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Ref.:RTV/HR/OFFAPP/34/2015/1                    10/08/2015 
 
 
To 
 
 Aswathy. A A 
 
    
Dear Ms. Aswathy, 
 

With reference to your application and the subsequent interview you had with us, we 
are pleased to offer you the post of Journalist Trainee.  

 
Your consolidated pay will be Rs 9000/- (Rupees Nine Thousand Only) per month . 
 
We  shall   appreciate  your  confirmation  of  acceptance  of  the  above  offer  within 
two days. 

We look forward to have you in our team.  

We wish you the very best. With regards, 

for Indo Asian News Channel Pvt. Ltd. 

 
Biju Manika 
H R Manager 
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Ref.No.HRD/1111/2018 

13.07.2018 

To 
 

Mr./Ms. ALEENA SIMON 

VALLARKATTIL(H), 

KALLUVAYAL PO  

IRITTY, 

KANNUR-670703 

MOBILE - 9495273948 

 

 
Dear Mr./Ms. ALEENA SIMON, 

 

We are pleased to inform you that you have been selected as Journalist Trainee in our Editorial 

Department. 

 

Congratulations on successfully coming through a rigorous evaluation and screening 

process.    

 

Your training shall commence from 01
st
 August, 2018 (Wednesday). You have to report at the 

Kerala Kaumudi, Corporate Office, Pettah, Trivandrum on that day at 10.00 am. 

 

You are requested to arrange your own accommodation for the entire duration of the training.  

 

Thank you,  

Regards,  

 
For KERALA KAUMUDI COMMUNICATIONS (P) LTD. 

 
M.S. VISAKH 

Manager – Human Resources 

 

 

 



 

 

 

 

 

 

 

 

Ref.No.HRD/1112/2018 

13.07.2018 

To 
 

Mr./Ms. MUHAMMED LADEED K P 

KUNNUMPURATH PUTHIYA PURAYIL, 

CHUZHALI PO, 

KANNUR-670142 

MOBILE - 9947778797 

 

 
Dear Mr./Ms.MUHAMMED LADEED K P, 

 

We are pleased to inform you that you have been selected as Journalist Trainee in our Editorial 

Department. 

 

Congratulations on successfully coming through a rigorous evaluation and screening 

process.    

 

Your training shall commence from 01
st
 August, 2018 (Wednesday). You have to report at the 

Kerala Kaumudi, Corporate Office, Pettah, Trivandrum on that day at 10.00 am. 

 

You are requested to arrange your own accommodation for the entire duration of the training.  

 

Thank you,  

Regards,  

 
For KERALA KAUMUDI COMMUNICATIONS (P) LTD. 

 
M.S. VISAKH 

Manager – Human Resources 
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CERTIFICATE OF EXPERIENCE

This is to certi$r that Mr Sajeer. E.K S/o Majeed.E residing at
Kadachira Post, Kannur District Kerala, has been working
Reporter on Contract basis during the period from 2"d May
date.

Deputy General Manager.
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ASAP SDE 
SOE & Megha.manoharan@yahoo.com 
6/12/2018, 5:28 PM 

Show images 

Dear Candidate, 

Greetings from ASAP! 

• • • 

Congrats for being qualified in the Interview 
process of Skill Development Executive (SOE) of 
ASAP. Kindly let me know the district you are willing 
to work if posted. Please revert your reply to this 
email before 13th June 2018. 

Thanks& Regards 

Training of Trainers Division 
Additional Skill Acquisition Programme(ASAP) 
3rd Floor ,Trans Tower ,Opposiite Womens College 
Vazhuthacadu,Thiruvananthapuram -695014 
www.asagkerala.gov.in I L: 0471-2772501 /502/514 







 

 

Ward No .8 , Harsha Mahal Road , Near SBG Theater, Hassan Karnataka-573201. 

Ph:08172-233888,235888-E-mail:info@ambercastle.in  .Web : www.ambercastle.in 

 

 

 

 

 
 

DATE: 25.01.2019 

 

 

TO          

              

      Pranav.p 

      Puthiya purayil house 

      Varam Kadavu,Kannur 

      Kerala. 
 
                               

                                              APPOINTMENT LETTER 
 

            We are glad to appoint you in the capacity of JUNIOUR ACCOUNTANT 

effective from 01.02.2019. Total salary per month will be Rs .15000.(Rupees 

Fifteen thousand  only ).You are responsible for entire Accounts Department 

entrusted.  Wishing you all the best.  

