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“With Regards to letter (Reference no: FANK/HR/2020/0186), We regret to inform you
that we will be terminating your employment with Fantasy Private Limited effective from

April 27, 2020.

Reasons for termination are failure to report to the duty and failing to abide by our
employment terms and company policies- We reached this decision after we completed all
appropriate steps of the company’s disciplinary process as per Clause 16-1 (1.2) and

Clause 21.1 of the Employment Agreement”
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1- liaising with a wide range of people involved in policy areas such as government
organizations, staff performance and health and safety-

2- Recruiting staff - this includes developing job descriptions and person
specifications, preparing job adverts, checking application forms, shortlisting,
interviewing and selecting candidates (both foreign and locals)

3. Communicating and corresponding with recruitment agencies (both local and

foreign)

Administering payroll and maintaining employee records;

Dealing with staff grievances, complaints and disciplinary procedures,

Planning, and sometimes delivering, training - including inductions for new staff:

PalA L o

Handle and follow up all documentation relating to foreign staff (work permit,
work visa cards, insurance, visa fees, etc.)

7-1 Preparation of Employment approval (EA), Deposits and work visa for new
employments

7-2 Follow up and prepare documents for work visa payments, work visa cards,
EA extensions, etc-

7-3 Follow up and prepare documents for cancelation of work permits in both

labour and immigration and submit the documents for deposit refunds-
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8.

9.

10-

11.
12.

13.

14-

15.

16-
17

16-1

7-4 Checking and update quota availability cancelations-

Responsible for arranging airport pickup, accommodation, food, medical and

health insurance for new recruitments-

Follow up and issue staff appraisals once the employee completes his/her

probationary period for the job confirmation-

Preparation of LOAs, other letters, memos and formats on request of HRM and

Management (both English and Dhivehi)

Prepare and follow up Hortifarm requisitions and monthly payable reports
Maintain and update employees leave data base (medical annual & other) and
issuing leave chits,

Follow up and make flight reservations for new employees/Termination and
annual Leave or business trips-

Develop and carry out an efficient documentation and filing system (personal
files and other important documents filings) of all HR and Admin related
documents-

Review staff attendance report monthly and send to HRM for necessary action
Assist HR manager in any required works-

Under take and carry out any other duties/responsibilities upon HOD’s request,

~5 2020 _,3:;.5 16 355 527 5300 35905 aci; 5220 35435 727
s e - -

. seLe co0 0~ O P n e ¢ weocoox o00c¢ (Poocen
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If an employee:

16-1.1 Breaches Employer policies, or

1612 Fails to carry out lawful orders of the Supervisors and senior officials
of the Employee, or

1613 Clocks in to work later than the designated reporting time-

16-1.4 Argues with fellow employees, or clients or customers, or supervisors,

or senior officials of the Employer:
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21.1 The Employer has the right to terminate this contract without notice where any
further continuation of employment is likely to be detrimental to the employer or to

the work place or where the employee has committed fraud-
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