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Nodibindjums «Rigas Tehniskas universitates Attistibas fonds», Reg. Nr. 40008067097, Paula Valdena iela 3, Riga, LV-1048, Latvija

Talr. 67089429, e-pasts: fonds@rtu.lv, www.fonds.rtu.lv

Kartiba SIA ,,Alinex Latvia” praktisko Procedure for Granting SIA Allnex Latvia
iemanu veicinasanas stipendijas Practical Skills Promotion Scholarship
pieskirsanai Nr. 247/RTUAF-2023/13 No. 247/RTUAF-2023/13
SIA LAllnex Latvia” sadarbiba ar nodibinajumu | SIA Allnex Latvia, in cooperation with the foundation
,Rigas Tehniskas universitates Attistibas fonds” | Riga Technical University Development Fund,
izsludina stipendiju pieSkirSanas kartibu SIA | announces the procedure of granting scholarships for
LAllnex Latvia” praktisko iemanu veicinaS8anas | promotion of practical skills at SIA Allnex Latvia to
stipendijai ar mérki veicinat studentu profesionalo | promote professional growth and career development
izaugsmi un karjeras attistibu. of students.
1. Visparigie noteikumi. 1. General Provisions
1.1.St|p_end_|!u - konkursa , var pletelktl_es 1.1. The participants of the scholarship competition can
uznéméjdarbibas, ekonomikas un personala : .
- . s be Business, Economics and Human Resources
vadibas jomas studenti, sakot no bakalaura . ,
fmena 2. kursa students starting from bachelor’s level of year 2.
e o _ 1.2.RTU has the right to send students to the
1.2.RTU ir tiesibas nosditit praksé studentus no . . g . : .
R Tehnisk3 ; 5t Albert internship from Riga Technical university, Albert
k'?e;sv ; n:(s as tuE'VIeFS' Zkes, " era College, BA School of Business and Finance, EKA
oe_ 4as, Banku augsiskotas, ~ .(.)nomllaf un University of Applied Sciences, ISMA University of
kultGras augstskolas, Informacijas sistému . . Lo . . .
8 . Applied Sciences, Liepaja University, Latvia
menedZmenta augstskolas, Liepajas . . . . .
, L - o University of Life Sciences and Technologies, Art
Universitates, Latvijas Biozinatnu un . . . ) :
) L N o Academy of Latvia, University of Latvia, Riga
tehnologiju universitate, Latvijas Makslas . . .
kadamii Latvii Uni itsit Bi International School of Economics and Business
a _ak TmIJaS,t ha vlua‘s" nlvetrs:(al eS"‘RIISZIrE]g,SA?’ and Business administration (RISEBA), The Red
m_a sias un ,e no o,g“u ?L_Jgs sKolas _ ’ Cross Medical College of Riga Stradin3 University,
Rigas Stradina universitates Sarkana Krusta - o . ) - ’
. ’ N _ ) Riga Stradin$ university, Rézekne Academy of
medicinas koledzas, Rigas Stradina ’ o
o _ Technology, Stockholm School of Economics in
universitates, Rézeknes Tehnologiju . C
- _ . Riga, Transport and telecommunication institute,
akadémijas, Rigas Ekonomikas augstskolas, . : - ) . . .
o ] University Turtba, Vidzeme University of Applied
Transporta ~un sakaru institita, Biznesa Sciences, preparing agreement on ensuring place
augstskolas “Turiba”, Vidzemes Augstskolas, . » Preparing ag g pa
tavoiot & tskol tudeni of internship between the company, Riga
fa?a a\fojo io l_aUQS S otu S u_en em Technical University, the foundation RTU
c: rpu5|g_;rusr]prak Ses I_guml','ts_ff arp u(jzlrgarrjymu, Development Fund and student.
y 'gas _e_nls © urllver3| atl,  nodibinajumu 14 1 A student of any other higher education institution
RTU Attistibas fonds” un studentu. . . .
. . — C licensed in Latvia who conforms to the
1.3. Stipendiju konkursa var pieteikties jebkuras .
. e _ T requirements referred to the tender procedure, as
citas Latvija licencétas augstakas izglitibas ) . o
L . s o well as which educational institution may prepare
iestades students, kur$ atbilst konkursa kartiba . 1 .
Lo o _ — agreement on ensuring place of internship
minétajam prasibam, ka ari, kura izglitibas . e
o - . between the company, higher education institution
iestade var sagatavot trispus€jo prakses .
N o and student, may apply for a scholarship contest.
lgumu starp studenta parstavéto augstskolu, . . .
- 1.2. To comply with the competition requirements, the
uznémumu un studentu. :
A i o applicants must have the status of students of a
1.4.Lai atbilstu konkursam, pretendentiem ir jabat . . . . .
C . _ A higher education establishment accredited in
Latvija akreditetas augstakas izghtibas . . .
o . - N Latvia, a personal identity number granted by the
iestades studéjosa statusa, ar Latvijas . . : .
. N Republic of Latvia and a registered account in a
Republikas pieSkirto personas kodu un . ) .
= L . o Latvian bank. The scholarship holder must submit
registrétu Latvijas bankas kontu. Stipendiatam . . :
B . . o such data to the foundation Riga Technical
ir pienakums Sos datus iesniegt nodibinajumam




