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Dear Mark, 

I am pleased to offer you an appointment of office administrator in accordance with 
the attached terms and conditions of employment. 

Please confirm your acceptance of this offer by signing your name at the foot of the 
attached contract and returning it to me by Friday 29th October 2021. Given the impor-
tance of this document, please retain the second copy for your own records. 

Should you require any further information, please do not hesitate to contact me. 

Your sincerely, 

 
____________________
Cara Martin
Managing Director
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Employer: Lynmar Ltd (T/A InvestinU)
  7 Glenheron View, 
  Greystones, 
  Co. Wicklow.

Employee: Mark Symth
  21 Dublin Street
  Blackrock
  Co. Dublin

Date of Issue: 20th October 2021

Dear Mark,  

We have pleasure in offering you a position as detailed below with InvestinU hereinafter 
referred to as “the Company” commencing on Monday 1st November 2021.

This statement sets out the terms and conditions of your employment which together 
with your offer letter and the Company’s policies and procedures constitutes your 
contract of employment in compliance with the Terms of Employment (Information) 
Act, 1994 and the Employment (Miscellaneous Provisions) Act, 2018. 

This offer of employment is subject to the following conditions:

The Company reserves the right to make amendments to your terms and conditions 
from time to time. Where any amendments are proposed, these will be discussed and 
agreed with you prior to the date of application of the amendment. 

Policies, procedures, codes of conduct and regulations referred to in this contract may 
vary from time to time. 

1. Appointment

Your appointment to the role of Office Administrator will be effective from Monday 
1st November 2021. This appointment is subject to the successful completion of the 
Company’s background and referencing checking process. 

Upon appointment, you will be subject to a six month probationary period, where your 
performance will be monitored and reviewed by the Company Directors. Following this 
six month period, the Company Directors will advise if you have successfully completed 
your probationary period with the Company. The Company Directors may extend this 
period if your performance does not meet the required standards. In any event, your 
probationary period will not last in excess of eleven months. The Company reserves the 
right to terminate your employment at its discretion during your probationary period. In 
such cases you will be entitled to one weeks’ notice. 
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2. Job Function

The following are details of your position within the Company organisational structure. 

Office Administrator

2.1 In this capacity you are expected to perform all acts, duties and responsibilities 
as discussed with you and as contained in any Job Description which may have been 
given to you, which may be revised from time to time having regard to your skills and 
competencies and the Company’s requirements. You are required to comply with such 
instructions and directions as may be designated by the Company to be reasonably 
consistent with your position. 

2.2 You are required to comply with the rules, regulations, policies and procedures of 
the Company currently in force and as they are updated and you will be bound by all 
amendments notified to you in writing. You must use your best endeavours to promote 
the interests, business and welfare of the Company.  

3. Salary

3.1 Your salary on appointment will be €22,000 per annum (pro-rated for any lesser 
period). Your salary is payable weekly on the Friday of each week, by credit transfer into 
your bank account. Your salary will be subject to the appropriate statutory and agreed 
deductions. Bonus and commissions will be paid monthly on the second Friday of the 
following month.

3.2 Your salary will be reviewed in line with performance. 

3.3 The Company reserves the right to make deductions from your salary in 
respect of any sums owing to the Company by you, including but not limited to, any 
overpayment of salary, commission, incentive, expenses, overpayment in respect of 
hours worked, payment for holidays taken in excess of your annual leave entitlement 
at the date of termination and any education costs. In accepting this contract of 
employment you will be regarded as having expressly agreed to this provision. 

4.   Annual Leave & Public Holidays

4.1  Annual leave and public holidays are granted in accordance with the provisions 
of the Organisation of Working Time Act, 1997. Your annual leave entitlement will be 
20 days per completed year of service. In any year, in which only part of the year has 
been worked, entitlement will be calculated on a pro-rata basis in accordance with the 
periods worked. 
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In additional to annual leave, there are 9 public holidays:
• New Year’s Day (1st January)
• St Patrick’s Day (17th March)
• Easter Monday
• the first Monday in May
• the first Monday in June
• the first Monday in August
• the last Monday in October
• Christmas Day (25th December)
• St Stephen’s Day (26th December).

As an added bonus, we are now offering 1 extra day for your birthday to be taken within 
1 week of your actual Birthday (unless otherwise agreed by your manager).

4.2 The Company holiday year runs from January to December. Annual leave must 
be taken at a time to be agreed between you and your manager. In the normal course, 
the Company will require one month’s notice of intention to take annual leave. At least 
two consecutive week’s annual leave must be taken in the calendar year. You may be 
allowed to carry forward a maximum of six annual leave days from one year to the next 
(unless agreed otherwise with the company director beforehand).

