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Kartiba SIA “MSC Shared Service
Center Riga” praktisko iemanu
veicinasanas stipendijas pieSkirSanai
Nr. 200/RTUAF-2023/13

Procedure for Granting SIA “MSC
Shared Service Center Riga” Practical
Skills Promotion Scholarship No.
200/RTUAF-2023/13

SIA “MSC Shared Service Center Riga” sadarbiba
ar nodibindjumu ,Rigas Tehniskas universitates
Attistibas fonds” izsludina stipendiju pieskirSanas
karttbu SIA “MSC Shared Service Center Riga”
praktisko iemanu veicinaSanas stipendijai ar mérki

SIA “MSC Shared Service Center Riga”, in
cooperation with the foundation Riga Technical
University Development Fund, announces the
procedure of granting scholarships for promotion of
practical skills at SIA “MSC Shared Service Center

veicinat studentu profesionalo izaugsmi un | Riga” in order to promote professional growth and

karjeras atfistibu. career development of students.

1. Visparigie noteikumi. 1. General Provisions

1.1. Stipendiju konkursa var pieteikties | 1.1. The participants of the scholarship competition
uznémeéjdarbibas, ekonomikas, logistikas, can be economic, logistic, business or social

biznesa un socialo zinatnu jomas studenti,
sdkot no bakalaura ltmena 1. kursa, un
profesionalas izglitibas iestades audzekni,
sakot no 1. kursa.

RTU ir tiesibas nositit praksé studentus no
Rigas Tehniskas universitates, Alberta
koledZas, Banku augstskolas, Ekonomikas un
kultdras augstskolas, Informacijas sistému
menedZmenta augstskolas, Liepajas
Universitates, Latvijas  Biozinatnu  un
tehnologiju universitate, Latvijas Makslas
akadémijas, Latvijas Universitates, Biznesa,
makslas un tehnologiju  augstskolas
‘RISEBA”, Rigas Stradina universitates
Sarkana Krusta medicinas koledzas, Rigas
Stradina universitates, Rézeknes Tehnologiju
akadémijas, Rigas Ekonomikas augstskolas,
Transporta un sakaru institita, Biznesa
augstskolas “Turiba”, Vidzemes Augstskolas,

1.2.

sagatavojot S0 augstskolu studentiem
Cetrpusigus prakses Tgumus starp
uznémumu, Rigas Tehnisko universitati,
nodibindjumu “RTU Attistibas fonds” un
studentu.

1.3. Stipendiju konkursa var pieteikties jebkuras
citas Latvija licencétas augstakas izglitibas
iestades students, kur$ atbilst konkursa
karttba minétajam prasibam, ka ari, kura
izglitibas iestade var sagatavot trispuséjo
prakses Iigumu starp studenta parstaveto
augstskolu, uznémumu un studentu.

sciences Bachelor degree 1%t grade and
students of a professional education institution
from 15t grader.

RTU has the right to send students to the
internship from Riga Technical university,
Albert College, BA School of Business and
Finance, EKA University of Applied Sciences,
ISMA University of Applied Sciences, Liepaja
University, Latvia University of Life Sciences
and Technologies, Art Academy of Latvia,
University of Latvia, Riga International School
of Economics and Business and Business
administration (RISEBA), The Red Cross
Medical College of Riga Stradind University,
Riga Stradin$ university, Rézekne Academy of
Technology, Stockholm School of Economics in
Riga, Transport and telecommunication
institute, University Turiba, Vidzeme University
of Applied Sciences, preparing agreement on
ensuring place of internship between the

1.2

company, Riga Technical University, the
foundation RTU Development Fund and
student.

1.3.A student of any other higher education
institution licensed in Latvia who conforms to
the requirements referred to the tender
procedure, as well as which educational
institution may prepare agreement on ensuring
place of internship between the company,
higher education institution and student, may
apply for a scholarship contest.




1.4.Lai atbilstu konkursam, pretendentiem ir
jabut Latvija akreditétas augstakas izglitibas
iestades studéjosa statusa, ar Latvijas
Republikas pieskirto personas kodu un
registrétu Latvijas bankas kontu.
Stipendiatam ir pienakums Sos datus iesniegt
nodibindjumam ,Rigas Tehniskas
universitates Attistibas fonds” stipendijas
izmaksas veikSanai.

1.4.To comply with the competition requirements,
the applicants must have the status of students
of a higher education establishment accredited
in Latvia, a personal identity number granted by
the Republic of Latvia and a registered account
in a Latvian bank. The scholarship holder must
submit such data to the foundation Riga
Technical University Development Fund for
arranging payment of the scholarship.