,Rigas Tehniskds universitates Attistibas
fonds” stipendijas izmaksas veikSanai.

1.5.Konkursa kartiba tiek pieSkirta 1 ikméneSa
stipendija 350 EUR apméra (30 stundas
nedéla) praktisko iemanu papildinaSanai
Asistentam personaldala laika perioda no
2024. gada jdlija Ndz 2024. gada oktobrim
(kopa 3 méneSiem).

1.6.Praksé ir iesp&jams piedalities mazak neka 30
stundas nedéla, tas apvienojot ar studijam.
Sada gadijumad ikméne$a izmaksajamas
stipendijas apmérs tiks rékinats proporcionali
praksé pavaditajam laikam un sniegumam.

1.7.Prakses periods tiek saskanots ar studentu.
Prakses periods var tikt parskatits péc
stipendijas  finansétaja  uznémuma  vai
praktikanta veélmes, taCu maksimalais prakses
periods ir 12 ménesi.

1.8.lepriek$ vienojoties ar prakses vaditaju, ir
iespéjams praksé piedalities 40 stundas
nedéla, tada gadijuma maksimalais
izmaksajamas ikménesa stipendijas apmers ir
466,67 EUR.

1.9.1zmaksajamas ikméneSa stipendijas apmeérs
var tikt palielinats par ne vairak ka 10% no
karttbas 1.8. punkta noraditd maksimala
stipendijas apmeéra, bet neparsniedz divas
minimalas ménesalgas.

1.10.  Prakses uzdevumus skatit pielikuma Nr.1.

University Development Fund for arranging
payment of the scholarship.

1.3.As a result of the competition, a monthly
scholarship of 1 shall be granted in the amount of
EUR 350 (30 hours a week) for improving practical
skills at HR Assistant practice place during the
period from July 2024 to October 2024 (in total, for
3 months).

1.4.1t is possible to participate in the practical skills
promotion activities less than 30 hours a week,
combining practice with studies. In such case, the
amount of monthly payable scholarship will be
calculated proportionally to the time provided for
practice and the performance.

1.5. Duration of the practice will be coordinated with the
student. The period of practice may be reviewed at
the request of the company or trainee, the
maximum duration of the practice being 12
months.

1.6.1t is possible to participate in the practical skills
promotion activities for 40 hours a week when such
agreement is reached with the head of practice in
advance, in that case the maximum amount of the
payable monthly scholarship is EUR 466,67.

1.7.The amount of payable scholarship may be
increased but not more than by 10% of the
maximum amount specified in Article 1.8 but shall
not exceed two minimum monthly salaries.