4.3 Where a termination of this contract occurs and paid holidays already taken 
exceed the paid holiday entitlement accrued at the date of termination, the Company 
will deduct the excess holiday pay from any termination pay. In accepting this contract 
of employment you will be regarded as having expressly agreed to this provision. 

4.4 You may be required to work on a public holiday to meet our business needs. In 
such circumstances you will be compensated in accordance with the Organisation of 
Working Time Act, 1997. 

5.   Hours of Work

5.1 Your normal working hours will be 40 hours per week to be discharged during 
core business hours from 9:00 am to 5:00 p.m. (Monday to Friday). The Company 
reserves the right to change these working hours having regard to the needs of the 
business. You will receive as much notice as possible prior to any change. You may be 
required to work additional hours outside of core business hours. Work outside of core 
business hours will be determined by your line manager. Where practicable, you will 
be given advance notice of such requirements. In the absence of notice you are not 
absolved from the requirement to work outside core business hours. 

5.2 You may be required to be on call (standby) on a rota basis to deal with 
emergency situations outside core business hours; you will be informed in advance by 
the Company Directors.
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5.3 You are entitled to a one-hour lunch break per day to be taken between 1:00- 
2:00 pm or as agreed beforehand by Company Directors. 

5.4 In accordance with the Organisation of Working Time Act, 1997 employees are 
entitled to:

1. A daily rest period of 11 consecutive hours per 24 hours
2. A weekly rest period of 24 consecutive hours per 7 days
3. A 15 minute break if working 4 ½ hours
4. A 30 minute break if working 6 hours

In line with the legislation, in the event that an employee believes that he/she has 
not received their statutory break or rest periods, they should notify their manager in 
writing within 1 week where a review of the circumstances will take place. 

6.   Overtime

 You may be entitled to overtime for additional hours worked. In such instances, 
the company directors will make a request for you to work additional hours in advance 
of overtime hours worked. Where this request is not made and you choose to work 
additional hours, you will not be entitled to an overtime payment.

7.   Place of Work

During Covid restrictions we are implementing a hybrid working solution. This currently 
entails working 3 days remotely from home and 2 days in the office. The number of 
days in the office may increase as Covid restrictions are lifted. Your place of work will 
be 2 Priory Office Park, Stillorgan Road, Blackrock, County Dublin  and may be elsewhere 
by prior agreement. The Company reserves the right, and by acceptance of this 
contract you hereby agree to transfer and/or carry out work at any such location, that 
the Company may reasonably require. You will be given reasonable notice of any such 
transfer.  

8.   Absence due to Illness

8.1 Absence due to illness should be notified to the Directors as early as possible 
on the first day of absence, but in any event not later than 10 am on such day. A 
certificate from a qualified medical practitioner must be submitted on the third day of 
a continuous absence and on a weekly basis thereafter. 

8.2 The Company reserves the right to refer you to an Occupational Health 
Consultant or the Company Doctor at any time during the course of your employment. 
You may be requested to provide a medical certificate or details of a medical 
examination for any absences irrespective of duration, and the Company shall be 
entitled to receive full details of the results of medical examinations. 

8.3 The Company does not pay for periods of absence due to sickness. However, you 
may be entitled to receive Illness Benefit from the State, provided you have met the 
required PRSI contributions.
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9.   Pension Scheme

9.1  We are currently talking to a pension provider about setting up pensions, so there 
should be an option to contribute to a pension scheme in the near future.

9.2  The retirement age for employees within the Company is 65. Prior to employees 
reaching their sixty-fifth birthday, the Company will discuss details regarding their 
retirement from the Company.  

10.	 		Benefits

10.1 You may be eligible to participate in the benefit plans specified in this Agreement 
and such other benefit plans as may be approved in writing from the Company from 
time to time. Participation in such benefit plans shall be subject always to the rules and 
conditions applicable to each such plan. The Company reserves the right at all times 
to vary or discontinue any benefit plans in which you may be entitled to participate. 
The Company shall also have the right to substitute new benefit plans for any plan in 
which you may be eligible to participate. Any Company benefit plan which is insured 
will be subject to and conditional upon the terms and conditions of the relevant policy 
of insurance. 

10.2 All benefits payable or otherwise made available to you under any Company 
benefit plan(s) in which you may be eligible to participate from time to time shall 
automatically cease, as shall your eligibility to participate in such plan(s), upon the 
termination of your employment for any reason whatsoever. In the event of such 
termination, the Company shall be under no obligation to replace the terminated 
or discontinued benefit plan(s) and/or provide the same or similar benefits or 
compensation in lieu.  

11.   Training Courses

You may be requested to attend training courses from time to time as required by the 
Company either at local or nominated locations as part of your role development. 

