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3DVXO�XUPDWRU� 
 

$FXP�Fă�D܊L�DMXQV�OD�VIkU܈LWXO�DFHVWXL�JKLG��HVWH�SRVLELO�Vă�DYH܊L�
vQ�FRQWLQXDUH�vQWUHEăUL�VDX�SRDWH�GRUL܊L�Vă�DSURIXQGD܊L�XQHOH�GLQ�

WUH�FRQ܊LQXWXULOH�VDX�VXJHVWLLOH�IXUQL]DWH�� 

'H�DVHPHQHD��SXWH܊L�Vă�Yă�vQWRDUFH܊L�
 ��L�GLQ�QRX�VDX�R�SDUWH�GLQ�HO܊L�Vă�vO�FLWL܈

)RORVH܈WH-O�FD�vQVR܊LWRU��VFULH�vQ�HO��LD�
QRWL܊H��)DFH܊L�FH�VHUYH܈WH�FHO�PDL�ELQH�
SHQWUX�WLQH� 

9ă�GRULP�WRW�FH�H�PDL�EXQ�vQ�GXP�
QHDYRDVWUă�&DULHUă�� 

 
3HQWUX�PDL�PXOWH�LQIRUPD܊LL��YL]LWD܊L� 

VLWH-XO�QRVWUX�VLWH-XO�www.wotics.eu  
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Ghid pentru un job 

5HFRPDQGDUL�JHQHUDOH 

ÌQ�SULPHOH�VăSWăPkQL�HVWH�QRUPDO�Vă�JUH܈H܈WL��WUHEXLH�Vă�ILL�SUHJăWLW�
Vă�OH�DFFHS܊L܈�L�Vă�vQYH܊L�GLQ�OD�HOH��ÌQWUHED܊L�SHUVRDQD�GH�UHIHULQ܊ă�
GHVSUH�vQGRLHOLOH�GYV��VDX�IRORVL܊L�XQ�FDLHW�SHQWUX�D�VFULH�LQVWUXF܊LXQL�
GLILFLOH�� 

 
8QHRUL��RDPHQLL�v܊L�SRW�FULWLFD�PXQFD�VDX��vQWU-XQ�PRG�VWUHVDQW�VLWXD܊LH��
WX�vQVX܊L��$U�SXWHD�IL�R�FULWLFă�FRQVWUXFWLYă��Vă�WH�vQYă܊H�VL�VD��QX�WH�
UăQH܈WL��'DFă�Yă�VLP܊L܊L�UăX��GLVFXWD܊L�FX�SHUVRDQD�GYV��GH�UHIHULQ܊ă܈�L�
vQFHUFD܊L�Vă�QX�Yă�FHUWD܊L�I�FKLDU�GDFă�QX�VXQWH܊L�GH�DFRUG�VDX�YL�VH�SDUH�
QHGUHSW��$QWUHQDUHD�DELOLWă܊LORU�VRFLDOH�vQ�JUXSXUL�WHUDSHXWLFH�YD�IL�GH�
PDUH�DMXWRU�vQ�JHVWLRQDUHD�FRQIOLFWHORU�SHUVRQDOH܈�L�GH�PXQFă�� 

 
ÌQYă܊DUHD�QHFHVLWă�PXOW�HIRUW��GDU�PHULWă�vQWRWGHDXQD��*ăVL܊L�PRGDOLWă܊L�
GH�D�JHVWLRQD�IUXVWUDUHD��PHUJH܊L�vQWU-XQ�ORF�OLQL܈WLW��GLVFXWD܊L�FX�R�
SHUVRDQă�GH�UHIHULQ܊ă�FDUH�Yă�DMXWă��vQFHUFD܊L�Vă�Yă�UHOD[D܊L��FUHD܊L�
JkQGXUL�FRQWUDUH�GHVSUH�IUXVWUDUH�� 

 
$EVHQ܊D�GYV��OD�PXQFă�HVWH�MXVWLILFDWă�GRDU�GH�SUREOHPD�PHGLFDOH�
VDX�GH�SUREOHPH�IRDUWH�LPSRUWDQWH��6ROLFLWD܊L�SHUPLVLXQHD�vQ�DYDQV�
SULQ�H-PDLO�VDX�YRUELQG�FX�FRRUGRQDWRUXO�GYV��6XQD܊L�FRRUGRQDWRUXO�GYV��
FkW�PDL�FXUkQG�SRVLELO�GDFă�HVWH�R�XUJHQ܊ă�FX�DGHYăUDW�LPSRUWDQWă��
'DFă�DYH܊L�R�vQWUHEDUH�GHVSUH�DEVHQ܊D�PHGLFDOă�VDX�VDODULXO�GYV���
SXWH܊L�PHUJH�RULFkQG�OD�GHSDUWDPHQWXO�GH�UHVXUVH�XPDQH�� 

