	[Company Logo]
Insert logo here
	
	[Company Name]
[Company Address, Singapore]
[Tel: +65 XXXX XXXX  |  Email: hr@company.com]



EMPLOYEE WORK DETAILS FORM
Completed by HR on Joining


	Employee Full Name
	________________________________


	Employee ID
	________________________________


	Date Joined
	________________________________



1. JOB INFORMATION
	Job Title
	________________________________


	Job Grade / Level
	________________________________


	Department
	________________________________


	Business Unit
	________________________________


	Cost Centre
	________________________________


	Direct Manager Name
	________________________________


	Manager Employee ID
	________________________________


	Work Location
	________________________________


	Employment Type
	[ ] Full-Time   [ ] Part-Time   [ ] Contract   [ ] Temp


	Contract End Date (if applicable)
	________________________________



2. COMPENSATION DETAILS
	Basic Monthly Salary
	S$


	OT Rate (if applicable)
	S$ per hour


	Transport Allowance
	S$


	Meal Allowance
	S$


	Other Allowances (specify)
	________________________________


	Total Monthly Package
	S$



3. WORK SCHEDULE
	Standard Working Hours
	____ am to ____ pm


	Working Days
	[ ] Mon–Fri   [ ] Mon–Sat   [ ] Other: ______


	Overtime Eligibility
	[ ] Yes   [ ] No


	FWA / Remote Work Arrangement
	________________________________



4. PROBATION DETAILS
	Probation Period
	[ ] 3 months   [ ] 6 months   [ ] N/A


	Probation End Date
	________________________________


	Confirmation Due By
	________________________________



5. LEAVE SETUP
	Annual Leave Entitlement
	_____ days per year


	AL Prorated for First Year
	_____ days


	Medical Leave
	14 days outpatient / 60 days hospitalisation



6. HR SYSTEM SETUP CHECKLIST
☐  Payroll system — salary and CPF configured
☐  Leave management system — balances set
☐  Access card and IT systems provisioned
☐  IRAS AIS registered




	_________________________
HR Manager
Name: ___________________
Date:  ___________________
	
	_________________________
Department Head
Name: ___________________
Date:  ___________________
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