                 Please confirm your acceptance of the appointment by signing below and  

returning the copy of this letter as soon as possible.   

 

Yours truly,  

For Hotel Amber Castle 

 
Authorized Signatory 
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From, 
 
Mak Plywood Industries Pvt Ltd 
M.P. III-130-A, Kunjathur Padavu, 
Manjeshwar- 671321 
Kasaragod, Kerala 
 

To, 

Akhil Kumar O S  
Orathanayil House, Cherikode, 
Sreekandapuram, kannur, 
Kerala – 670631 
 
 
Dear, 
 
We’re delighted to extend this offer of employment for the position of QC 
Supervisor with in our company. Please review this summary of terms and 
conditions for your anticipated employment with us. 

If you accept this offer, your start date will be 17-06-2019 or, and you would 
report the Production Manager. 

Please find attached the terms and conditions of your employment, should 
you accept this offer letter. We would like to have your response by         
13-06-2019 . In the meantime, please feel free to contact me via email or 
phone, if you have any questions. 

We are all looking forward to having you on our team. 

Best regards, 

Rameez Abdulla 
 

 



 
 
 
 
 
 

 
TERMS AND CONDITIONS 

 
 

 Posting location: Your date of joining is 17/06/2019 and you 
will be based at Kunjathur Factory 

 Reporting to: You shall be reporting to Production Manager  

 Probation: You will be on probation for a period of three 
months.  

 Salary: You will receive a salary of Rs  16000/- month along 
with food and accommodation 

 Leave: In addition to designated public holidays as approved 
and listed by the company’s Management you shall be 
allowed to visit your home once in a month. 

 Working hours: Your working hours will be from 08:00 to 8:00 
Depending on Day or Night shift. 
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VIJAY COMPLEX 
KUNITHALAMUKKU 
PERAVOOR 
          DATE -14-10-2020 
          
        

 
TO WHOMSOEVER IT MAY CONCERN 

 
 
This is to certify that Mr, Gokul k was working in our organization from 14/06/2020 to 
14/10/2020. He was last designated as “ Collection executive” posted at Peravoor Branch.  
During his work period , he was receiving emoluments of Rs.17000 per month. He left the 
employement on his accord. 
 
 
 
 
 
 
We wish him all success in future endeavors 
  
  
 
 
 
 

        
 
 
 
 

 



 
 

 
VIJAY COMPLEX 
KUNITHALAMUKKU 
PERAVOOR 
          DATE -14-10-2020 
          
        

 
TO WHOMSOEVER IT MAY CONCERN 

 
 
This is to certify that Mr, Gokul k was working in our organization from 14/06/2020 to 
14/10/2020. He was last designated as “ Collection executive” posted at Peravoor Branch.  
During his work period , he was receiving emoluments of Rs.17000 per month. He left the 
employement on his accord. 
 
 
 
 
 
 
We wish him all success in future endeavors 
  
  
 
 
 
 

        
 
 
 
 

 



 Trigent Software Ltd.
 CIN U72200KA1995PLC065161
 Professional Services Division
 Khanija Bhavan, East Entrance 2nd Floor,
 49, Race Course Road,
 Bangalore – 560 001, India
 P: +91 (80) 2215 7000

January 31, 2020

Haritha Sudakaran
Thattarath House
(po) Cheleri
Kannur 670604

APPOINTMENT LETTER
Dear Haritha Sudakaran,

We are pleased to welcome you to Trigent Software Ltd and offer you an engagement as HR Assistant and you
will be deployed at our client. Your engagement will be effective from February 03, 2020 and shall continue as
per the client business requirements. Failure to report to work as per the date mentioned will render this offer null
and void, unless permitted in writing by the company. Your engagement is transferable across our clients and
across different locations in India. As discussed and agreed, you will be paid a Gross Cost to Company of
Rs.209,400.00/- (Rupees Two lakh nine thousand four hundred only) per annum. The detailed breakup of

the compensation is attached as Annexure A.

This engagement will be governed by the terms and conditions as indicated in Annexure-B. You will also be
governed by all the rules and regulations of the company and client applicable from time to time.

On the day of joining the client Company, we request you to carry the following original documents with
photocopies.

          a. Certificates / testimonials of your qualification & professional trainings.
          b. Relieving and Experience certificates of last employer.
          c. Last 2 months pay slip of your last employer.
          d. Passport size colour photographs.
          e. PAN Card.
          f. e-Adhaar.
 
