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Section A
1. Where to look for a job? General information
State Employment Agency is the main institution responsible for the implementation of
unemployment reduction policy by providing efficient services and promoting employment in the
public interests.

State Employment Agency and 25 offices in Latvia:
1) provide assistance to the unemployed, job seekers and people at risk of unemployment to
promote their competitiveness in the labour market according to their needs, abilities and
wishes;
2) create and carry out active labour market measures and preventive measures for
unemployment reduction;
3) prepare proposals for the development and implementation of State policy to reduce
unemployment and support the unemployed, job seekers and people at risk of
unemployment;
4) licence and supervise the businesses providing work placement services;
5) register and record the unemployed and job seekers, provide information about their rights
and obligations;
6) improve individual assistance to the unemployed to ensure the soonest re-entry into labour
market;
7) organise cooperation and information exchange between the agency and employers,
regularly update and improve the registry of vacancies announced by employers;
8) register and provide information on the vacancies announced by employers;
9) provide career consultations for the unemployed, job seekers, people at risk of
unemployment and others, as well as regularly improve the informative and
methodological basis of career consultation services;
10)

prepare and provide information about state’s unemployment situation;
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11)

cooperate with foreign and international institutions in the field of unemployment

reduction, employment promotion and career consultations, and provide measures to
ensure information exchange about labour force movement.1

If you look for a job, you can get a consultation in one of the 25 offices of the State Employment
Agency or use the online platform. You can also find here examples of good CV or motivation
letter. There are also tests and learning groups provided.

1

http://www.nva.gov.lv/index.php?cid=1
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2. Online platform for job seekers (state run)

Other online platforms for job seekers:
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3. Useful information for job seekers from foreign countries:EURES
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Section B
3. Useful documents: EUROPASS CV and MOTIVATION LETTER
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Section C
4. How to prepare for a job interview?
On the homepage of the State Employment Agency you can find useful advices for the job
interview:
Type of dress. The clothes can be used to judge your views and lifestyle.
Posture. When entering a room, try to be as natural as possible. When you sit down, try to settle
down more comfortably so that you are not disturbed during the interview.
Eye contact. Look in the eyes of your interlocutor and keep your eyes open even when talking.
Gesture. People who are very gestured have to find a way to control themselves, for example by
holding hands together. But gestures are no fault if they reinforce what you say and are true.
Voice intonation (tone, rhythm, tempo, pauses) requires a rehearsal at home before the interview.
Written communication (CV, cover letter, e-mail, etc.). Before submitting your CV, cover letter,
ask someone to read it, correct the mistakes. It should not be a work of art, but a businesslike and
enjoyable document. If you bring documents with you for the interview, make sure they are not
wrinkled and have outdated information

What to do before the interview?
Collect company information, job vacancies, find out basic job responsibilities.
Organize your portfolio! Read all the documents, especially remembering what you have written
in your CV. Check that your "portfolio" has all the required documents.
Think about your strengths for this job!
Reflect on your educational and self-development goals!
The employer may ask the following questions during the interview:
Why do you want to work for us?
What are your job skills?
What skills and experience have you gained lately?
What do you expect from this job?
How does your education so far affect your readiness for the job?
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What do you think is the most important thing in this job?
What working hours are right for you?
If you were able to choose a salary, what would it be?
Who would recommend you?
Do you consider yourself successful?
How have you achieved your success?
What would you like to do in five years?
Do you want to continue your education?
What are your negative features?

Tips for the day of the interview:
Arrive on time! Better 5 minutes before so it's time to prepare!
Tune in positively and be open to this discussion! For example, before entering the interview
room, remember your favorite joke or the most adventurous, a smile will be fake.
When entering the room, try to be as natural as possible!
Turn off your mobile phone!
Say hello to everyone involved in the interview.
Remind yourself why you are here: get started!

