an onsite employee of AAA  CORP you will have an opportunity to improve your salary scale by achieving certain thresholds of performance. The “success criteria” of these thresholds will be based on the successful achievements in the following:

a) Project Management Skills
b) Technical Proficiency
c) Teamwork
Your success in the above areas will be determined from feedback from your internal clients, client management and your immediate manager. The specific salary improvements and timing will be discussed upon you beginning employment with AAA  CORP.

Expenses
The company will reimburse you for all out of pocket expenses incurred whilst carrying out company business activities and which are correctly vouched for. 

Holiday Entitlement
The annual holiday entitlement is twenty five days per year plus public holidays, and your holidays will be taken at times convenient to the company but as far as possible your wishes in regard to timing will be observed.  The company’s holiday year runs from January 1st to December 31st, paid holidays during the first year will be at the rate of two days per completed calendar month of service. Should you leave the company’s service you will be paid for any untaken holiday up to the time of leaving calculated from the preceding January. Payment for holidays taken over and above the entitlement upon leaving will count against final salary.                                                



Payment during Sickness and Absence
In the event of sickness, you must notify the Company as soon as possible on the first day of absence.  Each absence due to sickness or accident must be supported by a Self-Certificate or Doctor’s Note for eight days or more.  The Company is responsible for paying Statutory Sick Pay (SSP) if you are absent from work due to a spell of four days or more of sickness in a row. We would pay 100% salary for absence due to illness until the obligatory 6 weeks as per German legislation.


Termination of Employment
Your engagement will be subject to not less than one month’s written notice of termination on either side. 


Grievance Procedure
Should you have a grievance relating to your employment with the company, you should first discuss this with your immediate line manager and if you are still dissatisfied then you should request an interview with a director of the company.


Confidentiality
You must at all times keep confidential, and must not, except with the express prior permission of the Company or where necessary in the proper exercise of your duties, use, disclose to any third party, including any employee of the Company not authorized to receive such information, or fail to keep properly secure from disclosure, all secret or confidential information of whatever kind that may have come to your knowledge during or as a result of your employment by the Company, including but without limitation information relating to the Company, its business plans, finances, staff, customers, prospective customers, suppliers or products, information of a like kind relating to any company associated with the Company (within the meaning of the Companies Acts), information which has been disclosed to the Company in confidence by a third party, and any other information of a kind that would usually be regarded as secret or confidential.  Any deliberate or culpable misuse of disclosure in breach of this clause will be treated as gross misconduct and may result in summary dismissal.


Future Amendments
These particulars may vary in the future and you will be either directly informed or referred to an accessible document.


If you wish to accept the position, please send this back to me, signed as confirmation of your acceptance of the conditions outlined within this email.


As with any other AAA  CORP employee, you will be subject to company business standards, rules and regulations and can be terminated for cause. 

Nothing in this offer letter should be construed as a guarantee of employment nor should this offer be construed as an attempt to interfere in any past or present employment obligations either verbal or contractual in nature.


Bettina, I hope you will accept this offer and I look forward to working together to build a very rewarding career for you at AAA  CORP Europe.

If you have any questions, please do not hesitate to call me.

Kind Regards,



Andrew XXXX
Managing Director 
AAA  CORP Tamworth

Mobile: +44 (0) XXX X X X X
Office : +44 (0) 1 XXX XXXXXX







I hereby agree to the Terms & Conditions as set out above.


My date of commencement will be:                     March 2011



Dunia

Signed: ……………………………………………………


Date: ……………………………………………………  						     

AAA  CORP Europe                            Park Road, (TOWN), Staffordshire    	      tel  01 XXX XXXXX 