1.5.Konkursa kartiba tiek pieSkirta 1 ikméneSa
stipendija 337,50 EUR apmeéra (30 stundas
nedéla) praktisko iemanu papildinaSanai
Dokumentacijas un klientu apkalpoSanas
nodala laika perioda no 2024. gada maija lidz
2024. gada novembrim (kopa 6 méneSiem).

1.6.Praksé ir iesp&jams piedalities mazak neka 30
stundas nedéla, tas apvienojot ar studijam.
Sada gadijuma ikméne$a izmaksajamas
stipendijas apmeérs 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 vélmes, tau maksimalais prakses
periods ir 12 méenesi.

1.8.lepriek8 vienojoties ar prakses vaditaju, ir
iespéjams praksé piedalities 40 stundas
nedéla, tada gadijuma maksimalais
izmaksajamas ikménesa stipendijas apmeérs ir
450 EUR.

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

1.5.As a result of the competition, a monthly
scholarship shall be granted in the amount of
EUR 337,50 (30 hours a week) for improving
practical skills at Documentation and
customer service Department during the
period from May 2024 till November 2024 (in
total, for 6 months).
It 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.
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.
It is possible to participate in the practical skills
promotion activities during 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 450.
1.9.The amount of payable scholarship may be
increased but not more than by 10% of the

1.6.

1.7.

1.8.

1.10. Prakses uzdevumus skatit pielikuma maximum amount specified in Article 1.8, but
Nr.1. shall not exceed two minimum monthly
salaries.
1.10.  The practice tasks are provided in Annex
1.
2. Lai pieteiktos konkursam, pretendentiem | 2. To participate in the competition, candidates

jaaugsSupieladé 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 “MSC Shared Service
Center Riga” praktisko iemanu veicinaSanas
stipendija” hdz 2024. gada 12. maijam
(ieskaitot).

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 Scholarships,
at SIA “MSC Shared Service Center Riga”
Scholarship for Promation of Practical Skills by
12'" May 2024 (inclusive).

3. Pretendentu atlase:

3. Selection of Candidates:



http://www.fonds.rtu.lv/

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

3.2.Stipendiju  konkursa izvértéSanas komisija

vérté dalibniekus balstoties uz 4. punkta
minétajiem  kritérijiem un to  vértibas
koeficientiem.

3.1.

3.2.

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.
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:
4.1. Kompetence un prasmes (kritérija vértiba 0,5); | 4.1. Competence and skills (value of the criterion is
4.2.Motivacija darboties uznémuma (kritérija 0.5);

vértiba 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 priek3sédétajs SIA “MSC Shared |5.1.Chairperson of the Commission SIA “MSC
Service Center Riga” parstavis Shared Service Center Riga” representative
5.2.Komisijas priek$sédétaja vietnieks SIA “MSC |5.2. Deputy Chairperson of the Commission SIA
Shared Service Center Riga” parstavis “MSC  Shared Service Center Riga”
5.3.Komisijas loceklis Nodibindjuma “Rigas representative
Tehniskds universitates Attistibas fonds” | 5.3. Member of the Commission representative the
parstavis foundation Riga  Technical University

Development Fund

6. Citi noteikumi 6. Other Provisions

6.1 Ja izvertéSanas komisija novérté pretendentu | 6.1.1f the evaluation commission evaluates the
ar mazak ka 6 punktiem, komisijai ir tiesibas visas candidate with less than 6 points, the
izsludinatas prakses vietas neaizpildit un prakses commission has the right not to fill all

stipendiju nepieskirt.

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

6.3 Péc nodibindjuma ,Rigas Tehniskas
universitates Attistibas fonds” pieprasijuma
studentam ir piendkums iesniegt izzinu no

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

6.4 Péc nodibinajuma ,Rigas Tehniskas
universitates  Attistibas fonds” pieprasijuma
studentam ir pienakums sniegt informaciju par
prakses perioda paveikto, aizpildot elektronisku
anketu vienas nedélas laikd péc anketas
sanemsanas

6.5 Stipendijas ieguvéjam ir pienakums rakstveida
pazinot SIA “MSC Shared Service Center Riga” un
nodibindjumam ,Rigas Tehniskds universitates
Attistibas fonds”, ja tiek partrauktas studijas, un
8§ada gadijuma daliba praksé tiek nekavéjoties
partraukta un stipendija  tiek izmaksata

6.2.

6.3.

6.4.

6.5.

