
VITROTA JOB RULES 

214, Vitrota, Kesbewa,
Piliyandala

072 0417 625

Maintain  profess ional ism and ethical  behavior  dur ing a l l  interact ions.   
Respect  the company’s  va lues,  pol ic ies ,  and v irtual  workplace culture.
Treat  a l l  c l ients ,  team members ,  and col laborators  with respect  and courtesy in  a l l
forms of  communicat ion (emai l ,  chat ,  v ideo cal ls ,  etc .) .

GENERAL CONDUCT

REMOTE WORK ENVIRONMENT
Ensure you have a  stable internet  connect ion and the necessary tools  (e .g . ,
laptop,  software) .  
Mainta in  a  d istract ion-free workspace dur ing working hours .
Be avai lable dur ing agreed working hours  or  as  per  project  deadl ines.

ATTENDANCE AND AVAILABILITY

Log in  and out  of  the designated work platform as per  your  schedule.
Attend a l l  scheduled v irtual  meet ings and not ify  your  manager in  advance i f
unavai lable .
Submit  t imesheets or  work logs regular ly ,  i f  required by the company.

CONFIDENTIALITY AND SECURITY

Keep a l l  project  f i les ,  credent ia ls ,  and communicat ion conf ident ia l .
Use company-approved platforms for  shar ing and stor ing f i les .
Report  any secur ity  breaches or  suspic ious act iv ity  immediately  to us .

PERFORMANCE AND DEADLINES

Del iver  h igh-qual i ty  work with in  the specif ied t imeframes.
Be proact ive in  seeking c lar i f icat ion or  support  when facing chal lenges.
Col laborate effect ively  with team members on shared projects  us ing designated
tools  (e .g . ,  Canva,  Wordpress ,  etc .)

PAYMENT AND RESIGNATION POLICY

During the f i rst  month of  employment,  the company wi l l  w ithhold 5 days’  sa lary  as
a secur ity  deposit .  This  amount wi l l  be re leased on the last  working day upon
complet ion of  proper  res ignat ion procedures.
Salar ies  wi l l  be processed either  7  days after  the complet ion of  work or  on a
monthly  bas is ,  depending on the agreed payment cycle .
Payments wi l l  be transferred through the designated payment method provided
by the employee (e.g . ,  bank transfer  )
Employees are required to provide a  15-day not ice per iod before leaving the
company.

ACKNOWLEDGMENT

I ,  the unders igned,  conf irm that  I  have read,  understood,  and agree to adhere to the
payment and res ignat ion pol ic ies  out l ined by Vitrota PVT Limited.

Appl icant ’s  S ignature



Emai l

Exper ince

VITROTA JOB APPLICATION FORM

Y O U R  
P H O T O

214, Vitrota, Kesbewa,
Piliyandala

0777 45 23 65

P E R S O N A L   I N F O R M A T I O N

Ful l  Name

Home Address

Phone Number

School

E D U C A T I O N

Date of  Birth

Gender Male Female

City

O T H E R  I N F O R M A T I O N

Join with us  Ful l  t ime or  part  T ime 

Ful l  t ime. Part  t ime.

Signature

Apply ing Our Job Post

Date

P A Y M E N T  D E T A I L S

Account number 

Bank Name

Account name

Branch