We look forward to working with you, and hope you will find your engagement at Trigent a rewarding experience.  

Yours truly,

For Trigent Software Limited,

Ajay Shyam Singh

Manager-Human Resources

Declaration by the Employee:
I have read and understood the contents of this engagement letter along with the description provided in
Annexure A & B and accept the terms and conditions of engagement by sending the acceptance mail.
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ANNEXURE - A

Given below is the breakup of the Compensation and benefits package: 
Components Amount in INR

Month Annual
Basic 15,050.00 180,600.00
Statutory Bonus 1,250.00 15,000.00
Special Allowance 601.00 7,212.00
Total 16,901.00 202,812.00

Company's Insurance Contribution 549.00 6,588.00
Total 549.00 6,588.00
Gross Cost to Company 17,450.00 209,400.00

Take Home Calculation (before Income Tax/Professional Tax): 
Monthly Salary 16,901.00
Less ESI 127.00
Take Home before IT/PT 16,774.00

(Take Home Calculation (before IT/PT) = Monthly Total - Deductions [Employee State Insurance +Provident Fund])

Annual Benefits

A Provident Fund: If opted/covered under the Provident Fund Scheme. You will be contributing 12% of your
Basic+DA every month and the Co. will make an equal contribution to the fund (restricted to a maximum of
Rs. 15000 only).

B Gratuity: You will be entitled to Gratuity as per the rules of the scheme.
C Medical Insurance: Employees drawing a monthly salary of Rs. 21000 or less will be covered under ESI.

Employees drawing monthly salary above Rs. 21000 will be covered under the Company Medical Insurance
for Hospitalization to the tune of INR. 1,00,000 per annum for self, spouse and two children.

Disclaimer:

Any commitments with respect to Compensation and Benefits which are not included in the "Cost to
Company Components" table or explicitly mentioned in the offer letter stands null and void.
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ANNEXURE - B

1.Job Roles and Responsibilities:

1.1 You shall be responsible for the performance of the functions expected of your position and any
additional functions and duties that may be assigned to you in connection with the business and
operations of the Company/Client.

1.2 You shall use the best of your efforts to promote, develop and extend the business of the
Company/Client and comply with the directions and regulations of the Company/Client at all times
and in all respects.

2.Working hours, Salary payments & Leave eligibility:

2.1 The working hours will be as per the client's office timings. However, due to business exigencies
employees may be required to work at different timings, which may be communicated by the
immediate reporting Manager at the client site from time to time. This is a position of continuous
responsibility and does not entail payment of extra time or overtime.

2.2 Salary payments will be made directly to your IDFC/HDFC/CITI bank salary account pursuant to our
direct payroll deposit plan on or before the seventh working day of every month. All the payments
made, are subject to the Income-tax Act, 1961 and the Income-tax Rules, 1962 and any amendments
thereto. Payments are also subject to other statutory and agreed to deductions.

2.3 You will be entitled for leave as per the leave rules of the company.
2.4 Annual Furlough - i.e. when a client places an employee into temporary non-duty, non-pay status

because of business reasons. In this scenario, Trigent will pay the salaries by adjusting against the
accumulated leave of the deployed employee. If the employee has no leave credit, the same will be
treated as leave without pay.

3. Code of Ethics and Business Conduct:

You are required to adhere to the Trigent Code of Ethics and Business Conduct. By accepting this engagement,
you are agreeing to thoroughly familiarize yourself with Trigent Code of Ethics and Business conduct and you are
also agreeing to abide by it.

3.1 Employee should conduct himself / herself courteously and in the best interest of Trigent without
favor or preference whenever one is dealing with Visitors, Clients, Contractors and co employees etc.

3.2 If any employee is unable to report for duty on time, he should inform his/her project manager in
advance.

3.3 Employees are expected to dress appropriate to our business environment.
3.4 Employee needs to wear the identity cards provided by the company at all times during the office

hours.
3.5 Employees are strictly expected to adhere to No Smoking policy inside the office premises.
3.6 Employees are expected to maintain decorum inside the office and Office etiquette.
3.7 All employees are required to make judicious use of the facilities, which include telephone, fax, e-

mail, Internet, and/or any other resources provided to them.
3.8 No employee shall use any of the company resources for soliciting any kind of employment

elsewhere or for personal gain.

