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October 28, 2021 

 
Offer Letter 

 

 
Dear Shilpa Banerjee, 

Further to your interview we are pleased to offer you the position of “SEO Executive” in our 
organization. You are requested to join duties with effect from November 15, 2021 at our Pune office 
for this offer to be valid. 
 
Should you accept this job offer, per company policy you'll be eligible to receive the following upon 
your appointment into the services. 
Kindly refer Annexure-A mentioned on the last page. “You should be available to report to work from 
Pune office premises whenever company ask you to join in Pune”. 
 

 
Probation & Training Period: 

As per our Company policy, you will be on probation for a period of 3-6 months and then based on 
your performance and review you will be taken to the next level of employment in the organization. 
While on probation, you will be provided ‘on the job’ training. 

 
Agreement: 

You will have to sign a service agreement with the company for 18 months post confirmation. For any 
reason, if you leave the services of the company before the period of 18 months from date of 
confirmation, then he/she shall forthwith pay a sum of Rs.100,000/-(Rupees one Lac only) being the 
indemnification of the cost of training to the company. The employee undertakes not dispute the 
amount and shall pay the amount, before requesting for formal relieving order from the company & at 
the same time company has full right to initiate the appropriate legal proceeding against the employee. 

 
Duties and Responsibilities: 

 Conduct keyword research and selection for SEO projects. 

 Ensure websites are filled with optimal keywords. 

 Improve a company's organic search results. 

 Implement strategies for increasing site ranking. 

 Research, understand, and stay up-to-date on the latest search engine algorithms, rules, 
techniques and trends. 

 Perform ongoing keyword discovery, expansion and optimization. 

 Working with the development teams to improve site structure, optimize page layout, and 
indexing and rankings. 

 Provide ongoing support of all SEO initiatives including reporting, analysis and optimization 
recommendations. 

 Research and analyze competitor advertising links. 

 Work with the development team to ensure SEO best practices are properly implemented on 
newly developed code. 

 Other projects and duties as assigned by Manager. 
 



 
 

 

Reporting Structure: 

Your immediate reporting will be to the Manager - Digital Marketing & SEO; however you will also be 
interacting across teams whenever required. 

 
Copyrights and Disclosure: 

 During the period of your association with the company, you are not liable to disclose any 
content/data/information about the company 

 Works or designs originated, conceived, written, or made by you or in which you have 
participated with others, either on completion or in marketable form, should be presented 
promptly when required by the company 

 All rights and copyrights of the work/material you produce either at the company’s premises 
or elsewhere will belong to the company 

 You will not, whether during or after the termination of your job, divulge any important 
information affecting the business and image of the company, to anybody 

 You shall not during the employment, except as authorized by the management, divulge or 
make any information public relating to the Company or its business or any of its Customers or 
any other information which may come to your knowledge in the course of your employment. 
Even after you cease to be in employment, you shall not reveal to anyone, the information 
regarding the operations of the Company 

 If you conceive any new or advanced method of improving designs / processes / formulae / 
systems, etc. in relation to the business/ operations of the Company, such developments will 
be fully communicated to the company and will be, and remain, the sole right/ property of the 
Company 

 E-mail facility provided by the company is to be used exclusively for Company’s official 
business.

 The Company will have the right to check the e-mail sent and received. Sending of any 
information related the Company’s commercial / financial / technical data to unauthorized 
persons will be treated as a breach of trust and a serious offense. You will be responsible for 
the misuse of e-mail and all its consequences including litigation arising therefore.

 The facilities and amenities granted by the Company in excess of the statutory requirements 
do not form a part of the conditions of service and are subject to change at the discretion of 
the Company.

 Any change in the rules, regulations, policies and orders announced by the Company from time 
to time and applicable to you will form a part of this contract of employment.

 Your appointment is full time assignment and you will not at any time engage in any paid 
occupation or business outside the Company without obtaining prior written consent of the head 
of the Company.

 You are expected to deal with company’s money, material and documents with utmost 
honesty and professional ethics. Your service may be dispensed with any time without any 
notice if you are found guilty of gross indiscipline, fraud misappropriation or acting against the 
interest of the company.

