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series no.

1. DATE DE IDENTIFICARE A TITULARULUI DIPLOMEI
INFORMATION IDENTIFYING THE HOLDER OF THE DIPLOMA

Numele de familie la nastere
Family name(s) at birth

Numele de familie dupa casatorie (daca este cazul)
Family name(s) (after marriage) (if applicable)

1.1a|

1.1

Initiala (initialele) prenumelui (prenumelor) tatdlui/mamei
Initial(s) of father's/ mother's first name(s)

Prenumele
First name(s)

1.24

| 1.28

Data nagterii (anul/luna/ziua)
Date of birth (year/month/day)

Locul nasterii (localitatea, judetul/sectorul, tara)
Place of birth

1.34 | 1.34
Numarul matricol Codul numeric personal (CNP) Anul inmatricularii
Student enrollment number Personal identification number Year of enrollment
14 | | 19

2. INFORMATII PRIVIND CALIFICAREA
INFORMATION IDENTIFYING THE QUALIFICATION

Denumirea calificarii si (daca este cazul) titlul acordat (dupa promovarea examenului de finalizare a studiilor)
Name of qualification and (if applicable) title awarded (after passing the final examination)

2.1/ ASISTENTA MANAGERIALA SI ADMINISTRATIVA, LICENTIAT IN STIINTE ADMINISTRATIVE
ADMINISTRATIVE AND MANAGERIAL ASSISTANCE,BACHELOR DEGREE IN ADMINISTRATIVE SCIENCES

Domeniul de studii Programul de studii

Field of study Programme of study
2.2a STIINTE ADMINISTRATIVE 2.2 ASISTENTA MANAGERIALA SI ADMINISTRATIVA
ADMINISTRIVE SCIENCES MANAGERIAL AND ADMINISTRATIVE ASSISTANCE

Numele si statutul institutiei de invatamant superior care
elibereaza diploma (in limba romana)
Name and status of awarding institution

Facultatea care organizeaza examenul de finalizare a studiilor
Faculty administering the final examination

UNIVERSITATEA DIN BUCURESTI Universitate Publica
2.3d Acreditata

UNIVERSITY OF BUCHAREST

ACCREDITED PUBLIC UNIVERSITY

FACULTATEA DE LITERE
2.3Y9 acuL Ty OF LETTERS

Numele si statutul institutiei de invatamant superior care a
asigurat scolarizarea (daca diferd de 2.3a, in limba romana)
Name and status of institution administering studies (if
different from 2.3a)

Facultatea care a asigurat scolarizarea (daca diferd de 2.3b)
Faculty administering studies (if different from 2.3b)

2.4a- 2.4b-

Limba (limbile) de studiu / examinare
Language(s) of instruction / examination

zq ROMANA/ ROMANIAN

3. INFORMATII PRIVIND NIVELUL CALIFICARII
INFORMATION ON THE LEVEL OF THE QUALIFICATION

Durata oficiald a programului de studii si numarul de credite de
studii transferabile (conform ECTS/SECT)

Official length of the programme of study and number of
ECTS/SECT credits

Nivelul calificarii
Level of qualification

3.1|LICENTA 6 CEC
BACHELOR 6 EQF

3.23 ANI, 180 SECT
3 YEARS, 180 ECTS

Conditiile de admitere
Access requirement(s)

BACALAUREAT+EXAMEN DE ADMITERE
BACCALAUREATE + ADMISSION EXAMINATION

3.

(O3]
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4. INFORMATII PRIVIND CURRICULUMUL SI REZULTATELE OBTINUTE
INFORMATION ON THE CURRICULUM AND RESULTS GAINED

Forma de invdtdmant
Mode of study

4.1]

INVATAMANT CU FRECVENTA
FULL TIME STUDIES

Rezultatele invatarii asigurate prin programul de studii
Learning outcomes of the study programme

4.2

242204 referent de specialitate in administratia publicd
ISCO-08 code 2422 civil service administrative officer

Competente ESCO : - gestioneaza sisteme administrative - stabileste relatii de colaborare - utilizeaza diferite canale de
comunicare - utilizeaza tehnici de comunicare - coopereaza cu colegii - intocmeste rapoarte de lucru - utilizeaza
programe software pentru foi de calcul - raspunde la intrebari - efectueaza activitati de birou de rutina - mentine
registre cu sarcinile - comunica cu partile interesate - respecta confidentialitatea - pastreaza registre profesionale -
administreaza datele - utilizeaza baze de date - redacteaza rapoartele intalnirilor - utilizeazd Microsoft office
Competente transversale : - da dovada de initiativa - deleaga responsabilitati

243217 asistent director/ responsabil de functiune (studii superioare)
Competente ESCO - tine legatura cu managerii - coordoneaza evenimente - furnizeaza informatii in scris

242204 referent specialist in Public Administration
ISCO-08 code 2422 civil service administrative officer

ESCO Competences: - manages administrative systems - establishes collaborative relationships - uses different
communication channels - uses communication techniques - cooperates with colleagues - draws up work reports - uses
spreadsheet software - answers questions - carries out routine office activities - maintains records of tasks - mantaining
communication with stakeholders - respects confidentiality - keeps order of professional records- manages data - uses
databases - writte meeting reports - use Microsoft office

Transversal competences: - shows initiative - delegates responsibilities

243217 assistant director/function manager (higher education)
ESCO Competences: - mantaining the relationships with managers - coordinates events - provides written information

Detalii privind programul absolvit, calificativele/notele/creditele ECTS/SECT obtinute (conform Registrului matricol al facultatii, volumul
nr. volumul 1 / 2020)

Programme details and the individual grades / marks / ECTS/SECT credits obtained (according to Faculty Student Records, volume no.
volumul1 / 2020)

4.3

Anul I (anul universitar 2020-2021)
1% year of study (2020-2021 academic year)
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3) Total ore

Nr. credite

Number of | Nota/ Grade ggg?;;g;
Denumirea disciplinei hours ;
Nr. credits
"o, Subject T Fr o e s
1 Notiuni de drept public (E) 28 14 ) 5 )
Introduction to Public Law (E)
2 Infrastructuri informatice de birou (E) 28 14 ) 5 )
IT Infrastructures for Office (E)
3 Comunicare organizationala (E) 28 ) ) 4 )
Organizational communication (E)
4 Limba romana contemporana (C+E) 56 28 3 4
Contemporary Romanian Language (C+E)
5 Disciplina optionala: Limba strdina 1: engleza (C+C) ) 56 3 3
Optional course: Foreign Language 1. English (C+C)
6 Asistenta manageriala si secretariat (E+E) 56 28 5 5
Secretariat and Managerial Assistance (E+E)
7 Institutii publice si private (C+E) 4 28 3 3
Public and private institutions (C+E)
8 Redactare,etica si integritate academica (C) 14 14 ) ) )
Academic writing, ethic and integrity (C)
9 Educatie fizica sem.I (V) ) 28 ) 3 )
Sports (V)
Drept administrativ (E)
10| administrative Law () 28 14 - - >
Programe de birotica (E)
11| oice Programs (E) 28 28 ] ] 4
Elemente de statistica (C)
12| Flements of Statistics (C) 14 14 ] ] 3
13 Practica de specialitate (C) ) 28 ) ) 3
Practical Training (C)
iae 4)
Promovat cu media: Total credite/ Total ECTS/SECT credits: 63

Pass,

average grade per academic year:

Anul IT (anul universitar 2021-2022)
2" year of study (2021-2022 academic year)

Nr. credite

3) Total ore Noumber of
Number of | Nota/ Grade umber o
. e ECTS/SECT

Denumirea disciplinei hours .

Nr. credits

1 Asistenta manageriala si secretariat (E) 28 ) ) 4 )
Secretariat and Managerial Assistance (F)
Disciplina optionala: Managementul resurselor umane -

2 |curs practic (E) 28 14 - 4 -
Obtional course.: Human Resource Management (E)

3 Drept administrativ (E) 28 ) ) 4 )
Administrative Law (E)
Programe de birotica (E)

4 | office Programs (E) 14 14 ) 3 )

5 Limba romana contemporana (V+E) 28 56 3 3
Contemporary Romanian Language (V+E)

6 Disciplina optionala: Limba strdina 1: engleza (V+C) ) 56 3 3
Optional course: Foreign Language 1: English (V+C)

7 Aplicatii practice in activitatea de secretariat (V+C) ) 56 3 3
Practical Issues in Secretarial Activities (V+C)

8 Tehnici si metode de arhivare a documentelor (E+E) 4 28 3 3
Technigues and Methods in Document Archiving (E+E)

9 Practica de specialitate (C+C) ) 56 3 3
Practical Training (C+C)
Disciplina optionala: Informatica (E)

10 Optional course: IT (E) 28 28 ] ] 4

1 Cultura si civilizatie romaneasca in context european (C) 28 ) ) ) 3
Romanian culture and civilazation in European perspective (C)

12 Deontologie profesionala (E) 28 ) ) ) 4
Professional Deontology (E)

13 Elemente de legislatia muncii (E) 28 ) ) ) 4
Elements of Employment Law (E)

o 4)
Promovat cu media: Total credite/ Total ECTS/SECT credits: 60

Pass, average grade per academic year:

Anul III (anul universitar 2022-2023)
37 year of study (2022-2023 academic year)
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3) Total ore Nr. credite

Number of
Number of | Nota/ Grade F C"ITS /; Eg'T
Denumirea disciplinei hours ;
Nr. credits
No - SemI [SemII | SemI | Sem II
Subject C [SPPlystsem |27 sem | 15t sem | 2" sem
| |Gestionarea documentelor electronice (E) 28 28 ) 5 )
Management of Electronic Documents (E)
2 Limba romana contemporana (V) 28 14 ) 3 )

Contemporary Romanian Language (V)

3 Disciplina optionala: Limba straina 1: engleza (V+C) ) 48 3 3
Optional course: Foreign Language 1: English (V+C)

Corespondenta si negocierea in afaceri (E+E)

Correspondence and Negotiation for Business (E+E) 48 48 > >

Management si marketing (E+E)

Management and Marketing (E+E) 48 } 4 4

Disciplina optionala: Notiuni generale de finantare si
6 |contabilitate (C) 14 14 - 3 -
Optional course. General Notions of Finance and Accounting (C)

Practica de specialitate (C+C)
Practical Training (C+C)

Protocol institutional (E)

Institutional protocol (E) 28 ) ) 4 )

Disciplina optionala: Introducere in relatii publice si media
9 |(C) 10 10 - - 3
Optional course: Introduction to Public Relations and Media (C)

Forme si indentitati culturale (C)

10 Cultural Forms and Identities (C)

10 10 - - 4

Sisteme automatizate de regasire a informatiei (E)

11 Automated Systems of Information Finding (E)

20 20 - - 5

12 Eticheta si protocol in relatiile internationale (E)
Etiquette and protocol in international relations (E)

20 - - - 3

Promovat cu media: ¥

i Total credite/ Total ECTS/SECT credits: 60
Pass, average grade per academic year:

Promovat DA Media > de promovare a anilor de studii: Total credite:

Total ECTS/SECT
credits:

183
Passed YES Overall average grade:

Sistemul de notare si, daca sunt disponibile, informatii privind distributia statisticd a notelor

Grading scheme and, if available, grade distribution guidance

4.4

Notarea unei discipline se face pe o scala de la 10 la 1, notele acordate fiind numere intregi; nota minima de
promovare este 5, iar nota maxima este 10.

Media minima de promovare a anilor de studii pentru promotia 2023 domeniul de studii Stiinte administrative,
programul de studii Asistentda manageriala si administrativa este 8.13, iar media maxima este 9.87, titularul fiind
clasat pe locul 59 dintr-un total de 59 absolventi.

Grades are integer numbers and given on a scale from 10 (the highest grade) to 1 (the lowest grade), the lowest passing grade is 5.
The passing overall average grades for the class of 2023, field of study Administrive Sciences, study programme in Managerial and
administrative assistance, are. lowest average 8.13 (out of 10) and highest average 9.87 (out of 10), the degree holder is ranked 59

out of 59 graduates.

5. INFORMATII SUPLIMENTARE
ADDITIONAL INFORMATION

Informatii suplimentare Alte surse pentru obtinerea mai multor informatji
Addiitional information Further information sources
5 1/Mentiuni privind scolaritatea: 5 5| Facultatea de Litere, Str. Edgar Quinet, nr. 5-7,

Bucuresti, Romania, Tel./Fax 021- 313.43.36.
Universitatea din Bucuresti, Soseaua Panduri nr.90,
Bucuresti, Romania, Tel./Fax. 021- 305.97.30; 021-
313.17.60.

