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aicina darba
Administratoru - lietvedi

Darba vieta: Liepdja, Darza iela 4/8
Darba forma: klatiene Liepdja
Darba uzsaksanas laiks: 2025. gada junijs
Darba ligums: uz nenoteiktu laiku (lidz 2028. gada beigdm)
Darba slodze: pilna
Amata algas likme: 1400 eiro pirms nodok|u nomaksas

Amats: Administrators — lietvedis

Galvenie pienakumi:

nodros$inat “Nodibindjums Liepdja 2027" biroja ikdienas darba organizéSanu un
nepdrtrauktibu kultlras projektu istenoSanas procesa;

nodrosinat dokumentu aprites organizéSanu un parvaldibu atbilstosi iekséjas kartibas
un normativo aktu prasibam;

registret, kartot un arhivét dokumentaciju (papira un elektroniska formata), darbs ar
programmam Lietvaris un Visma HoP;

sagatavot un noformét véstules, rikojumus, ligumus un citus dokumentus saskand ar
organizdcijas standartiem;

veikt ieksejas un aréjas informacijas aprites koordinésanu, nodrosinot tas savlaicigu un
precizu nodo$anu adresatiem;

nodrosinat sapulcu tehnisko organizésanu, piedalities sapulcés, tas protokolét, sagatavot
sandksmiju kopsavilkumus un sekot uzdevumu un ligumu izpildes terminiem;

shiegt administrativu atbalstu komandai ikdienas darbd saistiba ar dokumentdciju un
organizatoriskiem jautdjumiem;

sekot l1dzi dokumentu glabdsanas terminiem un organizét to nodosanu arhiva vai
iznicind$anu saskand ar noteikumiem.

NepiecieSama izglitiba:
Augstaka vai profesiondla izglitiba, kas papildinata ar amatam nepiecieSamajam specialam
zin@Sanam.

NepiecieSamas zinasanas un prasmes:

izpratne par Liepdjas ka Eiropas kultiras galvaspilsétas 2027 projektu, mérkiem un
uzdevumiem;

izcilas organizatoriskas un komunikdcijas prasmes, spéja stradat dinamiskos apstak|os;
teicamas lietvedibas zindSanas, prasmes organizét biroja darbu, administrét ikdienas
procesus, shiegt atbalstu komandai;

izpratne par kultlras projektu TstenoSanas posmiem un kultiras jomas darbibas
principiem publiskaja sektora tiks uzskatita par prieksrocibu;

spéja patstavigi vadit darba procesu, pienemt |émumus, planot un organizét
darba pienakumu izpildi, planot ilgtermina un 1stermina uzdevumus, ka ari prasmes tos
realizét;

izcilas latviesu valodas zinasanas;

loti labas anglu valodas zina$anas.
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lepriekséja pieredze:

e vismaz 2 gadu iepriek$éja pieredze lietveza vai biroja administratora amata.

e darba pieredze stradadjot ar dokumentu vadibas sistémam Lietvaris un Visma HoP -
Horizon pasapkalposanas portalu tiks uzskatita par prieksrocibu.

Piedavajam:

* iespéju but dalai no vésturiska notikuma — Eiropas kulttras galvaspilsétas programmas
IstenosSanas;

e darbu radosa, mérktieciga un starptautiski domajosa komandg;

« profesionalds izaugsmes iespéjas.

Piesakies, sutot CV un motivacijas véstuli [idz 2025. gada 12. maijom uz e-pasta adresi
birojs@liepaja2027.lv ar noradi “Lietvedis/-e".

lesniedzamie dokumenti:

« dzives un darba gaitu apraksts (CV);

¢ motivdcijas véstule (ne vairak ka 2 lapaspuses), norddot amata nosaukumu, uz kuru
persona pretendé;

¢ nordadit vismaz divas personas un to kontaktinformaciju, kas nepiecieSamibas gadijumad
varétu sniegt rekomenddcijas par pretendentuy;

 citi dokumenti, kurus pretendents uzskata par nepiecieSamiem.

JUsu personas datu apstrades mérkis: darbinieku atlases procesa nodrosindsanai un no ta
izrietoSo tiesibu un pienakumu realizésanai.
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The Foundation “Liepdja 2027" announces a job vacancy for a
Administrator - Clerk

Workplace: Liepdja, Darza iela 4/8
Form of Work: In-person
Start Date: June 2025
Workload: Full-time, Indefinite contract (until the end of 2028)
Full-time salary: EUR 1400 (gross)

Position: Administrator — Clerk

Main Responsibilities:

Ensure the day-to-day running of the Liepdja 2027 Foundation office and continuity
during cultural project implementation;

Ensure the document circulation and management in accordance with the requirements
of the internal rules and regulations;

Register, organise and archive documentation (paper and electronic), work with software
Lietvaris and Visma HoP;

Prepare and execute letters, orders, contracts and other documents in accordance with
the organisation’s standards;

Coordinate the circulation of internal and external information, ensuring its timely and
accurate delivery to recipients;

Provide technical arrangements for meetings, attend meetings, take minutes, prepare
summaries of meetings and keep track of deadlines for assignments and contracts;
Provide administrative support to the team in its day-to-day work on documentation
and organisational issues;

Keep track of the retention periods of documents and arrange for their transfer to
the archives or disposal in accordance with the rules.

Required Education:

Higher or professional education, including any professional qualifications required for
the job.

Required Skills and Knowledge:

Understanding of the objectives and vision of Liepdja 2027 as the European Capital of
Culture;

Excellent organisational and communication skills, ability to work in a dynamic
environment;

Excellent knowledge of record-keeping, office management skills, ability to administer
day-to-day processes and support the team;

Understanding of the phases of cultural project implementation and the principles of
cultural activities in the public sector shall be considered an advantage;

Ability to work independently, to take decisions, to plan and organise work, to plan long-
term and short-term tasks and to be able to implement them;

Proficiency in Latvian;

Very good command of English.
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Required Experience:

* Minimum two years of experience as a clerk or office administrator;

« Experience working with document management software like Lietvaris and Visma HoP
- Horizon self-service portal shall be considered as an advantage

What We Offer

¢ The opportunity to contribute to a renowned cultural programme as part of the European
Capital of Culture initiative;

» Collaboration within a creative, ambitious, and internationally oriented team;

« Professional growth and development.

Submit your application by 12 May 2025 to birojs@liepaja2027.lv, using the subject line
‘Administrator-Clerk'.

Required Documents:

e A Curriculum Vitae (CV) detailing your qualifications and experience.

* A covering letter (maximum two pages) addressing your motivation and suitability for
the role, clearly stating the position title.

« Contact details of at least two referees for potential references.

* Any supporting documentation you consider relevant to your application.

The purpose of processing your personal data is to facilitate the recruitment process and
fulfil the associated rights and obligations.



