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	ANTONS BĀRDIŅŠ
PUBLIC ADMINISTRATION AND HR OPERATIONS
antons.bardins@outlook.com  |  [PHONE]  |  Riga, Latvia



	CONTACT
antons.bardins@outlook.com
[PHONE]
Riga, Latvia
alirex.app
CORE COMPETENCIES
- Document and records administration
- Data accuracy and register maintenance
- Deadline and workflow coordination
- Business correspondence
- Confidential financial information
- Stakeholder communication
SYSTEMS
- MS Excel, Word and Office
- SAP and Hansa ERP
- Custom Windows ERP systems
- Alirex.app and AI tools
LANGUAGES
Latvian - professional
English - professional working proficiency; degree taught in English
French - academic foundation
WORK STYLE
Independent and collaborative
Structured and deadline-focused
Fast learner across systems
10 years of team hockey
	PROFILE
Economics graduate with broad experience in administration, accounting, records, customer and supplier coordination, and business systems. Built Alirex.app and worked across accounting consultancy, outsourced administration and wholesale operations. Accurate, discreet and comfortable managing deadlines, documents and multiple stakeholders.
SELECTED EXPERIENCE
	Founder and Product Builder | Alirex.app
	[YYYY-PRESENT]



- Designed structured workflows, registers, document processing and audit trails for an ERP and accounting platform.
- Translated regulatory and business requirements into clear processes, controls, user documentation and system tests.
	Accountant | CBB Consultancy Bureau
	[YYYY-YYYY] - 2 years



- Processed client accounting information, reconciliations and reports for companies operating at multimillion-euro scale.
- Managed detailed records and deadlines across SAP, Hansa and custom ERP environments while handling confidential information.
	Founder - Outsourced Administration | SIA Alirex
	[YYYY-YYYY] - 1+ year



- Provided secretarial, bookkeeping and coordination services, including a long-term assignment for KGES Group.
- Organised business documentation, communications, schedules and deal-related administrative follow-up.
	Commercial Operations Specialist | 5 Meters - aluminium profiles
	[YYYY-YYYY]



- Maintained orders, internal registers, cash records and supporting documents while coordinating clients, suppliers and logistics.
- Handled retail, wholesale and special-project requests from initial enquiry through delivery and administrative closure.
EDUCATION
Bachelor of Social Sciences in Economics | University of Latvia | 2022-2026
International Economics and Commercial Diplomacy - English-taught programme
RELEVANT COURSEWORK
Records Management and Business Correspondence; Communication Psychology; Negotiation; Commercial Diplomacy; International Politics; Business English Correspondence
SELECTED EVIDENCE
- English-taught bachelor's programme completed alongside professional work.
- Started working at 14; developed reliability early and strengthened teamwork through 10 years of hockey.
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