Trigent will communicate important information about its policies by way of electronic updation on the HRMS
portal. By accepting this engagement you agree to thoroughly review these policy communications and abide by
them without any deviations.
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4. Deployed Engagement:

The employees joining our professional services division are recruited by us to work at our client location and the
engagement will continue depending on the client’s business needs. The deputed employees work at the client
site and generate a timesheet which is approved by the client manager based on which Trigent disburse salaries.
The deployed engagement is purely contingent on the business needs of the client. Trigent will make efforts to
place the deployed employees at other client sites when they are rolled off from a client. However, for all practical
purposes the last working day at a client will also be the last working day at Trigent.  

Timesheet is the essence of this engagement. It is on the basis of the client approved time sheet that Trigent can
substantiate its services to the client. Absence of client-approved timesheet means that services have not been
delivered by the employee.  

5. Attendance & Performance:

Attendance & Performance will be monitored by the client and the process will vary from client to client. The
deputed employees may check for performance feedback from their client supervisors from time to time.  

Performance based salary revision are the prerogative of the client.  

6. Non Solicitation of Employment & Business

During your tenure with the company and for a period of one (1) year after separation, for any reason, whether
with or without cause, you will not render professional services of the type provided by you during the term of
engagement with the company, directly or indirectly, as an employee, employee of a third party, consultant, or
otherwise, to any person, firm or organization which is a past, current client/competitors of the company.

During the term with the company and for a period of one (1) year after separation for any reason, whether with or
without cause, you will not, on behalf of yourself or any other person, corporation or entity: (a) directly or
indirectly solicit business from or call upon entities or individuals that are current clients or active prospects of the
company for the purpose of soliciting, serving or selling services or products similar to those being developed,
licensed, or marketed by the company or (b) recruit Trigent employees, or otherwise seek to induce such
employees to terminate employment with the company or violate any agreement with the company.

7. Confidentiality of Information: 

As part of your engagement with the company, you will be exposed to substantial amounts of technical, secret,
critical and other information of the company as well as its clients and/or third parties. This information will be
obtained by you or will be available to you; you will appreciate that any information so obtained must not be
communicated directly or indirectly to any person, firm or company, or made public in any manner, except with
the written permission of the company. You will therefore sign an Agreement of Confidentiality with Trigent. This
clause is perpetual in nature and will be applicable during and after your employment by the company.

You are also required to strictly maintain the secrecy of and not to divulge or communicate in any manner, any
information regarding your remuneration/terms of employment to any other person and in particular any
employee of the company.

8. Proprietary Information:

All the work carried out by you during your engagement with the company shall, at all points of time, belong to the
company and shall be considered to be the Proprietary Information of the company (whether or not learned,
obtained or developed solely by you or jointly with others). Where such work is carried out for a client of the
company, the work shall belong to the company's client. Such Proprietary Information and all intellectual property
rights therein shall remain the property of the company or its clients, and upon termination of employment or at
any earlier time as requested by the company, you will immediately deliver all Proprietary Information in your
possession or control to the company. 

You also agree to hereby irrevocably and unconditionally assign to the company or its clients, all right, title, and
interest worldwide in and to any work developed by you and all Intellectual Property Rights thereto, at the request
of the company.
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You shall execute such documents in this regard as may be required for the purpose. In view of the above, you
shall be called upon during your tenure with the company to execute one or more "Non Disclosure Agreements" to
this effect, based on business requirements.

9. Dual employment:

You are expected to remain in duty throughout the business / working hours of the organization and be present in
time for any meeting or get together scheduled by the company. This is a full time engagement and you shall not
engage yourself, directly or indirectly without prior consent in writing of the company with or without
remuneration, in any trade, business, occupation, employment, service or calling which is similar to

or the same as that carried out by the company nor shall you undertake any activities which are contrary to or
inconsistent either with your duties and obligations under this engagement or with the company's interests.

10. Training:  

You may be selected and sponsored by the company for training assignments with company's associates or other
institutions in India or abroad. You will diligently and beneficially, take part in such training and assignment. In
such event, you will continue to serve the company after such training, for a minimum period of 6 months or such
period as may be stipulated by Trigent.

11. Travel and overseas assignments:

You may be required to undertake travel on company work during the course of this engagement. Further, in the
event of the company deputing you to a foreign country, either for business, training, higher education or on any
assignments, you shall furnish a bond backed by a surety, undertaking inter alia the following:

11.1 That you will not resign, abandon, desert or unauthorizedly absent yourself during the period of your
deputation abroad;

11.2 That you will neither seek nor accept appointment, consultancy or business for anybody or any third
party except for the company, during the period of your deputation abroad.

