EMPLOYMENT CONTRACT No. ________

Tallinn,
…….   ………………. 20……

OÜ ………………… (hereinafter referred to as the Employer), represented on the basis of its Articles of Association by a member of the Management Board, …………………………. and ………………………… (hereinafter referred to as the Employee), have entered into this employment contract (hereinafter referred to as the Contract) as follows:

1. Term of the Contract
1.1. The Employee shall commence work under this Contract on 1 May 2004.
1.2. This Contract is concluded for an indefinite term.
1.3. A probationary period of four (4) months shall apply to the Employee.
1.4. The Employee’s continuous length of service with the Employer shall be calculated from 1 May 2004.
2. Job Description
2.1. The Employee shall commence work in the position of Sales Manager.
2.2. The place of work shall be the Employer’s office and the locations of clients within the city of Tallinn.
2.3. Where necessary, the Employer shall have the right to send the Employee on business trips for the performance of work duties. Compensation payable for business trips shall be determined in accordance with the regulation of the Government of the Republic of Estonia governing business trips.
2.4. Work assignments shall be given and supervised by a member of the Management Board of OÜ …………… .
2.5. The Employee shall meet the following qualification requirements:
_________________________________________________________________________________
	Note:
When determining qualification requirements, reference may be made to professional standards approved by the professional commission and available at www.kutsekoda.ee.



2.6. The Employee’s job duties shall be as follows:
	Recommendation:
It is recommended to describe job duties in sufficient detail so that, in the event of disputes relating to performance of duties, reference may be made to a written agreement. Job duties may also be defined by reference to a job description, profession description or work instruction; however, such document must be annexed to the employment contract, as the Employer may not unilaterally amend it thereafter. For example, the Contract may provide that qualification requirements and job duties are set out in a job description forming Annex No. 1 to the Contract.



2.7. Obligations of the Employee
The Employee shall:
2.7.1. perform the agreed work and, without special instruction, perform tasks arising from the nature of the work or the general course of work. A list of violations considered by the Employer to constitute primary gross breaches of duties, entitling the Employer to terminate the employment contract even if no disciplinary sanction is in force, is set out in the internal work rules;
2.7.2. keep the Employer’s trade secrets in any form and on any medium confidential for the duration of the Contract and prevent their disclosure to third parties. The definition of trade secret is set out in the internal work rules;
2.7.3. refrain from competing with the Employer for the duration of the Contract. The concepts of competition and competitor are defined in the internal work rules;
	Note:
The employment contract may provide for a contractual penalty in the event of breach of the obligation to protect trade secrets and/or to refrain from competition.



2.7.4. communicate politely and correctly with colleagues, representatives of the Employer and third parties (clients, suppliers and subcontractors), and treat entrusted property of the Employer, other persons and colleagues with due care;
2.7.5. refrain from any action or omission at the Employer that hinders the performance of duties by other employees;
2.7.6. comply with occupational safety, labour protection, fire safety requirements, internal work rules, etc.;
2.7.7. upon termination of the employment contract, return all work equipment, other material assets and 
3. Working Time
3.1. The Employee shall work full-time, calculated as 8 hours per day and 40 hours per week.
3.2. The working day shall start at 8:30 and end at 17:00. The lunch break shall be 30 minutes, taken between 12:00 and 14:00.
Employer documentation in the Employee’s possession no later than the last working day.
4. Remuneration
4.1. The Employer shall pay the Employee a basic salary of EEK 10,000 per month, which equals EUR 639.11 per month.
4.2. The remuneration system applicable to the Employee is time-based remuneration.
4.3. Salary shall be paid once per month, on the 7th day of the month following the worked month, by bank transfer to the Employee’s bank account No. ____________ with ____________ Bank.
4. Remuneration
4.1. The Employer shall pay the Employee a basic salary of ……………………….. per month
4.2. The remuneration system applicable to the Employee is time-based remuneration.
4.3. Salary shall be paid once per month, on the 7th day of the month following the worked month, by bank transfer to the Employee’s bank account No. ____________ with ____________ Bank.
5. Leave
5.1. The duration of the Employee’s annual main leave shall be 28 calendar days.
5.2. The timing of leave shall be determined in the leave schedule, taking into account the Employer’s work organisation and, where possible, the Employee’s request.
5.3. If the Employee belongs to a category of persons entitled to choose the time of leave, the Employee shall notify the Employer thereof immediately, but no later than 15 January of each calendar year.
5.4. Pursuant to Clause 6.6 of the collective agreement in force at OÜ ………………… (concluded on …….   ……………………….  20……), the Employee shall be entitled to an additional annual winter leave of up to 5 calendar days during the winter period from 1 December to 1 February.
6. Obligations of the Employer
The Employer undertakes to:
6.1. provide the Employee with the work stipulated in the Contract and pay remuneration within the agreed time limits and amounts;
6.2. provide the Employee with the necessary tools, equipment, materials and other means required for proper performance of duties;
6.3. provide the Employee with opportunities to improve professional qualifications in accordance with the Employee’s needs;
6.4. inform the Employee of vacant positions by posting relevant information on the notice board;
6.5. comply with other obligations arising from applicable laws.
7. Other Conditions
7.1. In matters not regulated by this Contract, the Parties shall be governed by applicable laws, other legal acts and the internal work rules.
7.2. The Employee shall be subject to the collective agreement concluded on ……  ……………. 20….. at OÜ ………………….. between the Employer and the employees. The collective agreement may be reviewed in the HR department.
7.3. Upon termination of the Contract, the Parties shall apply the notice periods provided for in Sections 77, 79, 80, 82 and 87 of the Employment Contracts Act of the Republic of Estonia, depending on the grounds for termination.
7.4. In the event of disputes, the Parties shall inform each other and attempt to resolve the matter primarily through negotiations. Disputes not resolved through negotiations shall be settled by a court or a labour dispute committee.
7.5. This Contract is executed in two (2) counterparts of equal legal force, one of which shall be provided to the Employee and the other retained by the Employer.



8. Details and Signatures of the Parties

Employer:                                                 Employee:

Registration code: ___________________              Personal ID code: ________________________

Registered office: ___________________               Place of residence: _______________________

Telephone: ___________________                    Telephone: ______________________________

_____________________                                                        _______________________
[bookmark: _GoBack]
……………………………………..                          …………………………………………………….
Member of the Management Board of OÜ ……..