1.8. The practice tasks are provided in Annex 1.

2. Lai pieteiktos konkursam, pretendentiem
jaaugSupieladé dzives apraksts (Curriculum Vitae)
un jaaizpilda konkursa elektroniska anketa
nodibingjuma ,Rigas Tehniskas universitates
Attistibas fonds” majaslapa www.fonds.rtu.lv
sadala ,PrakSu un stipendiju konkursi” pie ,SIA
LAllnex Latvia” praktisko iemanu veicina8anas
stipendija” idz 2024. gada 2. julijam (ieskaitot).

2. To participate in the competition, candidates
shall upload their Curriculum Vitae and shall
complete the competition e-form application on
the webpage of the foundation Riga Technical
University Development Fund www.fonds.rtu.lv, in
the section ’Internship and scholarship
competitions”, at SIA Allnex Latvia Scholarship for
Promotion of Practical Skills by 2" July 2024
(inclusive).

3. Pretendentu atlase:

3. Selection of Candidates:

3.1. Pretendenti tiek izvertéti péc iesniegtas
informacijas un var tikt aicinati uz klatienes vai
tieSsaistes interviam ar stipendiju konkursa
izvértéSanas komisiju.

3.2. Stipendiju konkursa izvértéSanas komisija
verté dalibniekus balstoties uz 4. punkta
minétajiem kritérijiem un to vértibas koeficientiem.

3.1.Candidates shall be evaluated according to the
submitted information and they can be invited to
individual interviews or online interviews with the
scholarship competition evaluation commission.

3.2.The scholarship competition evaluation
commission shall evaluate the candidates based
on the criteria and the value coefficients mentioned
in Article 4.

4. Kriteriji pretendentu vértésanai:

4. Candidate evaluation criteria:

1.1. Kompetence un prasmes (kritérija vértiba 0,5);
4.1.Motivacija darboties uznémuma (kritérija
vértiba 0,5).

4.1. Competence and skills (value of the criterion is
0.5);

4.2. Motivation to work at the company (value of the
criterion is 0.5).




5. Stipendiju konkursa izvértéSanas komisija:

5.

The scholarship competition evaluation

commission:

5.1. Komisijas priek§sédétajs SIA ,Allnex Latvia”
parstavis

5.2. Komisijas priekSsédétaja vietnieks SIA ,Allnex
Latvia” parstavis

5.3. Komisijas loceklis Nodibindjuma “Rigas
Tehniskas universitates Attistibas fonds” parstavis

5.1.

5.2.

5.3.

Chairperson of the Commission SIA Allnex Latvia
representative

Deputy Chairperson of the Commission SIA Allnex
Latvia representative

Member of the Commission representative the
foundation Riga Technical University Development
Fund

6. Citi noteikumi

6. Other Provisions

6.1 Ja izvertéSanas komisija novérté pretendentu
ar mazak ka 6 punktiem, komisijai ir tiesibas visas
izsludinatas prakses vietas neaizpildit un prakses
stipendiju nepieskirt.

6.2 Ja vairaki pretendenti tiek novertéti vienlidzigi,
izvértéSanas komisijai ir tiestbas lemt par papildus
stipendiju pieskirSanu.

6.3 Péc nodibinajuma ,Rigas Tehniskas
universitates Attistibas fonds” pieprasijuma
studentam ir pienakums iesniegt izzinu no

izglitibas iestades, kas apliecina studéjo3a statusu.
Ja ta netiek sanemta, daliba praktisko iemanu
veicinaSanas aktivitatés un attiecigi stipendijas
izmaksa tiek partraukta.

6.4 Péc nodibindjuma ,Rigas Tehniskas
universitadtes Attistibas fonds” pieprasijuma
studentam ir pienakums sniegt informaciju par
prakses perioda paveikto, aizpildot elektronisku
anketu vienas nedélas laika péc anketas
sanemsSanas

6.5 Stipendijas ieguvéjam ir pienakums rakstveida
pazinot SIA ,Allnex Latvia” un nodibinajumam
»Rigas Tehniskas universitates Attistibas fonds”, ja
tiek partrauktas studijas, un $ada gadijuma daltba
praksé tiek nekavéjoties partraukta un stipendija
tiek izmaksata proporcionali attiecigaja ménesit
praksé pavaditajam laikam.

