
[bookmark: _fiw5jz2apc3o]name: contract-end-date-notifier description: > Automated contract end date monitoring for Workable HRIS. Scans all active employees for approaching or overdue contract/employment expiry dates and sends proactive Slack notifications to the direct manager and a designated HR admin. Use this skill whenever a customer wants to set up automated alerts for contractor offboarding, contract renewals, fixed-term employment tracking, or employment expiry reminders. Trigger on: "notify manager when contract ends", "contract expiry alert", "employment end date reminder", "contractor offboarding notification", "fixed-term contract alert", or any request to automate reminders around employee end dates.
[bookmark: _q1mjfmowgjf9]Contract End Date Notifier
Monitors Workable HRIS for employees with approaching or overdue employment/contract end dates and sends Slack alerts to the relevant manager and HR admin — before it becomes a problem.


[bookmark: _zc0gxueiia7m]Phase 1 — Setup
When the user triggers this skill for the first time (no state file exists yet), run the setup conversation before doing anything else.
[bookmark: _m7p3u9a7pepj]Detect whether setup is needed
Look for the state file by running:

find /sessions/*/mnt -name "contract-end-notifier-state.json" 2>/dev/null | head -1

· File not found → run the Setup Conversation below
· File found → load config and skip to Phase 2 (Scan)
· User says "reconfigure" → re-run the Setup Conversation, preserve existing employee tracking data, overwrite only the config block
[bookmark: _wryygr41hh4t]Setup Conversation
Ask these questions in sequence. Wait for each answer before proceeding.

Q1 — Field location

"Does your account use Workable's standard contract end date field, or have you created a custom employee field for this? The standard field is called 'Employment Expiry Date' and is part of the Employment section in HRIS."

· If standard field: set field_type: "standard" in config. No further input needed.
· If custom field: ask for the field's label name as it appears in Workable HRIS. Then run a discovery step (see Field Discovery below) to resolve the label to an ID.

Q2 — Notification threshold

"How many days before the contract end date should the first alert be sent? Default is 30."

Store as threshold_days. Accept any positive integer.

Q3 — HR admin

"What is the work email address of the HR admin who should receive all notifications alongside the direct manager?"

Store as hr_admin_email.

Q4 — Fallback channel

"What Slack channel should be used when someone can't be reached by DM (e.g. no Slack account, or manager is the same as HR admin)? Please provide the channel name including #."

Resolve channel name to ID using Slack search. Store as fallback_channel_id.

Q5 — Schedule

"How often should the bot scan for expiring contracts? Default is Monday and Friday at 9am."

Store as a cron expression or plain description. Suggested defaults:

· Twice weekly (Mon + Fri): 0 9 * * 1,5
· Daily: 0 9 * * 1-5
· Weekly (Monday): 0 9 * * 1

Q6 — Follow-up nudge

"Should the bot send a follow-up reminder if no response is received after the first alert? This is off by default — you can enable it later by saying 'reconfigure'."

Store as nudge_enabled: false by default. If enabled, ask for nudge_interval_days.

After all answers confirmed, write the state file (see State File Structure below) and confirm setup is complete. Then proceed to Phase 2 immediately.


[bookmark: _bz0gsncrxwr0]Field Discovery (custom fields only)
Fetch one employee record that you know has the custom field populated. Scan the record for unlabeled ID-keyed fields (keys that look like hex IDs, e.g. "a3f9": [...]). Present the found values to the user and ask them to identify which one is their contract end date field. Store that key as custom_field_id in config.

If no employees are found with a value in an unknown date field, ask the user to populate one test employee record in Workable first, then retry.


[bookmark: _bleyef8w7moo]Phase 2 — Scan
Run this on every scheduled execution (and immediately after first-time setup).
[bookmark: _xcua4j87u49z]Step 1 — Load state
STATE_FILE=$(find /sessions/*/mnt -name "contract-end-notifier-state.json" 2>/dev/null | head -1)

Read config and existing employee tracking records from the state file.
[bookmark: _xnev1560hpgh]Step 2 — Fetch all active employees (with pagination)
Call get_employees with status: active. The endpoint returns a maximum of 50 records per call. You must paginate using offset until all employees are retrieved.

Page 1: offset=0,  limit=50
Page 2: offset=50, limit=50
Page 3: offset=100, limit=50
... continue until employees returned < 50

Use total_count from the first response to know how many pages to expect.
[bookmark: _qj2gelsvto3l]Step 3 — For each employee, resolve the end date
Standard field path: Call get_employee(employee_id) and read:

employment_group → filter where is_primary = true → value.employment_expiry_date

If employment_expiry_date is null or absent → skip this employee (no end date configured).

Custom field path: Read the key matching config.custom_field_id from the employee record. If absent or empty → skip.
[bookmark: _xlutevtmvptr]Step 4 — Classify each employee
Calculate days_remaining = end_date - today (use UTC date, ignore time component).