Suggestions during the interview:
Take the interview as a normal conversation with strangers about you!
Be prepared for different questions, don't treat them as humiliation or rejection!
Give specific answers!
In your answers, emphasize your skills, your strengths!
Don't criticize yourself and diminish your abilities.
Remember, the way you behave during the interview is also important. Make eye contact and try
to maintain eye contact as you speak. Follow your gestures!
Ask about contract terms and social security.
Ask at the end of the interview when and how you will get an answer about the interview results!
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At the end of the interview you will also be asked questions. Ask for it - it will show interest in
your job and your next job. You can ask the following questions:
Why is this vacancy created?
What are the day-to-day responsibilities of this post?
What special knowledge is needed?
What are the training options for employees?
When will the interview results be known?2

2

http://www.nva.gov.lv/karjera/testi/handbook/book/page/4/3
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Section D
5. How to set up a cafeteria?
According to the Immigration Law, foreign nationals are entitled to enter and reside in Latvia if
they have valid travel documents. If foreign nationals wish to stay and work in Latvia for more
than 90 days within a 6-month period, they must (1) obtain a visa or residence permit.
Citizens of other EU Member States do not require visas or a residence permits, but must obtain
a registration card from the Office of Citizenship and Migration Affairs if their stay in Latvia
exceeds 90 days and
(2) a valid health insurance policy,
(3) a health certificate issued by a Latvian health care institution stating that the foreign national
does not suffer from tuberculosis in active phase (upon receipt of an initial temporary residence
permit or a temporary residence permit after an interruption exceeding 90 days),
(4) documents certifying the expected place of residence (should not be submitted if lodged
along with a summons or residence permit request and if the foreign national has a declared
place of residence in the Republic of Latvia).
(5)Work permits are issued by the Office of Citizenship and Migration Affairs on the basis of
visa or residence permits. If employers intend to employ a foreign national, they must register a
job vacancy with the State Employment Agency (SEA) at least one month before applying to the
SEA for approval of invitations for visas or sponsorship for residence permits.
Foreign nationals must receive separate work permits if they will work for more than one
employer or in several positions. Where the employment of foreign nationals relates to shortterm stays in Latvia that do not exceed 90 days in a six-month period, work permits can be
issued in accordance with the validity of visas.
Starting a business
When starting a business, it must be based on an idea. One of the most common ways is to find a
business idea in a field that you know and close to, but it can just as well be a hobby,
professional skills and abilities, or some other source of initiative.
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The next step is to decide what form of business to choose. The most popular form of business is
a limited liability company (SIA) because it is suitable for both small and medium sized and
large companies. The owner of the SIA is responsible for the liabilities of the company only with
the property of the SIA, so there is no risk of personal assets or property. Similarly, unlike an
individual merchant, which is considered a natural person, the company acquires legal
personality.
(6) Company registration is done by the Register of Enterprises.
If the company is not going to be established,(7) the natural person has the opportunity to
register as an economic operator and the taxpayer at the State Revenue Service.

The first steps for set up your business on www.vid.gov.lv :
1)
2)
3)
4)

register the form of the business,
choose your tax payment mode,
register employees, workplace, and tools,
use the electronic declaration system.

To open a cafeteria, you need to register your businnes in Food and Veterinary Service.
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Section D
6. Mini dictionary for the foreigners coming to Latvia
Hello! Labdien! Sveiki!
Good morning /afternoon / evening! Labrīt! Labdien! Labvakar!
Goodbye ! Uz redzēšanos!
What’s your name? Kā Jūs sauc? Kā tevi sauc?
Where do you come from? No kurienes Jūs esat?
How are you? Kā Jums klājas? Kā jūtaties?
Fine, thanks and you? Paldies, labi! Un Jūs?
Do you speak English? Vai Jūs runājat angliski?
How do I get to……. Kā nokļūt…?
Where do I find……….. Kur var atrast…?
How much does it cost? Cik tas maksā?
I come from… Es esmu no… .
Pleased to meet you. Priecājos Jūs satikt!
Thank you! Paldies!
You are welcome! Laipni lūdzam!
Excuse me. Atvainojiet, lūdzu!
I do not understand. Es nesapratu.
What does … mean in English? Ko tas nozīmē agļu valodā?
I need some help. Man ir nepieciešama palīdzība!
Please, speak slowly. Lūdzu, runājiet lēnāk!
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