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

Numele de familie la nastere Numele de familie dupa casatorie (dacd este cazul)
Family name(s) at birth Family name(s) (after marriage) (if applicable)

114l | 11|

Prenumele
First name(s)

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

1.2 | 1.26]

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

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

1.3 \ \ | 1.3b|

Anul inmatricularii
Year of enrolment

Numarul matricol Codul numeric personal (CNP)
Student enrolment number Personal identification number

14 | | 152023

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
Managerial and administrative assistance, Bachelor of Administrative Sciences

Domeniul de studii Programul de studii
Field of study Programme of study

2.2a‘ Stiinte administrative 2.2 b Asistenta manageriala si administrativa

Administrative sciences

Managerial and administrative assistance

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

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

Universitatea “"Ovidius” din Constanta
2.3alUniversitate publica acreditata
"Ovidius" University of Constanta
Accredited public university

Facultatea de Drept si Stiinte Administrative
23 b|Faculty of Law and Administrative Sciences

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

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

244-

2.4b-

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

2-5| Romana, Romanian

L.S.




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

Durata oficiald a programului de studii si numarul de credite de

Nivelul calificdrii studii transferabile (conform ECTS/SECT)
Level of qualification Official length of the programme of study and number of
ECTS/SECT credits
3.1 Studii universitare de licenta 3.213 Ani, 180 credite
Bachelor studies 3 Years, 180 credits

Conditiile de admitere
Access requirement(s)

3.3Diploma de bacalaureat si concurs de admitere
Bachelor diploma and admission examination

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

Forma de invatamant
Mode of study

4.1 IF
FULL-TIME

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

4.2l Competente profesionale

1. Utilizarea conceptelor si principiilor fundamentale de organizare si functionare a structurilor
administrative pentru insertia profesionala in institutii publice si/sau private;

2. Identificarea si aplicarea dispozitiilor legale cu privire la sistemul administrativ, inclusiv initierea si
formularea de propuneri de acte normative si/sau administrative;

3. Comunicarea orala si scrisa in limba programului de studii si intr-o limba de circulatie internationald, a
unor mesaje structurate referitoare la o problema data din specialitate;

4. Aplicarea tehnicilor si instrumentelor procedural specific activitatilor de secretariat si asistare a
managerului cu utilizarea tehnologiei informatiei si comunicatiei(TIC);

5. Utilizarea cunostintelor de specialitate necesare in organizarea diverselor manifestari profesionale;
6. Elaborarea,implementarea si evaluarea de programe si proiecte diverse, inclusive cu atragerea de
fonduri europene.

Competente transversale

1. Indeplinirea la termen in mod riguros, eficient si responsabil, a sarcinilor profesionale, cu respectarea
principiilor etice si a deontologiei profesionale;

2. Aplicarea tehnicilor de relationare in grup, deprinderea si exercitarea rolurilor specifice in munca de
echipa, prin dezvoltarea abilitatilor de comunicare interpersonala;

3. Autoevaluarea nevoii de formare profesionala si identificarea resurselor si modalitatilor de formare si
dezvoltare personala si profesionald, in scopul insertiei si adaptarii la cerintele pietei muncii.
Professional skills

1. Using the basic concepts and principles of organization and functioning of administrative structures for professional
insertion in public and / or private institutions;

2.Identifying and enforcing the legal provisions on the administrative system, including initiating and formulating
proposals for normative and / or administrative acts;

3.The oral and written communication in the language of the study program and in an international language,
structuring messages relating to a given subject matter;

4. Applying the techniques and procedural tools specific to secretarial activities and assisting the manager with the use
of information and communication technology (ICT),;

5.Using specialized knowledge necessary to organize various professional events;

6. Elaborating, implementing and evaluating various programs and projects, including the attraction of European funds.
Transversal skills

1. Fulfilling the professional tasks in a rigorous, efficient and responsible manner, in compliance with the ethical
principles and professional ethics;

2.Applying grouping techniques, learning and exercising specific roles in teamwork by developing interpersonal
communication skills;

3. Self-evaluation of the need for professional training and identification of resources and ways of training and personal
and professional development, in order to integrate and adapt to the requirements of the labor market.

