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SEI\{BSTRUL 1 (14 slptnmani)

I F Limba romane contemporanA Oblig. 2 3 Cv. 28 t 4
2 C Limba strfind I Oblig. 2 3 Cv. 28

3 S Tehnici de scriere rapida/stenografie Oblig. 2 3 V. 28
4 S Noliuni de drept public Oblis. 2 I 5 Ex. 28 t4
5 S Infrastrucnui informatice de birou Oblig. 2 I 4 Ex. 28 t4
6 S Asistentd manageriald gi secretariat Oblig. 2 I 5 Ex. 28 I 4

7 C Comunicare organizalionald Oblis. 2 4 Ex. 28
8 S Practicd de specialitate Oblis. 2 3 Cv. 28

TOTAL ore obligatorii/credite l0 10 30 140 r40
9 C Limba strAinA B Facult 2 3 V. 28
10 C Educafie fizicd Facult 2 3 V. 28
l l C Psihologie sociald Faculr 2 V 28

SEMESTRIJL 2 (14 slpdmini)

I F Limba rom6ni contemporand Oblis. 2 I 4 Ex. 28 I 4

2 C Limba st6ind I Oblis. 2 3 Cv. 28
3 S Tehnici de scriere rapidE/stenogafie Oblig. 2 3 Cv. 28
4 S Drept adminisnativ Oblig. 2 I 5 Ex. 28 I 4

5 S Programe de birotica Oblis. t 2 4 Ex. t4 28

6 C Flemente de statisticd Oblig. I I 3 Cv. t 4 t4
- S Asisten(d manageriald gi secretariat Oblis. 2 I 5 Ex. 28 I4
8 S Practicd de specialitate Oblis. 2 3 Cv. 28

TOTAL ore obligatoriy'credi te 8 t2 30 t12 168
9 C Limba strlind 2 Faculr 2 3 V. 28
10 C Educatie fizicd Facult 2 2 V. 28
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SEII{ESTRLIL I (lA slpdmeni)

I F Limba romind contemporan[ Oblig. I 2 3 V. L4 28
2 C Limba strlind 1 Oblig. 2 3 V. 28
3 S Programe de birotici Oblig. I I 3 Ex. I 4 L4

4 S Aplicatii practice in activitatea de
secretariat

Oblts. 2 3 V. 28

5 S Tehnici gi metode de arhivare a
documentelor

Oblis. 2 3 Ex. 28

6 S Asisten(i manageriald gi secretariat Oblis. 2 4 Ex. 28

7 S
Optional: A.Managementul resurselor
umane. B. Dezvoltare profesionald 9i
nersonalI

Oblis. 2 4 Ex. 28 T4

8 S Drept administrativ Oblig. 2 4 Ex. 28
9 S Practici de specialitate Oblis. 2 3 Cv. 28

TOTAL ore obligatorii/credite l0 l0 30 140 140
10 C Limba stfini 2 Faculr 2 3 V. 28

SEJTIESTLUL 4 (14 slpdmtni)

I F Limba rominI contemporani Oblig. I 2 3 Ex. t4 28

2 F Culnud gi civilizatie romffneascl in
context european

Oblis. 2 3 Cv. 28

3 C Limba sndind I Oblis. 2 3 Cv. 28

4 S
Optional: A. Programe de biroticd. B.
InformaticI

Oblis. I 2 4 Ex. t4 28

J S Aplicafii practice in activitatea de
secretariat

Oblis. 2 3 Cv. 28

6 s Deontologie profesional[ Oblis. 2 4 Ex. 28

7 S Tehnici gi metode de arhivare a
documentelor

Oblig. 2 3 Ex. 28

8 S Elemente de leeislatia muncii Oblis. 2 4 Ex. 28
9 S Practici de specialitate Oblis. 2 3 Cv. 28

TOTAL ore oblig'atorii/credite 10 10 30 14,0 14,0
10 c Limba srdind 2 FaculL 2 3 V. 28
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SEII,IESTRUL 5 (l  slpdmani)

t F Redactare de texte Oblis. I 2 3 V. T4 28
2 C Limba sfiini I Oblis. 2 3 V. 28
3 S Protocol si relatii cu publicul Oblig. 2 4 Ex 28
4 s Corespondenta gi negocierea in afaceri Oblis. 2 2 5 Ex. 28 28
5 c Management gi marketing Oblig. 2 4 Ex. 28

6 C Opfional: A.No[iuni generale de finanfe
si contabilitate.B. Economie politictr Oblig. I I 3 Cv. t 4 L 4

7 C Gestionarea documentelor electronice Oblig. 2 I 5 Ex. 28 I 4
8 S Practicd de specialitate Oblig. 2 3 C v . 28

TOTAL ore obligatoriy'credite 10 l0 30 LN 140
9 C Limba strdind 2 Faculr 2 3 V. 28

SEII{ESTRIjL 6 (10 snpdm6ni)

I F Forme si identitdti culturale. Oblis. I I 3 Cv. l 0 l 0
2 C Limba strfin6 I Oblis. 2 3 Cv. 20
3 F Redactare de texte Oblis. 2 3 Cv. 20

4 S
Sisteme automatizate de regdsire a
informatiei

Oblig. 2 I 4 Ex. 20 10

5 S Protocol si relatii cu publicul Oblis. 2 3 Ex. 20
6 S Corespondenta gi negocierea in afaceri Oblis. 2 I 4 Ex. 20 l 0
n C Management gi marketing Oblis. 2 4 Ex. 20

8 C
Opional : A.Elemente de comunicare gi
formare a imaginii de marc6. B.
Introducere in relatii publice si media

Oblis. I I 3 Cv. 10 10

9 S Practicd de specialitate Oblig. 2 3 Cv. 20
TOTAL ore obligaloriVcredite l0 l0 30 r00 100

l0 C Limba strdind 2 Facult 2 3 V. 20

Examen de licentli Credite
Proba 1: Examen scris 20
Proba 2: Sustinerea lucrdrii de dinlomd l 0

Total credite 30

DECAN, SECRETAR $EF,
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