 
3H�GH�DOWă�SDUWH��FXQRD܈WHUHD�LHUDUKLHL�HVWH�LPSRUWDQWă�SHQWUX�Vă�
vQ܊HOHJH܊L�FXP�IXQF܊LRQHD]ă�FRPSDQLD܈�L�FXP�Vă�JHVWLRQD܊L�FRQ�
YHUVD܊LLOH��2DPHQLL�GLQ�SDUWHD�GH�VXV�D�LHUDUKLHL��PDQDJHUL��FRRUGRQD�
WRUL�HWF���VXQW�UHVSRQVDELOL�GH�UHDOL]DUH�GHFL]LL��RUJDQL]DUHD�VDUFLQLORU�
VDX�UH]ROYDUHD�FRQIOLFWHORU܈�L�LVL�UHVSHFWă�SR]L܊LD�GH�D�QX�D�DIHFWDW�vQ�
DFHDVWă�GHFL]LH�vQWU-XQ�VHQV�UăX�� 



  

ϰϯ 

Ghid pentru un job  

3HQWUX�D�PHQ܊LQH�R�LPDJLQH�SURIHVLRQDOă�EXQă��WUHEXLH�Vă�IDFH܊L�DFHVW�
OXFUX�XUPăUL܊L�OXFUXULOH�vQ�ILHFDUH�]L��IDFH܊L�GX܈��IRORVL܊L�KDLQH܈�L�
vQFăO܊ăPLQWH�FXUDWH܈�L�IRORVL܊L�XQ�GHRGRUDQW��3ăUXO�WăX�WUHEXLH�Vă�ILH�
ELQH�SLHSWăQDW��LDU�XQJKLLOH�WăLDWH܈�L�FXUDWH��'DFă�IRORVL܊L�PDFKLDM��IDFH܊L
-R�vQWU-XQ�PRG�QDWXUDO��'DFă�DL�EDUEă��WUHEXLH�Vă�SUH]LQWH�XQ�EXQ�
DVSHFW��7UHEXLH�Vă�RIHUL܊L�R�LPDJLQH�H[WHUQă�vQ�FRQIRUPLWDWH�FX�
FHULQ܊HOH�ILHFăUHL�FRPSDQLL��GHFL�DYH܊L�JULMă�GH�XQLIRUPH��SXUWD܊L-OH�
D܈D�FXP�HVWH�LQGLFDW�vQ�UHJXOLOH�FRPSDQLHL܈�L�DFRUGD܊L�DWHQ܊LH܈�L�JULMă�Vă�
ILH�FXUDWH��6H�UHFRPDQGă�Vă�DYH܊L�GRXă�XQLIRUPH��PLQLP� 

,PDJLQHD�SURIHVLRQDOD� 

 

&RQWDFWXO�VRFLDO�VL�WLPSXO�LQIRUPDO 
&ROHJLL�GH�PXQFă�VXQW�RDPHQL�IRDUWH�LPSRUWDQ܊L�SHQWUX�RULFH�OXFUăWRU��
2�UHOD܊LD�SR]LWLYă�FX�HL�WH�YD�DMXWD�Vă�WH�VLP܊L�PDL�ELQH��)L�SROLWLFRV�FX�
HFKLSD�WD��HVWH�LPSRUWDQW�Vă�VSXL�ÄVDOXW�VDX�EXQD�GLPLQHD܊D�´FkQG�
DMXQJL���SHQWUX�D�DUăWD�LQWHUpV�FRQYHUVD܊LLORU��FDQG�FHUH܊L�XQ�OXFUXUX�
VSXQWL�Yă�URJ��VL�OD�ILQDO�PXO܊XPLUL�� 

 

'DU�VXQW�FROHJL��QX�SULHWHQL��WUHEXLH�Vă�vQFHUFD܊L�Vă�QX�GLVFXWD܊L�FX�
HL�SUREOHPH�VHQVLELOH�VDX�IRDUWH�SHUVRQDOH��(YLWD܊L�Vă�OH�DGăXJD܊L�OD�
UH܊HOHOH�GYV��GH�VRFLDOL]DUH�VDX�Vă�GLVFXWD܊L�FX�HL�GHVSUH��OXFUXUL�QRQ-
PXQFă�$PLQWL܊L-Yă�Fă�JUXSXULOH�GH�OXFUX�GH�SH�:KDWV$SS�VXQW�vQFă�XQ�
LQVWUXPHQW�GH�OXFUX�IRUPDO�GHVWLQDW�H[FOXVLY�DERUGăULL�SUREOHPHORU�GH�
PXQFă�� 

 

7LPSXO��GH�RGLKQă�vQ�ILHFDUH�FRPSDQLH�HVWH�YDULDELO��GDU�HVWH�IRDUWH�
LPSRUWDQW�Vă�UHVSHFWD܊L�FX�VWULFWH܊H�SURJUDPXO�GH�RGLKQă�IăUă�D�
GHSă܈L�WLPSXO��ÌQ�DFHVW�WLPS�SR܊L�Vă�UăPkL�FX�FHLODO܊L�VDX�Vă�ILL�VLQJXU��
$IOD܊L�GDFă�FRPSDQLD�GYV��DUH�SURGXVH�VSHFLDOH�IDFLOLWă܊L�SHQWUX�
OXFUăWRUL�Vă�VH�RGLKQHDVFă��$PLQWL܊L-Yă�Fă�GDFD�vQWUHEDWL�GH�PDL�PXOWH�
RUL�FkW�GXUHD]ă�Vă�WH�RGLKQH܈WL�VDX�Vă�WH�XL܊L�OD�FHDV�PDL�PXOWH�RUL�HVWH�
XQ�JHVW�JURVRODQ� 
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�Ƶŵ�Ɛĉ�ǀĉ�ƉƌĞŐĉƟƜŝ           ϯϴ����������������������������������
cŝ�ƜŝŶĞ�ŵŝŶƚĞ             ϯϴ� 

 

ZĉŵąŶĞƌĞĂ�ĐƵ�ƐƵĐĐĞƐ�ŠŶƚƌ-ƵŶ�ůŽĐ�ĚĞ�ŵƵŶĐĉ    ϰϭ� 
WƌŝŵĂ�ŵĞĂ�ǌŝ�ůĂ�ůŽĐƵů�ĚĞ�ŵƵŶĐĉ        ϰϭ�����������������������������������������������������������������
WĞƌŝŽĂĚĂ�ĚĞ�ŠŶĐĞƌĐĂƌĞ͗�ƐĂƌĐŝŶŝ�ƕŝ�ƌĞƐƉŽŶƐĂďŝůŝƚĉƜŝ     ϰϮ� 
/ŵĂŐŝŶĞ�ƉƌŽĨĞƐŝŽŶĂů�           ϰϯ� 
�ŽŶƚĂĐƚĞ�ƐŽĐŝĂůĞ�ƕŝ�ƟŵƉƵƌŝ�ŝŶĨŽƌŵĂůĞ       ϰϯ� 
ZĞĐŽŵĂŶĚĉƌŝ�ŐĞŶĞƌĂůĞ          ϰϰ� 
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3HULRDGD�GH�SURED��VDUFLQL�ʞL�UHV�
SRQVDELOLWĆʠL 

7RDWH�FRQWUDFWHOH�LQFOXG�R�SHULRDGă�GH�SUREă��3XWH܊L�YHGHD�GXUDWD�
SHULRDGHL�GH�SUREă�vQ�FRQWUDFW�VDX�SXWH܊L�vQWUHED�GHVSUH�DFHDVWD��
'XSD�DVWD�SHULRDGD��FRPSDQLD�YD�GHFLGH�GDFă�VXQWH܊L�OXFUăWRUXO�SH�
FDUH�O-DX�FăXWDW�VDX�GDFă�GRUHVF�Vă�vQWUHUXSă�UHOD܊LD�GH�PXQFă�LQL܊LDWă��
'DFă�GRUL܊L�Vă�DIOD܊L�PDL�PXOWH�LQIRUPD܊LL�FX�SULYLUH�OD�DFHDVWă�
FKHVWLXQH��SXWH܊L�RE܊LQH�VIDWXUL�FX�SULYLUH�OD�GUHSWXULOH܈�L�REOLJD܊LLOH�
GXPQHDYRDVWUă�vQ�FDOLWDWH�GH�OXFUăWRU��FRQWDFWkQG�H[SHU܊L�vQ�SUREOHPH�
GH�PXQFă�� 

 

ÌQ�PRG�QRUPDO��PXOWH�FRPSDQLL�IRORVHVF�SULPHOH�]LOH�SHQWUX�D�H[SOLFD�
FDUH�HVWH�PHWRGD�GH�OXFUX�FDUH�WUHEXLH�XWLOL]DWă��(VWH�LPSRUWDQW�Vă�
UHVSHFWD܊L�PRGXO�GH�D�IDFH�OXFUXULOH�vQ�FRPSDQLH܈�L�Vă�vQFHUFD܊L�Vă�
DIOD܊L�FkW�PDL�FXUkQG�SRVLELO�GHVSUH�UXWLQD�GYV��GH�OXFUX��'DFă�DYH܊L�
YUHR�UHFRPDQGDUH�VDX�VXJHVWLH��WUHEXLH�PDL�vQWkL�Vă�D܈WHSWD܊L�Vă�Yă�
FXQRD܈WH܊L�ELQH�PHVHULD�vQDLQWH�GH�D�R�IDFH�� 

 

'H�DVHPHQHD��HVWH�LPSRUWDQW�Vă�SXWH܊L�VROLFLWD�DMXWRU��/D�ORFXO�GH�
PXQFă�YD�WUHEXL��GH�RELFHL��Vă�FHUH܊L�DMXWRU��(VWH�LPSRUWDQW�Vă�
FODULILFD܊L�FX�FRPSDQLD�GYV��vQ�SULPD�]L�FLQH�HVWH�SHUVRDQD�FX�FDUH�DU�
WUHEXL�Vă�FRQWDFWD܊L܈�L�OD�FH�PRPHQW�DO�]LOHL�SXWH܊L�IDFH�DQFKHWH�� 

 

(VWH�GHRVHELW�GH�LPSRUWDQW�Vă�VFULH܊L�SDUROHOH��FHOH�PDL�LPSRUWDQWH�
LQVWUXF܊LXQL�HWF�� 



  

ϰϭ 

Ghid pentru job 

 
3ULPD�]L�GH�OXFUX�HVWH�GH�RELFHL�R�]L�GH�LQFHUWLWXGLQH��'HFL�HVWH�HVHQ܊LDO�
Vă-O�SUHJăWH܈WL�ELQH�vQFHSkQG�GH�OD�vQFHSXW��$U�WUHEXL�Vă�GRUPL܊L�FHO�
SX܊LQ���RUH�SHQWUX�D�Yă�RGLKQL܈�L�D�OXD�XQ�PLF�GHMXQ�SXWHUQLF��/ăVDUHD�
KDLQHORU�JDWD�Yă�SRDWH�DMXWD�Vă�HFRQRPLVL܊L�WLPS�SHQWUX�D�HYLWD�
vQWkU]LHUHD�vQ�SULPD�]L��$GXFHUHD�XQRU�EDQL�GH�EX]XQDU܈�L���VDX�XQ�
SUkQ]�X܈RU�GH�WUDQVSRUWDW��XQ�VDQGYL܈��IUXFWH�HWF���YD�IL�QHFHVDU�GDFă�
]LXD�GYV��GH�PXQFă�GHSă܈H܈WH���RUH�� 

 

(VWH�LPSRUWDQW�Vă܈�WL܊L�GLQ�WLPS�XQGH�HVWH�FRPSDQLD�ORFDOL]D܊L܈�L�
SăVWUD܊L�XQ�PLF�QRWHERRN�XQGH�SXWH܊L�VFULH�FHOH�PDL�LPSRUWDQWH�
LQIRUPD܊LL��$PLQWL܊L-Yă�Fă�OXFUXO�REL܈QXLW�vQ�SULPD�]L�vQWU-XQ�QRX�ORF�GH�
PXQFă�HVWH�Vă�VHPQD܊L�GRFXPHQWD܊LD��Vă�YHGH܊L�IDFLOLWă܊LOH��Vă�Yă�
vQWkOQL܊L�FX�FROHJLL��GDFă�VXQW�PXO܊L��SXWH܊L�Vă�OH�VFULH܊L�QXPHOH�vQ�FDLHW�
SHQWUX�D�OH�DPLQWL�D�GRXD�]L��HVWH�XQ�PRPHQW�EXQ�SHQWUX�D�QH�FODULILFD�
SULPXO�ORF�GH�PXQFă�vQWUHEăUL��6FULH܊L�vQ�SUHDODELO�SULQFLSDOHOH�vQWUHEăUL�� 

 