Ministerul Educatiei, Str. G-ral Berthelot nr.28-30,
Bucuresti, Romania, Tel.021-405.62.00

Remarks on the studies Faculty of Letters, 5-7 Edgar Quinet, Bucharest, Romania,
Phone/Fax 00-40-21-313.43.36.

University of Bucharest, Panduri Road no. 90, Bucharest,
Romania, Tel./Fax. 021-305.97.30; 021- 313.17.60.

Ministry of Education, Str. G-ral Berthelot no.28-30, Bucharest,

Romania, Tel.021-405.62.00
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6. INFORMATII PRIVIND DREPTURILE CONFERITE DE CALIFICARE SI DE TITLU (daca este cazul)
INFORMATION ON THE FUNCTION OF THE QUALIFICATION AND DEGREE (if applicable)

Posibilitati de continuare a studiilor (dupd promovarea examenului de finalizare)
Access to further study (after passing the final examination)

Studii universitare de masterat

Master Studies

Statutul profesional

Professional status

Licentiat in stiinte administrative

Bachelor Degree in Administrative Sciences

6.1

6.2

7. LEGALITATEA SUPLIMENTULUI
CERTIFICATION OF THE SUPPLEMENT

Functia Semndtura Functia Semndtura

Position Signature Position Signature
7.1 RECTOR 7.2/ Secretar sef universitate

RECTOR University Registrar

Prof. univ. dr. Marian Preda Violeta Iolanda Bazavan
7.3 DECAN 7.4 Secretar sef facultate

DEAN Faculty Registrar

Prof. univ. dr. Oana Anca Dubalaru Gabriela Dena

®) Nr. si data eliberarii Stampila sau sigiliul oficial

No., dated. Official stamp or seal
7.5 7.9

/ L.S.
Acest document contine un numar de 6 pagini.
This document consists of 6 pages.

1) Denumirea institutiei de invatamant superior care a asigurat scolarizarea si care elibereaza suplimentul la diploma.
1) Name of institution administering studies and provided diploma supplement.
2) Se va completa de catre institutia de invatamant superior care elibereaza diploma. Aceasta trebuie sa verifice legalitatea tuturor
inscrisurilor de pe diploma si de pe suplimentul la diploma.
2) To be filled in by the awarding institution that must check the legality of all information provided in the diploma and diploma supplement.
3) Se va mentiona numarul total de ore, din care: numarul total de ore de curs (C); numarul total de ore de seminar (S); numarul total de
ore de lucrari practice (LP); numarul total de ore de proiect (P); etc.
3) It shall be mentioned the total hours of which total hours for courses (C), seminars (S), practical courses (LP), projects (P).
4) Media anuala, cu doua zecimale, fara rotunjire.
4) Average grade per academic year, with two decimals and without rounding off.
5) Media generala, cu doua zecimale, fara rotunjire.
5) Overall average grade with two decimals and without rounding off.
6) Se va completa de catre institutia care a asigurat scolarizarea titularului.
6) To be filled in by the institution administering studies.

Suplimentul la diploma se va redacta pe format A4 (fatad/verso), se va numerota si se va stampila pe fiecare pagina, pe coltul din
dreapta jos (L.S.), cu acelasi specimen de la 7.6.

Diploma supplement shall be printed on both sides of an A4 paper format and shall be numbered and stamped on each page on the
right bottom corner (L.S.), with the same specimen from 7.6.

6 L.S.




8. INFORMATII PRIVIND SISTEMUL NATIONAL DE INVATAMANT
INFORMATION ON THE NATIONAL EDUCATION SYSTEM

age
31/ Formare continua - Continuing Professional Training
32 N N N N
| | | |
o | | |
Ciclul II1 - Studii universitare de doctorat I I I I
o PhD studies | | | |
25 . . .
Ciclul Il - Studii universitare de masterat I I I
B2 Master studies | | I
23 . Tnvatima
Ciclul I - Studii universitare de licentd Invatamantul |
Bachelor studies ;i)rst?rr]iversitar |
n n n - Post secondary I
. - - * education
s 1) 1) 10 <~ |
19 [ R Tnvatama or - Tnvaama
Invatamantul secundar superior - Invatamantul secundar superior - InVStamantul se(;:undaé suptf_:rlor Inve;tar_nantlul
Upper secondary education Upper secondary education ppe(';\/lsﬁicg;yag't?s;ifa 1on p\r/(z)fastli?;:]il-
| 14/ (General education) (Technical) theological,sports, pedagogical) education
15
Invatimantul secundar inferior (gimnazial) - Lower secondary education
| 10/
11
Invatamantul primar - Primary education
| 6
Educatia timpurie (0-6 ani) - Early education (from O to 6 years)
1 0
EDUCATION SYSTEM IN ROMANIA