12.	 		Confidential	Information

12.1 During the course of your employment duties, you may have access to 
information in respect to the business of the Company, its clients and our client’s 
customers which is strictly confidential. You will not during or after your contractual 
obligations, divulge, disclose or communicate (whether directly or through failure 
to exercise due care and diligence) to any person any confidential information or 
otherwise make use of any trade secret or confidential information concerning the 
business of the Company, or any of its dealings, transactions or affairs, or any trade 
secret or confidential information concerning its suppliers, agents, clients and client’s 
customers except in the proper course of your employment with the Company or as 
required by law. Any breach of confidentiality will be regarded as a matter justifying 
summary dismissal. 
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12.2 The provisions of this entire clause will continue in force after termination of your 
employment (for whatever reason). 

13.   Rights of Data

13.1 All original material, whether written or machine readable, including programs, 
programming documentation, listings originated and prepared exclusively for the 
Company pursuant to this agreement shall belong to the Company. 

13.2 All notes, records, list of our customers, client’s customers, suppliers and 
employees correspondence, computer data and others disks, listings, codes, keys and 
passwords and other documents and materials (and copies of same) in whatever 
medium or format relating to our business or any of our clients shall be and shall 
remain property of the Company or the client (as applicable) and shall be handed 
over by you to us or the relevant client on demand by us or the client (as applicable) 
and in any event on termination of your employment. 

13.3 The provisions of this entire clause will continue in force after termination of your 
employment (for whatever reason). 

14.   Non solicitation of Customers

 You must not directly or indirectly solicit or try to entice away any company, 
person or firm who is a customer of ours or of our client. This condition is in force for 
any customer with which you were actively involved during the twelve months before 
your date of termination of employment.  There restrictions apply to you during the 
period of your employment and for a period of six months following termination 
(however such termination may arise) where you act on your own account or with or 
on behalf of any other person, company or firm.  

15.   Non solicitation of Employees

 During the period of employment and for a period of six months following its 
termination (however such termination may arise) you shall not either on your own 
account or with or on behalf of others in competition with us directly or indirectly solicit 
or endeavour to entice away from us any employee or consultant who has worked 
with or in the interests of the Company in the twelve months immediately before the 
termination of your employment.
  
16.   Exclusivity of Services

You will be required to devote your full time attention and abilities to your job/duties 
during working hours and to act in the best interest of the Company at all times. For so 
long as you are employed by the Company you may not, without prior written consent 
of the Company be in any way directly or indirectly actively engaged or concerned in 
any other business of undertaking where this is likely to be in conflict with the interest of 
the Company.  
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17.   Employment Elsewhere

17.1 To ensure compliance with Section 33 of the Organisation of Working Time 
Act, 1997, in respect of double employment and the number of hours worked in the 
reference period, the Company requests that you advise your line manager of any 
outside employment for which you receive remuneration. 

17.2 You should not engage in any gainful occupation to such an extent as to impair 
your performance of your duties or which might be inconsistent with the discharge of 
your duties in the Company, or which conflicts with the interest of the Company. 

18.	 		Conflict	of	Interest

18.1 During the course of your employment, it is important that you do not place 
yourself or allow yourself to be placed in a position where your personal interests or 
affairs conflict with the interests of the Company or its clients.  

18.2 If, before you commence employment with the Company, you think you may 
have a conflict or potential conflict of interest you should inform the Company. If, 
at any time after you commence employment, you find that you have a conflict or 
potential conflict of interest, you should inform your line manager.  

18.3 It is your responsibility, for the duration of your employment, to ensure that any 
conflict or potential conflict of interest is declared to the Company. Failure to declare a 
conflict or potential conflict which later comes to the Company’s attention may result 
in disciplinary action up to and including dismissal.  

19.   Grievance Procedure

If at any time you have a grievance regarding your terms and conditions of 
employment please formally contact the company Directors. 

20.   Disciplinary Procedure

20.1  All disciplinary matters (save those that occur during probationary periods) 
are dealt with in accordance with the Company’s Disciplinary Procedure. You are 
obliged to familiarise yourself with the terms of same upon your commencement in 
employment. 

20.2  The Company reserves the right to suspend you on full pay pending the outcome 
of any disciplinary investigation. 
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21.   Health and Safety

21.1  The Company is committed to ensuring the safety, health and welfare of 
all its staff and, to this end, a safety statement has been prepared setting out the 
safety arrangements which are in force. All employees in the Company have a legal 
obligation in relation to safety, health and welfare at work and are required to follow 
the guidelines contained in the safety statement. 