12. Transfer:

You are liable to be transferred from one client to another or from one department to another department or from
one establishment to another establishment or one location to another location (our client site both in India and
abroad) without assigning any details/reasons or explanation. You shall do such other work, which will be assigned
to you by the Management from time to time. Any such changes in assignment or transfer will not automatically
entitle you to any additional remuneration, allowance, compensation, or other sum in respect thereof.

It is also expressly agreed to by and between us that the company shall be entitled to loan or transfer your
services, provisionally for any duration or permanently, wholly or partly to any company which is an associate,
client, affiliate, successor, assign or subsidiary or principal contractor to, or the latter having a controlling interest
in the said company

13. Medical Check:

As per the Company policy, employees are required to undergo medical check on request at authorized medical
centers and submit a duly certified copy of the medical certificate.  

14. Documentation:

Upon being so required by the Company, you shall make, sign and execute all deeds, documents and declarations
as may be deemed necessary by the company and / or its clients (including Privacy and Confidentiality
agreements).  

15. Indemnity:

You shall keep the Company indemnified for any demanges, which the Company or its clients may suffer due to
any act/s by you including breach of any terms of this agreement.  
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16. Jurisdiction:

In case of any dispute arising out of the Agreement, it shall be subject to jurisdiction of appropriate Court of
Bangalore, Karnataka, India.  

17. Separation:

In the event of separation/resignation/abandonment of your services with the company, a mandatory notice period
of 30 days would have to be given by you, unless the company/client agrees to a shorter notice period depending
on the client requirements. You cannot avail leave of absence during this period and you need to serve full term of
notice period of 30 days. If you are availing leave during the notice period, the said notice period gets extended by
the number of days of such leave.  

17.1 In the event of the company/client wanting to dispense with your services, the company shall be
liable to give 15 days notice as advance intimation or pay you 15 days basic salary in lieu of the
notice, as compensation.

17.2 Notwithstanding anything to the contrary contained herein, the company shall be entitled to
forthwith terminate your appointment without any notice or payment of any kind whatsoever in lieu
of notice or otherwise in case of:

17.2.1 Any act of dishonesty, disobedience, insubordination, incivility, intemperance, irregularity in
attendance or other misconduct or neglect of duty, or incompetence in the discharge of duty
on your part or the breach of any of the terms, conditions and stipulations contained herein.

17.2.2 Any information provided to the company in the application or during the course of your
engagement is found wrong and it is discovered that you have intentionally provided wrong
information.

17.2.3 If you are released on the ground of non-performance or termination or an untenable act,
your last working day at the client's place will be the last working day at Trigent Professional
Services Division.

17.2.4 Unauthorized absence of three or more days
17.2.5 Failure of Back Ground Verification.

17.3 On separation, you will immediately hand-over, to the appropriately designated authority within the
company, all information or data or documentation that has come into your custody as a result of
your association with the company. The company reserves its right to accept your resignation and
relieve you of your duties in the event that any bond executed by you as hereinabove contemplated
is yet to lapse.

17.4 Employee is required to submit the tax documents (Investment Proofs) within a week from the date
of separation. Failing which, the full and final settlement will be processed by deducting tax at
source. The full and final settlement will be paid on recovery of payments from client.

17.5 Please take note that all sums paid to you such as joining bonus, relocation expenses, travel
expenses for relocation, initial accommodation expenses and recruitment charges paid to employees
are liable to be recovered from your salary/final settlement in the event of your resigning from the
services of the company within 3 (three) months from the date of joining.

17.6 You will not be eligible for any relieving, experience, salary certificate and employment references if
you resign from the services of the company within 3 (three) months from the date of joining.

----***----
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Dear Shimok Prakash,

We are pleased to appoint you in our organizaon as Content Writer  from 05/02/2020

Please bring the following with you:
1, Passport size photos - 1 no
2, Latest qualificaon cerficate copy
3, Work Experience cerficates 
4, A4, Any photo Id proof copy (Passport, Aadar Card, Elecon card etc...)

Salary/Payment Terms

    Your monthly Salary will be Rs.12,000/-
    Aer 3 months your salary will increase to Rs. 15000/-
    
WWe congratulate you on your appointment and wish you a long and successful career with us. 
We are confident that your contribuon will take us further in our journey towards becoming 
leaders in the field.  We assure you of our support for your professional development and 
growth.

Regards,

Anil Thomas,
HR Manager,
PParel Creave.

Name & Address of Candidate:
Shimok Prakash,
Kousthubham,
Anjarakandy (P.O),
Kannur,
Kerala - 670612.





 

 

 

Dear Geetika B Nair, 

We are pleased to appoint you in our organization as Content Writer from 01/07/2020 

  Please email me the following docs: 

1, Passport size photos − 1 no 
2, Latest qualification certificate copy 
3, Work Experience certificates (for 
freshers not needed) 
4, Any photo Id address proof 
(Passport, Aadar Card, Election card 
etc...) 
 
Salary Payment Terms 

Your monthly Salary will be Rs.13,000/- 
After 3 months your salary will increase to Rs. 15000/- 

 
We congratulate you on your appointment and wish you a long and successful career with us. 
We are confident that your contribution will take us further in our journey towards becoming 
leaders in the field. We assure you of our support for your professional development and 
growth. 

 

Regards, 

 
Anil Thomas, 
HR Manager, 
Parel Creative. 

 
Name & Address of Candidate:  
Geetika B Nair  
Karippal House, 
Panamkutty, Chittadi P.O. Alakode via 

Kannur, Kerala-670 571. 
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August 13, 2019

Arjun Radhakrishnan 

Panchami 

Elayavoor 
MundayadP. O. 

Kannur 

Dear Arjun, 

Welcome to MALAYALA MANORAMA. 

I am happy to inform that you have been selected as Editorial-Trainee, attached to the 

Editorial Division at our Kottayam Office, with effect from August 19, 2019. 

The training will be for a period of 18 months. The stipend payable to you during this 
period, will be .15,000.00 per month and you will also get a Special Allowance of 

.12,500.00 per month. 

On the successful completion of 18 months training, you will be appointed as Sub- 
Editor/ Reporter on probation on the regular seale of pay existing in the Company at 
that time. Your performance during the training period will be periodically reviewed. 
The Mamagement reserves the right to extend or to terminate the training and 
probation at any time without notice or assigning any reason. ln that event, you shall 

not be eligible for any compensation. 

The Management also reserves the right to transfer you to any of the Company's 
Offices. Ifyou are employed at present, you will please bring the Relieving Certificate 
from your Employer at the time of your joining for training 

If you are agreeable to the above terms and conditions, please return to us the 
duplicate copy of this letter with your signature. 

You are requested to report to Mathews Varghese, Editorial Director, at Kottayam. 

Hope you will have a pleasant tine with us. 

Yours Sincerely 

Cu mernAl alay 
MAMMEN MATHEW 

Chief Editor & Managing Director 

Management 
Corporate Management Committee Members 
Editorial Executives 

Copy to: 

Personal File 













 
 

 
To,  
 
Ms. Harishma Vadakkinakath 
VADAKKINAKATH HOUSE 
KOLATHUVAYAL 
P. O ANCHAMPEEDIKA 
670331 
KANNUR, KERALA 
 
 
Dear Harishma Vadakkinakath,  
 

Date: October 1, 2019 
 
Offer Letter: Digital Journalist (Trainee II) 
 
Greetings from Storcmedia Digital!  
 
We are pleased to inform you that you have been appointed as Digital Journalist (Trainee II) in 
Storcmedia Digital (hereafter referred to as ‘Company’).  
 
The terms and conditions of the position are as follows:  
 
1. Role:  Digital Journalist ( Trainee II)  
 
2. Commencement of employment   
 
2.1 Your employment will be effective, as of October 14th 2019. 
 
2.2 In the first instance you will be on probation for a period of six months from the date of your joining. 

Whereafter the probation period may be extended at the discretion of the management or may be 
dispensed with either earlier or on completion or thereafter till confirmation. Unless confirmed in writing, 
you will be deemed as probationer after the expiry of the initial or extended period of probation. Your 
services are liable to be terminated without any notice or wages in lieu thereof during the initial or 
extended period of probation. 

 
3. Responsibilities/Nature of duties:  
 
As a digital journalist, you will be responsible for creating, reporting, editing news on our news websites 
and associated services, primarily in text, video and audio. You will be expected to write and produce 
multi-media news, background analysis and features on stories from around the World. In the digital 
journalist role, you will be working across the news websites, social platforms and TV programmes, Live 
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shows to ensure that the highest quality content is created for our audiences, and to make sure that 
content conforms to editorial standards set by your editor.  
 
You will be responsible for delivering influential stories within tight deadlines for broadcast, online and 
digital platforms. You will be expected to report, present, research, write, translate, edit and adapt stories 
or programme material for our news service. You will be required to be flexible for this role. 
 
Key responsibilities (and are not limited to these) are listed below: 

● Work in all aspects of news production, including researching, writing, shooting, narrating and 
editing as required. 

● Work closely with reporters and editors to develop original stories and will also collaborate with 
the Photo and Graphics desks to enhance visual concepts. 

● Generate new content ideas. 
● Produce top-notch projects independently as well as within a team. 
● Perform related work as assigned. 
● Produce content for multiple platforms, internet, mobile, social media etc. 
● Demonstrate compelling storytelling using multiple digital platform techniques, creative graphics, 

and use of digital and social media platforms 
● Gather and verify information regarding stories through an interview, observation, and research. 
● Reading press releases 
● Establishing and maintaining contacts 
● Interviewing sources 
● Verifying statements and facts 
● Travel and report from the ground when required 
● File RTI’s to validate information and research 
● Broadcast Live Shows from our studio or from ground 
● Travel to places as directed for reporting 

 
4. Reporting:  
You will be reporting to the Executive Editor for your daily work roles. 
 
5. Expected Commitment: Full Time  
 
6. Remuneration:  
Rs. 10,000 per month.  
 
7. Work Time:  
 
You will be assigned a shift by the news team and is expected to report on time. Any unapproved leaves, 
or not reporting on time, will be considered as unauthorised absence. If reporting time is not maintained 
and is late for 1 hour to report, it will be considered as half day leave (4 hours). If more than two hours of 
late, it will be considered as one full day of leave (8 hours). Any absence for more than 4 hours, will be 
considered as unauthorized absence. 
 
You are also expected to work with the flexible schedules as and when needed to complete the news 
production. You will be expected to work not less than 48 hours each week, and if necessary for 
additional hours depending on your responsibilities.  
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If any work is above 48 hours per week, you will be compensated as compensatory vacation hours for 
another day upon approval from your manager within 90 days. 
 
You are expected to follow all the HR guidelines which will be given to you during the joining period and 
follow the Ethical committee guidelines during your employment. 
 
8.  Leave/Holidays   
 
8.1  You are entitled to Casual leave of  [1] days per month. The Casual leave can be accrued up to 3 
months after which it will expire if not taken. Casual Leaves need prior approval from your Reporting 
manager 2 weeks ahead of the leave. 
 
8.2  You are entitled to 4 hours of paid sick leave per month. If you are sick for more than 8 hours, you will 
be asked to submit a doctor’s certificate to come to work the next day. 
 
8.3  The Company shall notify a list of declared holidays in the beginning of the  year.  
 
8.4 You are entitled to compensatory off hours if you have worked for more than 2 hours from your 
regular hours.   
 
8.5 If you are working on a Public Holiday due to emergencies, the company will compensate the holiday 
for you on a later date within 90 days.  
 
9.  Company property   
 
You will always maintain in good condition of the Company property, which may be entrusted to you for   
official use during the course of your employment and shall return all such property to the Company prior 
to relinquishment of your charge, failing which the cost of the same will be recovered from you by the 
Company.   
 
10.  Borrowing/accepting  Gifts  
 
You will not borrow or accept any money, gifts, reward or compensation for your personal gains from or 
otherwise place yourself under pecuniary obligation to any person/client with whom you may be having 
official dealings.   
 
11.  Termination   
 
11.1 Your appointment can be terminated by the Company, without any reason, by giving you not less   
than 1 month’s prior notice in writing or salary in lieu thereof.   
 
11.2 You may terminate your employment with the Company, without any cause, by giving no less than 1 
months’ prior notice or salary for unsaved period, left after adjustment of pending  leaves, as on date.   
 
11.3   The Company reserves the right to terminate your employment summarily without any notice period 
or termination of payment, if it has reasonable grounds to believe you are guilty of misconduct or 
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negligence, or have committed any fundamental breach of contract or caused any loss to the Company.   
  
11.4  On the termination of your employment for whatever reason, you will return to the Company all   
property; documents and paper, both original and copies thereof, including any samples, literature, 
contracts, records, lists, drawings, blueprints, letters, notes,devices, data and the like; and con dential 
information, in your possession or under your control relating to your employment or to clients’ business 
affairs. 
 
12.  Con dential  Information  
 
12. 1 During your employment with the Company you will devote your whole time, attention and skill to 
the best of your ability for its business. You shall not, directly or indirectly, engage or associate yourself 
with, be connected with, connected,  employed or engaged in any other business or activities or any other 
post or work part time or pursue any course of study whatsoever, without the prior permission of  the 
Company.  
  