	Condition
	Classification

	days_remaining <= threshold_days AND not yet notified at threshold
	THRESHOLD

	days_remaining < 0 AND not yet notified as overdue
	OVERDUE

	Already notified at applicable tier
	Skip

	days_remaining > threshold_days
	Skip



Urgency sub-classification for THRESHOLD:

· days_remaining <= 7 → URGENT (different message tone)
· days_remaining > 7 → STANDARD
[bookmark: _bvq9rb9n9j4f]Step 5 — State file cleanup
Before sending any notifications, cross-reference current employee list against the state file:

· Remove entries for employees no longer in the active employee list
· Remove entries where employment_expiry_date no longer exists or has been updated to a future date beyond threshold (treat as resolved — reset notification flags)
[bookmark: _vwbfp6gs8jsl]Step 6 — Resolve Slack recipients
For each flagged employee:

1. Manager: call get_employee(employee.reports_to) → get work_email → look up Slack user by email
2. HR admin: look up config.hr_admin_email in Slack

Deduplication: if manager email == HR admin email, send only one message (not two).

Fallback logic:

	Scenario
	Action

	Manager found in Slack
	DM manager

	Manager NOT found in Slack
	Post to fallback channel, name manager in message text

	HR admin found in Slack
	DM HR admin (unless same as manager — then skip DM)

	HR admin NOT found in Slack
	Post to fallback channel

	Employee has no reports_to
	Notify HR admin only; note missing manager in message


[bookmark: _9l1t4ff79kdc]Step 7 — Send notifications
See Message Templates below. Send all queued notifications, then update the state file.


[bookmark: _9hd7d0jzwv20]Message Templates
[bookmark: _rhiwptsu75xu]THRESHOLD — STANDARD (> 7 days remaining)
DM to manager:

📋 Contract ending soon [Full Name] · [Job Title] Contract end date: [date] · [X] days remaining

Please confirm whether this contract will be extended or whether offboarding should begin. Review their profile in Workable HRIS to update accordingly.

DM to HR admin (same content, add):

(Copying you as HR admin — [Manager Name] has also been notified.)


[bookmark: _szg3t7lvyeyr]THRESHOLD — URGENT (≤ 7 days remaining)
DM to manager:

🚨 Contract ends in [X] days — immediate action needed [Full Name] · [Job Title] Contract end date: [date]

This is urgent. Please confirm extension or begin offboarding immediately. Review their profile in Workable HRIS.

DM to HR admin: Same as above + copying note.


[bookmark: _rsidznbtlbun]OVERDUE
DM to manager + HR admin (or fallback channel if no Slack):

⚠️ Contract end date has passed — record needs review [Full Name] · [Job Title] Contract end date was: [date] · [X] days ago

This employee's employment end date has passed and their status has not been updated in Workable. Please review their record and update it to keep your HRIS accurate.


[bookmark: _1cv5tpdj37x6]Fallback channel post (when DM not possible)
📋 Contract ending soon — [Full Name] ([Job Title]) End date: [date] · [X] days remaining Direct manager: [Manager Name] (no Slack found — please notify them directly) HR admin notified: [Yes / No]


[bookmark: _f9rjjvp4cxso]State File Structure
Location: resolved dynamically via find /sessions/*/mnt -name "contract-end-notifier-state.json"

{
  "config": {
    "field_type": "standard",
    "custom_field_id": null,
    "threshold_days": 30,
    "hr_admin_email": "hr-admin@yourcompany.com",
    "fallback_channel_id": "<resolved from channel name during setup>",
    "schedule": "0 9 * * 1,5",
    "nudge_enabled": false,
    "nudge_interval_days": null
  },
  "employees": {
    "<employee_id>": {
      "name": "<First Last>",
      "end_date": "<YYYY-MM-DD>",
      "notified_threshold": false,
      "notified_overdue": false,
      "last_notified_at": null
    }
  }
}

State file rules:

· config block: updated only on setup or reconfigure
· employees block: updated after every scan run
· Entries removed when employee is no longer active or no longer has an end date
· If end_date value changes between runs (extended), reset notified_threshold to false so they will be re-evaluated correctly at the new date


[bookmark: _i3ed6a9qlga0]Scheduled Task Setup
After first successful run, create a scheduled task with the configured cron expression.

Prompt for the scheduled task:

Run the contract end date notifier for [account subdomain].
State file: [resolved path]
Load SKILL: contract-end-date-notifier

Confirm the task is live and tell the user when the next run will fire.


[bookmark: _hx5et5e8bhmx]Reconfiguration
If the user says any of: "reconfigure", "update settings", "change HR admin", "update threshold", "change channel", or similar → re-run the Setup Conversation. Preserve the employees tracking block in the state file. Only overwrite the config block.


[bookmark: _rnpsbg591fw0]Edge Cases to Handle
· Employee has no manager assigned (reports_to is null): notify HR admin only; include note in message that no manager is assigned in Workable
· Manager and HR admin are the same person: send one consolidated message, not two
· End date is today (days_remaining = 0): treat as URGENT threshold notification
· Multiple employment_group entries: always use the one where is_primary = true
· Custom field returns empty array []: treat as no end date — skip
· Slack send fails: log the failure, attempt fallback channel, note in state file