21.2  You are obliged to familiarise yourself with the Company’s safety statement 
and associated policies and procedures. You have a responsibility to comply with 
these policies and procedures at all times. Failure to comply with same may result in 
disciplinary action up to and including dismissal. 

22.   Dignity at Work

22.1  We at InvestinU commit ourselves to working together to maintain a workplace 
environment that encourages and supports the right to dignity in the workplace. All 
who work here are expected to respect the right of each individual to dignity and 
respect in their working life. Harassment, sexual harassment, bullying or any other 
disrespectful behaviour in any form is not accepted by us and will not be tolerated. 

22.2  All employees, contractors, customers, suppliers and visitors to the Company 
have a duty and responsibility to uphold these principles and objectives. You are 
obliged to familiarise yourself with the Company’s Dignity at Work Policy and you have 
a responsibility to adhere to this policy at all times. Failure to comply with same may 
result in disciplinary action up to and including dismissal. 

23.   Data Protection

23.1  The Company holds personal information about you which is subject to the Data 
Protection Acts, 1988 – 2018. By signing this contract you are giving explicit consent 
(as defined in the Acts) to the Company and its relevant suppliers (involved in, but 
not limited to payroll and any other aspect of your employment), processing, both 
manually and by electronic means, your personal and special categories of personal 
data for the purposes of the administration and management of your employment 
and/or the Company business. 

23.2  The Company will treat all personal and special categories of personal data as 
confidential and will not use or process it other than for legitimate purposes relating to 
your employment. 

23.3  The Company will ensure that the information is accurate, kept up to date and 
not kept for longer than is necessary. Measures will also be taken to safeguard against 
unauthorised or unlawful processing and accidental loss or destruction or damage to 
the data.  
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24. Computer Use

24.1 It is necessary for the Company to protect its interests and those of its clients by 
monitoring computer usage and all communications on its private networks (including 
telephone networks and email systems). You understand and accept that the 
Company collects information on all Internet user account and email activity and that 
this information is periodically reviewed by authorised staff to detect any unauthorised 
use of the Company systems. 

24.2 You are obliged to familiarise yourself with all IT procedures and instructions 
made by your line manager or management upon your commencement in 
employment. Failure to comply with same may result in disciplinary action up to and 
including dismissal.

24.3 All InvestinU equipment including laptops, phones, monitors etc. must be 
returned upon termination of employment 

25.   Reduced Working Hours

The Company reserves the right to reduce your working hours, where through 
circumstances beyond its control it is unable to maintain you in full-time or your 
regular hours of employment. You will receive as much notice as possible prior to such 
lay off or short time period commencing and you will be paid only in respect of hours 
actually worked during that period. 

26.   Previous Contracts

This contract over-rides and supersedes all (if any) previous contracts of 
employment with the Company which are hereby terminated by mutual consent. Any 
understanding, representation or agreement not provided for by this contract are 
unaffected. 

28. Collective Agreements
 
There are currently no collective agreements in place governing your employment. 

29.   Termination of Employment 

29.1  Your employment may be terminated by either party giving to the other the 
higher of:
a) one month’s written notice, or
b) such greater notice as may be required by statute. 

29.2  The Company reserves the right to terminate your employment without notice 
if it has reasonable grounds to believe you are guilty of gross misconduct or gross 
negligence in accordance with the terms of the Disciplinary Procedure. 
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29.3  The Company reserves the right to pay salary in lieu of any period of notice 
which it or you are required to give. 

29.4  On the termination of your employment for whatever reason, you will be required 
to return to the Company, without delay, all files, correspondence, records, data, 
computer files, specifications, models, notes, formulations, lists, papers, reports or other 
documents and all copier thereof of whatever nature and other property belonging to 
the Company or relating to its business affairs or dealings which are in your possession 
or under your control. 

30.   Governing Law

Your employment shall at all times and in all respects be governed by the law of 
Ireland. 

If you have any queries relating to this contract of employment please contact me. 

Please confirm your acceptance of the terms and conditions of employment and the 
contents of this letter of offer by signing the enclosed copy of this letter and returning it 
to me by close of business on Friday 29th October 2021.

Finally, may I take this opportunity to congratulate you on your appointment and I wish 
you every success with your future career. 

Yours sincerely, 

 
____________________
Cara Martin
Managing Director
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  I, Mark Doyle wish to accept this offer of employment. I confirm that I   
  have read fully, understand, accept and agree to be bound by the   
  Terms and Conditions of employment as set out in this contract and 
  offer letter. 

Signed:

Date: 

Mark Smyth

Mark SmythSigned:

Date: 

  I, Mark Doyle do NOT wish to accept this offer of employment. 

Reason for Non Acceptance: 

Please tick the appropriate box below:


