UNIVERSITATEA DIN BUCURESTI

FACULTATEA DE LITERE

Program de studiu:ASISTENTA MANAGERIALA SI ADMINISTRATIVA . . .
Domeniul: $tiinje administrative w
Forma de invatamant: invatamant cu frecventa

Durata stuchilor: 3 am

PLAN DE INVATAMANT
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SEMESTRUL 1 (14 saptimini)
I F | Limba roméni contemporana Oblig. | 2 1 3 Ex. 28 14
2 C | Limba straina 1 Oblig. | -] 2|3 Cv. - 28
3 S | Institutii publice si private Oblig. I 1 3 Cv. 14 14
4 S | Notiuni de drept public Oblig. | 2 1 5 Ex 28 14
3 S | Infrastructuri informatice de birou Oblig. | 2 115 Ex. 28 14
6 F | Asisten{d manageriala si secretariat Oblig. | 2 1 5 Ex. 28 14
7 F | Comunicare organizationald | Oblig. | 2 -1 4 Ex. 28 -
8 C | Redactare, etica si integritate academicd | Oblig. | 1 1 | 2 Cv. 14 14
9 C | Educatie fizici Oblig. | - | 2| 3 . 28
TOTAL ore obligatorii/credite 12 | 10 | 33 Vv 168 | 140
10 C | Limba strdina 2 Facult. | - [ 2 | 3 Ve - 28
11 C | Comportament institutional Facult. | 2 | - | 3 \Y% 28
SEMESTRUL 2 (14 saptiméni)
| F | Limba romana contemporana Oblig. | 2 1 | 4 Ex. 28 14
2 C | Limba strdina 1 Oblig. | -] 2| 3 Cv. - 28
3 S | Institutii publice si private Oblig. | 2| 1] 3 Ex 28 14
4 F | Drept administrativ Oblig. | 2 1 5 Ex. 28 14
3 S | Programe de birotica Oblig. | 2 | 2 | 4 Ex. 28 28
6 C | Elemente de statistica Oblig. | 1 1 3 Cv. 14 14
7 F | Asisten{d manageriald si secretariat Oblig. | 2 I 5 Ex. 28 14
8 S | Practica de specialitate Oblig. =12 3 Cv. - 28
TOTAL ore obligatorii/credite 11 |11 | 30 154 | 154
9 C | Limba strdina 2 Facult. | - | 2 | 3 A - 28
10 C | Educatie fizicd Facult. | - 2| 2 V. - 28
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SEMESTRUL 3 (14 saptamani)
1 F | Limba romana contemporana Oblig. | 1 z2 ] 3 V. 14 28
2 S | Limba striina 1 Oblig. 2] 3 . - 28
3 S | Programe de birotica Oblig. | 1 1|3 Ex 14 14
Aplicatii practice in activitatile ; &
g S | administrative BiE] =] &[4 i i 25
Tehnici si metode de arhivare a ;
5 S — ;. Oblig. | 2 I |3 Ex. 28 14
6 F | Asistentd manageriala si secretariat Oblig. | 2 - | 4 Ex. 28 -
Optional A.
1 S Optional B. ‘ Opt. 2] T |4 Ex 28 14
8 F | Drept administrativ | Oblig. | 2 - | 4 Ex. 28 -
9 S | Practici de specialitate Oblig. | - | 2| 3 Cv. - 28
TOTAL ore obligatorii/credite 10 | 11 | 30 140 | 154
10 C | Limba straina 2 Facult. | - | 2 | 3 VL - 28
11 C | Teoria si practica editarii | Facult | 1 1 2 v 14 14
SEMESTRUL 4 (14 sdptidmani)
1 F | Limba romana contemporana Oblig. 1 2 |3 Fx. 11 28
2 F | Servicii publice digitale Oblig. | 2 -1 3 Cv. 28 -
3 S | Limba striina | Oblig. =128 Cv. - 98
Optional A. . . - ’ ;
4 S Optioaal B, Opt. 9| 2| 4 Ex. 28 | 98
5 g ApII:ca%I,n practice in activititile Oblig, ol 3 O 98
administrative
6 F | Deontologie profesionala Oblig. | 2 -1t Fx. 28 -
7 S Tehnici si metode de arhivare a Oblig. | 1 1|3 Ex. 11 T
documentelor
8 S | Elemente de legislatia muncii Oblig. | 2 -4 Fx. 28 -
9 S | Practici de specialitate Oblig. -1 213 Cv. - 28
TOTAL ore obligatorii/credite 10 | 11 | 30 140 | 154
10 C | Limba straina 2 Facult. | - | 2 | 3 V. - 28
11 C | Educatie fizica Facult. | - | 2 | 2 V. - 28
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SEMESTRUL 5 (14 siptimani)
1 I' | LRC —stilistica Oblig. | 2 1 | 8 V. 28 Il
2 S | Limba striina | | Oblig. - 2148 V. - 28
3 5 | Protocol institutional }()hﬁg ) - I Lx 28 -
1 5 | Corespondenta si negocierea in afaceri Oblig. | 2| 2[5 ' 28 28
5 S | Management si marketing Oblig. | 2 - i Lx. 28 -
. | Optional A. : : -
G S Oplionel B. Oblig. 1 | 3 Cv. 11 11
7 S | Gestionarea documentelor electronice Oblig. | 2 | 2| 5 L. 28 28
8 S5 | Practici de specialitate Oblig. -1 213 Cv. - 28
TOTAL ore obligatorii/credite 11 | 10 | 30 154 | 140
9 C | Limba stréina 2 Facult. | - | 2 | 3 V- - 28
SEMESTRUL 6 (10 siptdmani)
l I' | Forme si identitdti culturale. Oblig. | 1 | 1 Cv. 10 10
2 S | Limba striina 1 Oblig. -1 213 Cv. - 20
9 5 _S:sleme automatizate de regasire a Oblig. | ¢ | 2|5 Ex. 9% 90
informatiei
| S !Encheta_ si protocol in relatiile Oblig. | 2 .| 3 Ex. 90 i
internationale
5 5 | Corespondenta si negocierea inafaceri | Oblig. | 2 | 2 | 5 Ex. 20 20
G S | Management si marketing Oblig. | 2 -4 Ex. 20
= . | Optional A. ‘ i
7 5 Optional B. Onpt. l 1 3 Cv., 1O 10
8 S | Practicd de specialitate Oblig. -1 2| 3 Cv., - 20
TOTAL ore obligatorii/credite 10 | 10 | 30 100 | 100
10 C | Limba strdina 2 Facult. | - | 2 | 3 V. - 20
Examen de licentd Credite
Proba 1: Examen scris 10
Total credite 10
DECAN, DIRECTOR DEPARTAMENT,
Conf.univ.dr.Cristina Madalina Bogdan Prof.univ,dr.Oana [ucu
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