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UNIVERSITATEA DIN BUCURESTI

FACULTATEA DE LITERE

Program de studiu:ASISTENTA MANAGERIALA SI ADMINISTRATIVA/ ' et i
Domeniul: Stiinte administrative ke M’/
Forma de invdfamant: invaiamant cu frecventa

Durata studiilor: 3 ani
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SEMESTRUL 1 (14 sdptimani)
1 F | Limba roména contemporani Oblig. | 2 | 1] 3 Ex. 28 14
2 C | Limba straini 1 Oblig. | -2 |3 Cv. - 28
3 S | Institutii publice si private Oblig. | 1 | 1 3 Cv 14 14
4 S | Notiuni de drept public Oblig. | 2 1 5 Ex. 28 14
5 S | Infrastructuri informatice de birou Oblig. | 2 1|5 Ex. 28 14
6 F | Asisten{a manageriald si secretariat Oblig. | 2 1 |5 Ex. 28 14
7 F | Comunicare organizationala Oblig. | 2 -1 4 Ex. 28 -
8 C | Redactare, etici si integritate academica | Oblig. | 1 1 ]2 Cv. 14 14
9 C | Educatie fizica Oblig. | -] 2| 3 - 28
TOTAL ore obligatorii/credite 12 | 10 | 33 \Y 168 | 140
10 C | Limba strdina 2 Facult. | - | 2 | 3 V. - 28
11 C | Comportament institutional Facult. | 2 | - [ 3 \% 28
SEMESTRUL 2 (14 siptimdni)
1 F | Limba roméana contemporani Oblig. | 2 | I | 4 Ex. 28 14
2 C | Limba strdina 1 Oblig. | - | 2|3 Cv. - 28
3 S | Institufii publice si private Oblig. | 2 | 1 3 Ex 28 14
4 F | Drept administrativ Oblig. | 2 1 5 Ex. 28 14
5 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 | Asistentd manageriald si secretariat Oblig. | 2 1 5 Ex. 28 14
8 S | Practici de specialitate Oblig. | -] 2| 3 Cv. - 28
TOTAL ore obligatorii/credite 11 | 11 | 30 154 | 154
9 | C | Limba strina2 Facult. | - | 2 | 3 v - | 28
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SEMESTRUL 3 (14 saptimini)
1 F | Limba roméand contemporana Oblig. | 1 2 |3 Ve 14 28
2 S | Limba stréina | Oblig. 2| 3 V. - 28
3 S | Programe de birotica Oblig. | 1 I |3 Ex 14 14
i g Apll_ca_m practice in activitatile lovlig. | - |23 V. . 8
administrative -
Tehnici si metode de arhivare a : )
5 S P Oblig. | 2 1 3 Ex. 28 14
6 F | Asisten{d manageriald si secretariat Oblig. | 2 | - | 4 Ex. 28 -
Optional A. =
T S Optional B. Opt. 2 1| 4 Ex 28 14
8 F | Drept administrativ Oblig. | 2 - Ex. 28 -
9 S | Practica de specialitate Oblig. | - | 2|3 Cv. - 28
TOTAL ore obligatorii/credite 10 | 11 | 30 140 | 154
10 C | Limba strdina 2 Facult. | - | 2 | 3 V. - 28
11 C | Teoria si practica editarii | Facult | 1 1 | 2 vV 14 14
SEMESTRUL 4 (14 saptimani)
1 F | Limba roméana contemporana Oblig. | 1 213 Ex. 14 28
2 F | Servicii publice digitale Oblg. | 2 -1 3 Cv. 28
e S | Limba striina | Oblig. | - | 2 | 3 Cv. 98
Optional A. . y - . y
4 S Optional B. Opt. 21214 Ex. 28 28
5 S Aph_ca_tu practice in activitatile Oblig. i 9 | 3 e ) 98
administrative
6 F | Deontologie profesionala Obhg. | 2 - I Lx. 28 -
7 S Tehnici i metode de arhivare a Oblie. | 1 I 9 s 11 14
documentelor t
8 S | Elemente de legislatia muncii Oblig. | 2 - I Ex. 28 -
9 S | Practici de specialitate Oblig. -1 213 Cv. - 28
TOTAL ore obligatorii/credite 10 | 11 | 30 140 | 154
10 C | Limba strdina 2 Facult. | - | 2 | 3 V. - 28
11 C | Educatie fizica Facult. | - | 2 | 2 V. - 28
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SEMESTRUL 5 (14 saptimini)
l I' | LRC —stilistica Oblig. | ¢ | 3 Y 28 L4
2 S | Limba straina 1 Oblig. -1 2|3 V. - 28
3 S | Protocol institutional Oblig. | 2 - I Fx 28 -
I S | Corespondenta si negocierea in afaceri | Oblig. | 2 | 2 | 5 [Ex 98 28
5 5 | Management si marketing Oblig. | 2 - I Lx. 28 -
. . | Optional A. £ . s
G 5 Optictial B. Oblig. | 1 L |8 Cv. 11 11
7 S | Gestionarea documentelor electronice Oblig. | 2 | 2 | 5 Lx. 28 28
8 S | Practici de specialitate Oblig. | - | 2| 3 o - 28
TOTAL ore obligatorii/credite 11 | 10 | 30 154 | 140
9 C | Limba strdini 2 Facult. | - | 2 | 3 V. - 28
SEMESTRUL 6 (10 saptimani)
I F | Forme si identitati culturale. Oblig. | 1 [ 1]« Cu, 10 | 10
i S | Limba straind 1 Oblig. - 2 a L. - 20
3 g | Sisteme automatizate de regisire a Oblig. | 2] 2|5 Ex. 920 | 90
informatiei
[ g !Etlcheta_ si protocol in relatiile Oblig. | 2 2|3 o 90 )
internationale
5 S | Corespondenta si negocierea inafaceri | Oblig. | 2 | 2 | 5 Ex. 20 20
6 5 | Management si marketing Oblig. | 2 - | 4 Ex. 20
- . | Optional A. : -
7 5 Optional B. Opt. 1 1|3 Cv. 10 10
8 S | Practici de specialitate Oblig. -1 213 Cv. - 20
TOTAL ore obligatorii/credite 10 | 10 | 30 100 | 100
10 C | Limba straina 2 Facult. | - | 2 | 3 V. - 20
Examen de licenta Credite
Proba 1: Examen scris 10
Total credite 10
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