 

 

 



 

 

 

 
Changes to your Terms of Job: 

The company reserves the right to make reasonable changes to any terms and conditions of the job. 
Candidate is responsible to fulfill all the obligations that he/she may have with previous employers 
before joining Future Market Insights Pvt Ltd.  Candidate also agrees that Future Market Insights Pvt 
Ltd.  Is not liable for any obligations that candidate may have with his/her previous employers. 

 

 
Hours of Work: 

Your shift will be of 09.30 hours a day from Monday to Friday inclusive. However, you may need to 
work longer hours or on other days if requirements of your work so dictate. 
 
“Company will have the flexibility to put you in any shift as and when required”. 

 

 
Salary Revisions: 

Based on your performance your target annual salary will be reviewed annually and adjusted one year 
post confirmation. 

 

 
Miscellaneous: 

 If, at any time in Company's opinion, you shall be guilty of any gross misconduct or of persistent 
non-punctuality or negligence of your duties or of indiscipline, then the Company may 
terminate your employment without any notice or payment in lieu of notice.

 You shall devote your whole time and attention, energy and abilities, during the employment 
with the Company, and shall not, during the course, be employed or engaged in any other 
work, profession or employment, either honorary or otherwise. 

 You shall be governed by the rules and regulations of the Company, as may be applicable to 
the employees of your category in the company from time-to-time 

 

 
Cancellation: 

This offer and your employment with Future Market Insights Pvt Ltd is contingent on your satisfactory 
completion of all verification and / or background reference checks, which may occur at any time prior 
to / after your effective joining date. 

 
Future Market Insights Pvt Ltd holds the right to defer or cancel this offer at any time before or after 
your joining in case any information furnished by you is found incorrect or misleading. 

 
We express our wholehearted warm wishes towards beginning your career with us and welcome you 
to Future Market Insights Pvt Ltd.  

 
 
 



 
 
 
 
Acceptance of Offer: 

I have carefully read and understood the terms and conditions of my engagement mentioned above 
and I accept them totally and shall abide by them. 

 
Name: Signature: 

 
Date: Place: 

 
 

Annexure - A 

 
Salary Structure: 
 
You will be eligible to receive the following upon your appointment into the services. 
 

Salary Structure for FMI-2021 

Particular Amount (INR) Amount (INR) 

Basic Salary (Excluding  Employee Contribution to PF) 1,58,400  

Employee's Contribution to Provident fund 21,600  

Total Salary  1,80,000 

    

Others  1,80,000 

House Rent Allowance 72,000  

Conveyance Allowance 24,000  

Medical Allowance 18,000  

Uniform Allowance 12,000  

Other Allowance 54,000  

    

Health Insurance Premium - Yearly  5,000 

Employer Contribution To Provident Fund  21,600 

    

Total Cost to the Company 3,86,600 

*Contribution towards Employee Welfare Fund  yearly INR 1800   

 
 

 

 



















Offer Letter
30th June 2021

Dear Arif,
We are very pleased to offer you the position of Community Executive with Pushstart
Media Network Private Limited.

Please find the following confirmation of the specifics of your role during
the probation period below:
Position Title: Community Executive

Number of Work Hours Per Week: 40-50 hrs per week (Mon-Sat)

Official Start Date: 29th June 201

Salary: Your CTC for the role would be Rs. 22k/- per 30 days

Reporting Supervisor: You will be directly working with Ansha Dixit, Community
Director @ Pushstart (ansha.dixit@pushstart.in)

Responsibilities: Your responsibilities will include the following things:

● Data Tracking and Community Operations: Track all metrics and activity data
of members in Pushstart Community.

● Member Onboarding: Control end-to-end onboarding and experience of the
members in the community.

● Content Management and Production: Regular production of content for
community activity and engagements.

● Event Management: Organize and host events for Pushstart community
members.

● Community Satisfaction: Monitor, track and report community Feedback
● Community Analytics: Monitor and drive community NSM and KPIs to align

with community health goals.

Office Location: You will be working remotely with us till further notice from the company

Should you have any questions regarding the specifics of your role,
please feel free to contact me.

Yours Sincerely,
Neeraj Joshi
Founder
Pushstart Media Network Pvt. Ltd.



8779219493
















