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EMPLOYMENT CONTRACT 

 

 

DATED 1st JULY 2021. 

 

 

BETWEEN 

 

 

UPPER TANA-NAIROBI WATER FUND TRUST 

(EMPLOYER) 

 

AND 

 

(CANDIDATE NAME)  

(EMPLOYEE) 
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EMPLOYMENT CONTRACT  

 

THIS CONTRACT (“Contract”) is entered into this 1st day of July 2021 by and between 

Upper Tana-Nairobi Fund Trust (Employer) having its principal place on business at 

Nairobi, P.O BOX 19738-—00100, Nairobi,   

 
And 

 

(Candidate) (Employee) of (Address). 

 

WHEREAS the employer wishes to have the employee provide employee services as per 

the terms provided below.  

 

1. Job title: Conservation Programme Manager 

 

2. Commencement and Duration: Employment shall commence on 1st September 2021 

for a three-year contract, renewable based on performance.  

 

3. Workplace/ location: The employee shall be based in the employer’s offices in Nairobi 

or such other locations where the Fund program operates. The employee will however 

be expected occasionally to travel to other locations where the employer has interests 

in.  

 

4. Probation: The employee will be on probation for a period of three months during 

which time either party (employee or employer) can terminate these terms of service 

by giving one week’s notice in writing or by paying one week’s salary in lieu of notice. 

At the end of the probation period, the employer shall confirm in writing whether the 

employee’s employment has been confirmed.  

 

5. Duties and responsibilities: Reporting to the Executive Director, the Employee’s duties 

and responsibilities will entail the following among others:  

 

i. Provide overall management of all conservation programs on a day-to-day 

basis. 

ii. Implementing activities and sub-grants, ensuring the achievement of planned 

results, and providing sound administration of project finances.  
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iii. Provide advice and technical assistance to implementing partners and 

participants.  

iv. Liaise with project implementing and collaborating partner, including the 

Public Institutions, County Governments, private sector partners as well as key 

stakeholders for successful mobilizing leverage support and implementation 

of the field projects.   

v. Overall responsibility of the recruitment process of the service providers and 

formalization of MoUs and sub-grants with implementing and collaborating 

partners and formation of other bodies that are necessary for the 

implementation of the different activities under the project. 

vi. Implement the project’s performance measurement and monitoring systems, 

which includes regular performance monitoring and evaluation of the project 

using a participatory approach with partners/participants and provide regular 

progress reports to different partners and donors and  

vii. Supervise other project staff and oversee the work of the different service 

providers and teams. 

6. Remuneration: The employee’s salary is Kshs (Grade 8) - gross. This salary will be paid 

in arrears at the end of each month. All earnings (gross salary) will be subject to 

statutory deductions. Salary will be reviewed at the discretion of the employer.  

 

7. Leave: Leave is accrued at the rate of 1.75 days per month, and at the discretion of 

the employer, accrued leave may be utilized upon completion of 60 days in 

employment. Employees are eligible for 21 working days leave with full pay annually 

and entitled to carry forward any unutilised leave from one year to another. Leave will 

be taken at the convenience of the employer in consideration to exigencies of duty.  

 

8. Working Hours: You shall work for forty (40) hours per week.      

                                                         

9. Termination of Employment: At any time during the employee’s engagement, the 

employer may terminate this agreement by giving the employee one month’s notice 

in writing or by paying the employee one month’s salary in lieu of such notice.  

Additionally, if during employee’s period of service, the employee  should wish to 

leave the service to the employer, the employee  is required to give one month’s 
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notice in writing or to pay one month’s wages in lieu of notice. Terms for employment 

separation are contained in the Human Resources manual. At the end of employee’s 

contract or termination for whatever reason, the employee is expected to return all 

equipment, property and information belonging to the employer and delete all 

confidential information within their possession without keeping any copies of the 

same.  

 

10. Pension Plan: The employee will be eligible for participation in a contributory pension 

plan where the employee and the employer will each contribute a specified amount. 

The employee will be guided on the amounts payable.  

 

11. Confidential Matters: The employee will not, during their employment with the 

employer and after, without express written authorization from the employer, disclose 

to anyone outside UTNWFT any matter which has not been made public, including 

any operational or policy manuals or documents, reports, research findings, 

accounting records or other confidential matters pertaining to the employer.  

 

12.  Conflict of Interest: The employee commits that he shall not be engaged in any other 

business, on their own behalf or of any other person or organization, directly or 

indirectly, that is similar to the business of the employer or use the employer’s name 

or such other names that may be confused with the employer’s brand during their 

employment with the employer. 

 

13. Induction: The employee will be required to go through an induction training where 

applicable, that will include an orientation course on the employer’s operations.  The 

employee’s supervisor will communicate to the employee on when the induction will 

be conducted.  

 

14. Health Insurance and Sickness: The employer shall provide a medical cover for the 

employee and employee’s family for both an Inpatient and an Outpatient. Should the 

employee fall sick, he is expected to inform the employer as soon as is practicable. 

Absence without a medical doctor’s sick sheet/report shall be deemed to be 

unjustified.  
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15.  Applicable Laws and Jurisdiction: This contract shall be governed by the laws of the 

Government of Kenya. 
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16. Execution: in witness, this agreement has been duly executed.  

 

 

Executed on Behalf of Upper Tana-Nairobi Water Fund Trust  

 

Name……………………………………. Signature: ……………………… 

In the presence of:  

Name…………………………………… Signature ……………………… 

P.O. Box ……………………………. 

 

Signed by the Employee. 

 

Name……………………………………. Signature: ……………………… 

 

In the presence of:  

Name…………………………………… Signature ……………………… 

P.O. Box ……………………………. 