6.6 Stipendijas pieSkiréja konkursa kartiba
izvelétie praktikanti pédeéjo 12 (divpadsmit)
ménesu laika ITdz konkursa izsludinaSanai nedrikst
bat bijusi darba attiecibas ar stipendijas pieSkir&ju.
6.7 Stipendijas pieSkiréja konkursa Kkartiba
izvelétie praktikanti vienlaicigi nedrikst bat darba
attiecibas ar stipendijas pieSkiréju.

6.8 Stipendijas ieguvéjs vienlaicigi var sanemt tikai
vienu praktisko iemanu veicindSanas stipendiju, ko
administré nodibinajums ,Rigas  Tehniskas
universitates Attistibas fonds”.

6.9 Ja students nav pazinojis par studiju
partraukSanu, stipendija/-s, kas izmaksatas
ménedos, kad students partraucis studijas, ir
jaatmaksad nodibingjumam ,Rigas Tehniskas
universitates Attistibas fonds”.

6.1.

6.2.

6.3.

6.4.

6.5.

6.6.

6.7.

If the evaluation commission evaluates the
candidate with less than 6 points, the commission
has the right not to fill all announced places of
practice and not to grant the scholarship for
promotion of practical skills.

In the event several candidates have been
evaluated equally, the commission has the right to
take a decision on granting additional
scholarships.

At the request of the foundation Riga Technical
University Development Fund, the respective
students shall provide a notice from their
educational establishment confirming their study
status. In the event such confirmation is not
received, the participation in the practical skills
promotion  activities and, correspondingly,
payment of the scholarship shall be terminated.
At the request of the Riga Technical University
Development Fund, the student is obliged to
provide information on the achievements of the
internship period by filing in an electronic
guestionnaire within one week after receiving the
questionnaire.

The scholarship holders shall notify in written SIA
Allnex Latvia and the foundation Riga Technical
University Development Fund in the event of
termination of their studies. In such a case, the
participation in the practical skills promotion
activities shall be terminated immediately and the
scholarship shall be paid proportionally to the time
spent for the practical skills promaotion activities in
the respective month.

Trainees, selected by Scholarship Grantor within
the practical skill promoting scholarship
competition, must not have been in employment
with the Scholarship Grantor the last 12 (twelve)
months since scholarship competition.

Trainees, selected by Scholarship Grantor within
the practical skill promoting scholarship
competition, at the same time must not be in an
employment relationship.




6.10 Kartiba stipendijas pieSkirSanai izdota
saskana ar nodibindjuma ,Rigas Tehniskas
universitates Attistibas fonds” nolikumu ,Praktisko
iemanu veicinaSanai” Nr. RTUAF-2023/13.

6.11 Kartibu paraksta ar droSu elektronisko
parakstu, kur§ satur laika zimogu. Kartibas
parakstiSanas datums ir beidzama pievienota
droSa elektroniska paraksta un ta laika zZimoga
datums.

6.8. Trainees can receive only one practical skills
promotion scholarship, which is administered by
the Riga Technical University Development Fund.

6.9.If a student does not notify on termination of their
studies, the scholarship/-s which are paid during
the months after termination of their studies shall
be refunded to the foundation Riga Technical
University Development Fund.

6.10. The procedure for granting the scholarship
has been issued in accordance with the Regulation
of the foundation Riga Technical University
Development Fund “Promotion of Practical Skills”
No. RTUAF-2023/13.

6.11. The procedure shall be signed with a secure
electronic signature containing a time stamp. The
date of the procedure shall be the date of the final
secure electronic signature and its time stamp.