PREZENTARE GENERALA A SISTEMULUI NATIONAL DE INVATAMANT SUPERIOR
Overview of the national higher education system

Accesul in invatdmantul superior se bazeaza pe diploma de bacalaureat (obtinuta la sfarsitul invatdmantului secundar superior), iar accesul la programe de master se bazeaza pe
diploma obtinuta dupa finalizarea studiilor de licenta (BA/BSc/BEng).

Access to higher education is based on the baccalaureate diploma (obtained at the end of upper secondary education) and access to master programmes is based on the bachelor
degree (BA/BSc/BENg).

Studiile universitare de licentd (BA/BSc/BEng) presupun 180 - 240 de puncte de credit, calculate in conformitate cu sistemul european de credite transferabile (ECTS/SECT) si se
finalizeaza prin nivelul 6 din cadrul european al calificarilor pentru invatare pe tot parcursul vietii (EQF/CEC).

Bachelor studies (BA/BSc/BEng) presuppose 180-240 credit points, calculated in accordance with the European Credit Transfer System (ECTS), and ends with the level 6 from the
European Qualifications Framework for lifelong learning (EQF/CEC).

Studiile universitare de master (MA/MSc/MEng) presupun 60-120 puncte de credit, calculate in conformitate cu sistemul european de credite transferabile (ECTS/SECT) si se finalizeaza
prin nivelul 7 din EQF/CEC.
Master studies (MA/MSc/MENQ) presuppose 60-120 credit points, calculated in accordance with European Credit Transfer System (ECTS), and ends with the level 7 EQF/CEC.

Pentru profesii reglementate prin norme, recomandari sau bune practici europene, studiile universitare de licentad si masterat pot fi oferite comasat, intr-un program unitar de studii
universitare cu o durata cuprinsa intre 5 si 6 ani, la invatdmantul cu frecventa, diplomele obtinute fiind echivalente diplomei de master (in urmatoarele domenii de studiu: Medicina - 360
de ECTS/SECT, Stomatologie - 360 de ECTS/SECT, Farmacie - 300 ECTS/SECT, Medicina Veterinara - 360 ECTS/SECT, Arhitectura - 360 ECTS/SECT).

For professions regulated by European norms, regulations or good practices, bachelor (BA/BSc/BEng) and master studies (MA/MSc/MEng) can be provided as part of a 5 to 6 year full
time programme of study, thus diplomas are recognized as master's degree certificates (the following fields of study are considered: Medicine - 360 ECTS/SECT, Dentistry - 360
ECTS/SECT, Pharmacy - 300 ECTS/SECT, Veterinary Medicine - 360 ECTS/SECT, Architecture - 360 ECTS/SECT).

Studiile universitare de doctorat conduc la o teza de doctorat, iar candidatji care finalizeaza primesc diploma de doctor. Studiile universitare de doctorat permit dobandirea unei calificari
de nivelul 8 din EQF/CEC.
PhD studies result in a doctoral research thesis, while successful candidates are awarded a PhD diploma. Doctoral studies allow obtaining a qualification at level 8 EQF/CEC.

Sistemul de invatdmant superior romanesc este un sistem deschis. Toate universitatile din Romania folosesc Sistemul European de Credite Transferabile (ECTS/SECT).
The Romanian higher education system is an open system. All Romanian universities use the European Credit Transfer System (ECTS/SECT).

Programele de studii universitare pot fi organizate, dupa caz, conform reglementarilor legale in vigoare, la urmatoarele forme de invatamant: cu frecventd, cu frecventa redusa si la
distanta.
University programs can be organized, as appropriate, according to legal regulations, at the following forms of education: full time, part time and distantly.

De asemenea, universitatile ofera programe de formare profesionala continua, pe baza cererilor de pe piata muncii.
Universities also provide continuing professional training programmes based on the market demands.

(*) In conformitate cu Legea nr. 1/2011
According to Law no. 1/2011
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