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 filling in an electronic
guestionnaire within one week after receiving
the questionnaire.

The scholarship holders shall notify in written
SIA “MSC Shared Service Center Riga” and the
foundation Riga  Technical University
Development Fund in the event of termination




proporcionali attiecigaja meéenesT praksé
pavaditajam laikam.

6.6 Stipendijas pieSkirgja konkursa kartiba
izvélétie praktikanti pédéjo 12 (divpadsmit)

ménesSu laikd kopS konkursa izsludinasanas
nedrikst bat bijusi darba attiecibas ar stipendijas
piesSKirgju.

6.7 Stipendijas piedkiréja konkursa kartiba
izvelétie praktikanti vienlaicigi nedrikst bit darba
attiecibas ar stipendijas pieskiréju.

6.8 Stipendijas ieguveéjs vienlaicigi var sanemt tikai
vienu praktisko iemanu veicinaSanas stipendiju, ko

administré  nodibingjums ,Rigas Tehniskas
universitates Attistibas fonds”.

6.9 Ja students nav pazinojis par studiju
partraukSanu, stipendija/-s, kas izmaksatas

ménesSos, kad students partraucis studijas, ir

jaatmaksd nodibingjumam ,Rigas Tehniskas
universitates Attisttbas fonds”.

6.10 Karttba stipendijas pieSkirSanai izdota
saskana ar nodibindjuma ,Rigas Tehniskas

universitates Attistibas fonds” nolikumu ,Praktisko
iemanu veicindSanai” Nr. RTUAF-2023/13.

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

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 promotion 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.

Trainees can receive only one practical skills

promotion scholarship, which is administered

by the Riga Technical University Development

Fund.

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

6.6.

6.7.

6.8.

6.9.

Datums skatams laika zimoga

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




Pielikums Nr.1

pie karttbas Nr. 200/RTUAF-2023/13

SIA “MSC Shared Service Center Riga”
praktisko iemanu veicinasanas stipendijai

Annex 1

to the Procedure for Granting Ltd. “MSC
Shared Service Center Riga”

Practical Skills Promotion Scholarship
No. 200/RTUAF-2023/13

Praktisko iemanu veicinaSanas stipendijas
apraksts un uzdevumi

Description and Tasks of the Practical Skills
Promotion Scholarship

PRAKTIKANTS
DOKUMENTACIJAS UN KLIENTU
APKALPOSANAS NODALA

INTERNSHIP IN
DOCUMENTATION AND
CUSTOMER SERVICE
DEPARTMENT

Prakses vietu skaits: 1

Number of internships: 1

Prakses ilgums: 6 ménesi (30 stundas
nedéla)

Duration of internship: 6 months (30
hours per week)

Stipendijas apmers: 337,50 EUR/mén. (30
stundas nedéla)

Amount of scholarship:
EUR/month (30 hours per week)

337,50

Galvenie prakses uzdevumi:
e palidzét sagatavot dokumentaciju
laictgi un ar augstu kvalitati;
e komunicét ar kolégiem no arvalstu
MSC parstavniecitbam;
o ikdiena asistét uzdevumos ar dazadam
ieksejam MSC sistemam;

Responsibilities:
e to help to prepare documentation in a
timely manner and with high quality;
e to communicate with colleagues from
foreign MSC offices;
e to assist in daily tasks with various
internal MSC systems;

e papildinat zinasanas par dazadu | ® toimprove knowledge about the course
biznesa procesu norisi starptautiska of various business processes in an
Uznémuma. international company.

Prasibas: Requirements:

e labas analitiskas spéjas un bt | ¢ have analytical thinkihng and be

ieinteresétam  par  dokumentaciju, passionate  about documentation,

detalam un precizitati;

e bdt proaktivam;

e vélme macities un pilnveidoties;

e spéja rakstit, lasit un brivi runat anglu
valoda;

e prasme darboties komanda,
sadarbojoties ar kolégiem.

details and accuracy;

e be pro-active;

e be committed to continuous learning;

e able to write, read and speak English
fluently;

e ability to be a team player.

Praktikanta ieguvumi:
e pieredze starptautiskd uznémuma;
o vértiga prakse multikulturala vide;
e lieliski kolégi un komandas gars;
e Activity Club aktivitates,
e komandas saliedéSanas un citi
pasakumi;
e moderna ofisa vide;
e apmacibas un attistibas iespéjas.

Benefits:
e experience in international company;
e internship in multicultural environment;
e great colleagues and team spirit;
e internal Activity Club;
e teambuilding events and other social
activities;
e modern office environment;
e training and development.