Datums skatams laika zimoga

The date can be seen on the time stamp

Nodibindjuma ,Rigas Tehniskas universitates
Attistibas fonds” izpilddirektore

Executive Director of the foundation Riga Technical
University Development Fund

Anita Straujuma

DOKUMENTS PARAKSTITS AR DROSU
ELEKTRONISKO PARAKSTU UN SATUR LAIKA
ZIMOGU

DOCUMENT SIGNED WITH SECURE
ELECTRONIC SIGNATURE AND CONTAINS TIME
STAMP




Pielikums Nr.1

pie karttbas Nr. 247/RTUAF-2023/13

SIA ,Allnex Latvia” praktisko iemanu veicina$anas
stipendijai

Annex 1

to the Procedure for Granting SIA Allnex Latvia
Practical Skills Promotion Scholarship

No. 247/RTUAF-2023/13

Praktisko iemanu veicina8anas stipendijas
apraksts un uzdevumi

Description and Tasks of the Practical Skills
Promotion Scholarship

ASISTENTS PERSONALDALA

HR ASSISTANT

Prakses atrasanas vieta: Riga, G. Astrasiela 1C

Location of practice: 1C G. Astras Street, Riga

Prakses vietu skaits: 1

Number of practice places: 1

Stipendijas apmeérs: 350 EUR /mén. (30 stundas
nedéla)

Scholarship amount: 350 EUR /month (30 hours
a week)

lepriek$ vienojoties ar prakses vaditaju, iespéjams
praksé piedalities mazak neka 30 stundas nedéla,
tas apvienojot ar studijam. Sada gadijuma
ikméneSa izmaksgjamas stipendijas apmeérs tiks
rékinats proporcionali praksé pavaditajam laikam
un sniegumam.

It is possible to participate in the practice less than
30 hours a week, combining practice with studies,
when such agreement is reached with the head of
practice in advance. In such case, the amount of
monthly payable scholarship will be calculated
proportionally to the time provided for practice and
the performance.

Prakses periods: 3 ménesi

Practice duration: 3 months

Prakses uzdevumi:

e iepazit biroja
apmainas apriti;

e atbalstit kolegus dokumentacijas aprité un
apstrade;

e veidot cieSu sadarbtbu ar iek$&jam un
aréjam iesaistitajam pusém ikdienas
pienakumu veik8ana;

e iepazit ikdienas biroja pre€u iepirkumu

ikdienas  informacijas

Practice tasks:

o familiarize with the daily flow of office
information exchange;

e support colleagues in documentation flow
and processing;

e establish close cooperation with internal
and external parties in daily duties;

e acquire knowledge of the daily office
procurement process;

procesu; e assist colleagues in creating internal
e atbalstit kolegus iek$éjas komunikacijas communication.
izveide.
Prasibas: Requirements:

e pozitiva attieksme un vélme apgut jaunas
zindSanas un prasmes;

e spéja produktivi planot laiku un stradat gan
komanda, gan patstavigi;

e interese par administrativiem procesiem
un vélme attistities $aja joma;

e latvieSu valodas un labas anglu valodas
zinaSanas un komunikacijas prasmes, kas
ir nepiecieSamas ikdienas sazinai ar

e positive attitude and desire to learn new
skills and knowledge;

o ability to effectively plan time and work
both in a team and independently;

e interest in administrative processes and
desire to develop in this field;

e Latvian language proficiency and good
English  language skills for daily
communication with colleagues.

kolegiem.
leguvumi: Gains:
e multikulturala prakses vide un atsaucigi e multicultural practice environment and
kolégi; responsive colleagues.

e apmacibas, dalilba realos projektos un
iespéja pilnveidoties profesionala lTmenr;

e briva prakses atmosféra misdieniga
biroja un iespéja prakses uzdevumus veikt
dalgji attalinati;

e training, participation in real projects and
the opportunity to improve at a
professional level,




iespéja piedaltties uznémuma
pasakumos, pieméram, Ziemassvétku
ballé un sporta spéles;

iespéja turpinat sadarbibu péc prakses, ja
ar uznémumu izveidosies abpuséji
veiksmiga sadarbiba.

a free practice atmosphere in a modern
office and the possibility to perform
practice tasks semi-remotely;

the opportunity to participate in company
events, such as the Christmas ball and
sports games;

possibility to continue cooperation after
the internship if mutually successful
cooperation with the company is
established.