12.2  You must always maintain the highest degree of con dentiality and keep as con dential the records, 
documents and other Con dential Information relating to the business of the Company which may be 
known to you or con ded in you by any means and you will use such records, documents and   
information only in a duly authorized manner in the interest of the Company. For the purposes of this   
clause Con dential Information’ means information about the Company’s business and that of it’s 
customers which is not available to the general public and which may be learnt by you in the course of   
your employment. This includes, but is not limited to, information relating to the organization, its customer 
lists, employment policies, personnel, and information about the Company’s products, processes 
including ideas, concepts, projections, technology, manuals, drawings, designs, specifications, and all 
papers, resumes, records and other documents containing such Con dential Information.   
 
12.3  At no time, will you remove any Con dential Information from the office without permission.   
 
12.4  Your duty to safeguard and not disclose Con dential Information will survive the expiration or 
termination of this Agreement and/or your employment with the Company. 
 
12.5  Breach of the conditions of this clause will render you liable to summary dismissal under clause 
above in addition to any other remedy the Company may have against you in law.   
 
13. External work: 
 
Company strictly prohibits you to do voluntary, non-voluntary, freelance, part time work for other 
companies or individuals of the same nature. Company prohibits you to use any of the company 
properties and premises to conduct any business, charity, and political work. Individuals in violation will 
come under immediate termination. 
 
14.  Notices   
 
Notices may be given by you to the Company at its registered office address. Notices may be given by 
the Company to you at the address intimated by you in the official  records.   
 
 

 
4 DREAM IN REAL! 



 
15.  Applicability of Company  Policy 
 
The  Company shall be entitled to make polity declarations from time to time pertaining to matters like 
leave entitlement, maternity leave, employees’ bene ts, working hours, transfer policies, etc., and 
may alter the same from time to time at its sole discretion. All such policy decisions of the Company shall 
be binding on you and shall override this Agreement to that extent.   
 
16.  Governing Law/Jurisdiction 
 
Your employment with the Company is subject toIndian laws. All disputes shall be subject to the 
jurisdiction of  [High  Court]  [Kerala]  only.   
 
You are expected to join at Storcmedia Digital’s news platform -- ’The Woke Journal’ Kochi bureau.  
 
Submission of Documents at the time of joining:  

● Photo and copy of PAN Card and Aadhar card 
● Copy of Qualification Certificates and Experience Letters  
● Details and documents regarding existing engagements if any 
● Your bank account information for salary deposit 
● Your passport size photos (2) 

 
You are requested to confirm your acceptance of the offer by countersigning this offer letter and sending 
the scan copy to info@storcmedialabs.com  
 
We are excited to welcome you to Storcmedia Digital and look forward to working with you! 
 
 
Kind Regards, 
 
 
Dr. Ajay Kumar (COO) 
 
 
 
In acceptance:  
 
Signature:  
 
Name:  
 
Expected date of joining:  
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LETTER OF APPOINTMENT 

  

  

Dear  Anjana Mukundan 

  

Reference to your work performance, we are happy to offer you the job as  Sub-
Editor  at Express Kerala. 

  

We take this opportunity in wishing you the very best in your new employment as 

well as advising you that our Offer for employment is on the following terms and 
conditions. 

   

Designation and Salary : You shall be employed as Sub-Editor  and your 
benefits will be as follows 

  

Remuneration :  This Position Will Have a Starting Rs  12,000/- Basic salary 

While you are employed at this Company, you will not engage in any other 
employment, consulting or other business activity (whether full time or part-time) 
that would create a conflict of interest with the Company.  

  

Employee Benefits:  As a regular employee of the Company, you will be eligible to 

participate in a number of Company sponsored benefits.  In addition, you will be 
entitled to paid vacation in accordance with the Company's vacation policy. 

   

Working Hours : our Working  time started at 9.00am  to 6.30 pm , it's a fixed 
time, some times its extended 7 'o clock as per the work. 

  

Leave : Your are entitled for 48 days of paid holiday on successful completion of 12 
months of continuous services. 

  



Termination. The Company reserves the right to terminate employment of any 
employee for just cause at any time without notice and without payment in lieu of 
notice.  

  

The Company will be entitled to terminate your employment for any reason other 
than for just cause, upon providing to you such minimum notice as required by law. 

  

  

Sincerely, 

HR, 

Express Kerala 

Date: 23/10/2019 
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