Detaliile programului absolvit, calificativele / notele / creditele ECTS/SECT obtinute (conform Registrului matricol al facultdtii, volumul
nr. XIII / 13 ASISTENTA MANAGERIALA SI ADMINISTRATIVA IF)

Program details and the individual grades / marks / number of ECTS/SECT credits obtained (according to Faculty Student Records,
volume no. XIII / 13 Managerial and administrative assistance IF )

L.S.




4.3 .
*3) Total ore Nr. credite
Number of hours Nota/ Grade Number of
Nr.| Denumirea disciplinei ECTS/SECTS credits
No| Subject c S LP. P SemI| SemII| SemI| SemII
r =71 Tl 1stsem| 2" sem| 15tsem| 2"d sem
Anul I (anul universitar 2023-2024)
1% year of study (2023-2024 academic year )
Bazele administratiei publice
L | The basis of public administration 28 14 5
Teoria generald a statului si dreptului
2 |The general theory of State and Law 28 B 5
Drept Constitutional
3 | Constitutional law 28 14 5
Elemente de tehnologia informatiilor. Informatica pentru
4 |administratia publica 28 14 5
Elements of the technology of information. Informatics for the
public administration
Drept civil
5 | Civil law 28 B 4
Disciplina optionala: Istoria administratiei publice
6 Optional course: Public administration history 28 28 3
Limba strdina (engleza)
7 | Foreign Language (English) B 28 3
Educatie fizica
8 Physical education - 28 1
Sociologie
9 Sociology 28 B 3
Drept administrativ
10 | administrative law 28 14 3
Arhivistica si prelucrarea documentelor
11| Arhivistica and processing of documents 28 14 4
Relatii publice
12| pypjic Relations 28 14 3
Economie
13 | Economy 28 - 3
Management public
14 | pyblic management 28 14 3
Disciplina optionala: Statistica si analiza datelor
15 Optional course: Statistics and data analysis 28 14 3
Limba strdina (engleza)
16 | Foreign Language (English) - 28 3
Educatie fizica
17 Physical education - 28 1
Practicd de specialitate
18 | practical training - 42 5
P t edia:
romovat cumedia Total credite/Total ECTS/SECTS credits: 60
Pass, average grade per academic year:
L.S.




Anul IT (anul universitar

2024-2025)

2" year of study (2024-2025 academic year )

Dreptul si administrarea afacerilor
L |Law and business administration 28 -
Managementul serviciilor publice
2 | pyblic service management 28 14
Strategii si politici publice
3 | Strategies and public policies 28 14
Proiecte in sectorul public
4 Projects in the public sector 28 14
Functia publica. Etica si deontologia functionarului public
5 |public service. Deontology of the public servant 28 B
Infrastructuri informatice pentru birou
6 | Information infrastructure for office - 28
Disciplina optionala: Psihologie sociald
7| Optional course: Social psychology 28 28
Educatie fizica
8 Physical education B 14
Limba straina(engleza)
9 Foreign Language (english) B 28
Managementul timpului
10 | Time management 28 B 3
Gestionarea documentelor electronice
11| Flectronic document management - 28 3
Finante Publice
12| pyplic finance 28 14 4
Dezvoltare durabila si protectia mediului
13 | sustainable development and enviromental protection 28 14 3
Metode de cercetare in stiintele administrative
14 |Research methods in administrative sciences 28 14 4
Drept administrativ- partea speciala
15 | Administrative law - special part 28 ) 5
Disciplina optionala: Dreptul societatilor comerciale
16 Optional course: Companies law 28 28 3
Educatie fizica
17 Physical education - 14 1
Practicd de specialitate
18 | practical training B 56 3
Limba straina(engleza)
19 Foreign language (english) - 28 2
P jat R
romovat cuf media Total credite/Total ECTS/SECTS credits: 60
Pass, average grade per academic year:
Anul III (anul universitar 2025-2026)
3 year of study (2025-2026 academic year )
Tehnici moderne de comunicare
1 | Modern communication techniques 28 14
Protocol institutional
2 | Institutional protocole 28 14
Comportament si cultura anteprenoriala
3 Entrepreneurial culture and behavior 28 14
Psihosociologia conducerii
4 Psihosociologia leadership 28 14
Dreptul muncii si securitatii sociale
5 Employment law and social security 28 14
Disciplina optionala: Gestionarea conflictelor in organizatii
6 Optional course: Conflict management in organizations 28 28
Disciplina optionala: Managementul resurselor umane in
7 |administratia publica 28 14
Optional course: Human resources management in public
administration
Corespondenta comerciala
8 | Business commercial correspondence 28 28 5
Studiul concurentei si mediului de afaceri
9 | The study of competition and the business environment 28 28 5
Planificare strategica
10 Strategic planning 28 28 5
Psihologia organizatiilor
1 Psychology organizations 28 14 5
Disciplina optionald: Drept european
12 Optional course: European law 28 14 3
Elaborarea lucrarii de licenta
13 | Elaboration of the BA graduation thesis - 28 4
Disciplina optionala: Achizitii publice
14 Optional course: Public procurement 28 28 3
P at edia:
romovat cumedia Total credite/Total ECTS/SECTS credits: 60

Pass, average grade per academic year:

L.S.




Media ** de promovare a studiilor
Promovat: (ponderata cu puncte de credit - daca este Total credite:
DA cazul): 180
Pass: YES Overall average grade (credit-weighted average - Total ECTS/SECTS
' if available): credits:

Sistemul de notare si, dacd 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 scald 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 ..., domeniul de studii Stiinte
administrative, programul de studii Asistenta manageriala si administrativa este ....., iar media maxima
este ....... , titularul fiind clasat pe locul ....... dintr-un total de ....... 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 ....., field of study Administrative sciences, study program in
Managerial and administrative assistance, are .... lowest average ...... (out of 10) and highest average
........ (out of 10), the degree holder is ranked ...... out of ...... graduates

5. INFORMATII SUPLIMENTARE
ADDITIONAL INFORMATION

Informatii suplimentare Alte surse pentru obtinerea mai multor informatii
Additional information Further information Sources
5.1 57| WWw.univ-ovidius.ro

www.univ-ovidius.ro

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

Posibilitdti de continuare a studiilor (dupa promovarea examenului de finalizare)
Access to further study (after passing the final examination)
6.1/ Studii universitare de masterat
Master studies
Statutul profesional
Professional status

| Licentiat in Stiinte administrative
Bachelor of Administrative sciences

L.S.



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

Conf.univ.dr. Dan Marcel Iliescu Mihaela Irimia
7.3 DECAN/DIRECTOR 7.4 Secretar sef facultate

DEAN/DIRECTOR Faculty Registrar

Prof. univ. dr. Adrian .

Stoica-Constantin Rodica - Carmen Banu

*6) Nr. si data eliberarii Stampila sau sigiliul oficial
No., dated. Official stamp or seal

7.5 7.6

/ L.S.

Acest document contine un numar de 8 pagini.

This document consists of 8 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 rotunijire.
*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 (fatéd/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.




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

age
31/ Formare continui - Continuing Professional Training
32
29/
30 A A A A
Ciclul IIT - Studii universitare de doctorat | [ | [
PhD studies
24/ \ | \ |
25 . o | \ |
Ciclul II - Studii universitare de masterat | | |
Master studies | |
22/ ‘
23 PRI
Ciclul I - Studii universitare de licenta Invagamantul \
Bachelor studies terfiar \
nonuniversitar - |
A A A Post secondary |
* ducati
* * * education |
1 |I( ) ‘I( ) ‘I( ) < |
9. . PN . Invatimantul secundar superior - Invatimantul
Invatamantul secundar superior - Invatdmantul secundar superior - Unper secondary education rofesional
Upper secondary ed'ucation Upper secondaljy education (Milﬂ)tary artistizytheological pVocational
14/ (General education) (Technical) sports, pedagogical) education
15
Invatamantul secundar inferior (gimnazial) - Lower secondary education
10/
11
Invatamantul primar - Primary education
6
Educatia timpurie (0-6 ani) - Early education (from 0 to 6 years)
0
EDUCATION SYSTEM IN ROMANIA

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

Accesul in invatamantul 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 licenta (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/SECT), 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/MEng) presuppose 60 - 120 credit points, calculated in accordance with European Credit Transfer System
(ECTS/SECT), and ends with the level 7 EQF/CEC.

Pentru profesii reglementate prin norme, recomandari sau bune practici europene, studiile universitare de licenta si masterat pot fi oferite
comasat, intr-un program unitar de studii universitare cu o durata cuprinsa intre 5 si 6 ani, la invatamantul 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/MENQ)
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 candidatii 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.

L.S.




Sistemul de Tnvatamant 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 frecventa, 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. 199/2023
According to Law no. 199/2023