ÌQWU-R�SULPă�LQWURGXFHUH��HVWH�REL܈QXLW�Vă�FRPHQWD܊L�VXELHFWH�OHJDWH�GH�
SUHJăWLUHD�GYV���FXUVXUL��H[SHULHQ܊ă�SURIHVLRQDOă��KREE\-XUL�HWF��$PLQWL܊L
-Yă�Fă�FHOH�PDL�SULYDWH�DVSHFWH�DOH�YLH܊LL�GYV���IDPLOLH��SUREOHPH�
SHUVRQDOH�VDX�VHQVLELOH�SUHFXP�UHOLJLD��SROLWLFD�HWF�����QX�WUHEXLH�
DERUGDWH�vQWU-XQ�PHGLX�GH�OXFUX�� 

3ULPD�PHD�]L�SH�SLDWD�PXQFLL 

6XFFHVXO�GH�D��
6WD�OD�XQ�MRE� 

   

 
3LHUGHUHD�ORFXULORU�GH�PXQFă�HVWH�FHYD�FH�QLPHQL�QX܈�L-DU�GRUL��PDL�
DOHV�DWXQFL�FkQG�HIHFWHOH�FUL]HL�HFRQRPLFH�DX�GXV�OD�R�VFăGHUH�D�
QXPăUXO�GH�ORFXUL�GH�PXQFă��R�H[WLQGHUH�D�JDPHL�GH�FDQGLGD܊L� 
GLVSRQLELO܈�L�R�FUH܈WHUH�D�FHUHULORU�DQJDMDWRULORU�GLQ�UHOD܊LD�FX�DQJDMD܊LL��
&RQFXUHQ܊D�SHQWUX�XQ�ORF�GH�PXQFă�GHYLQH�PDL�DSULJD� 

 

$FHVW�JKLG�HVWH�SHQWUX�WLQH�� 

 

3HQWUX�GYV���FDUH�VXQWH܊L�vQ�FăXWDUHD�XQXL�ORF�GH�PXQFă�SHQWUX�SULPD�
GDWă�VDX�FDUH�VH�DIOă�vQWU-R�SR]L܊LH܈�L�DU�GRUL�Vă�SURILWH�OD�PD[LPXP�GH�
DVWD�VDX�FKLDU�Vă�Yă�VFKLPEH�SR]L܊LD��$FHVW�JKLG�Yă�YD��QDYLJD�SULQ�
WRDWH�DVSHFWHOH�UHOHYDQWH�SHQWUX�SUHJăWLUHD�S�SHQWUX�XQ�ORF�GH�PXQFă��
GH�OD�PRWLYD܊LH��JăVLUHD�SURSULLORU�SXQFWH�IRUWH��VFULHUHD�FXUULFXOXP��
YLWDH��FăXWDUHD�RSRUWXQLWă܊L��DSOLFDUHD�SHQWUX�R�SR]L܊LH���SUHJăWLUHD�
SHQWUX�LQWHUYLX܈�L�UăPkQHUHD�FX�VXFFHV�OD�ORFXO�GH�PXQFă��vQ�WLPS�FH�
IDFH܊L�HFKLOLEUX�LQWUH�UHOD܊LL܈�L�VDUFLQL�� 

�L܈�DGDU��JăVLUHD�FHOXL�PDL�EXQ�ORF�GH�PXQFă�QHFHVLWă�WLPS��UăEGDUH܈$
HIRUW��(VWH�DEVROXW�QHFHVDU�FD�DWXQFL�FkQG�DOHJH܊L�XQ�ORF�GH�PXQFă�Vă�
�L�Vă�Yă܊LQXWH�vQ�DFHVW�JKLG��ÌQFHSH܊L�FRQW�GH�WRDWH�DVSHFWHOH�FRQ܊LQH܊
RUJDQL]D܊L܈�L�Vă�Yă�SUHJăWL܊L�SHQWUX�D�Yă�VFXIXQGD�vQ�DFHDVWă�DYHQWXUă�
FDUH�Yă�YD�DMXWD�Vă�QDYLJD܊L�FX�VXFFHV�vQ�DFHVW�SURFHV�� 

ϲ 

Ghid pentru angajati 

,QWURGXFHUH 



6XFFHVXO�GH�D�
VWD�OD�XQ�MRE� 

     Shar 



3UHJDWLUH��
SHQWUX�MRE 

Poten    ial 

Tap your  



 
 

&H�LPL�GRUHVF" 

ϵ 

Ghid pentru job  

$FHDVWă�PDUH�vQWUHEDUH�HVWH�HVHQ܊LDOă��9ă�YD�FRQGXFH�vQWU-XQ�SURFHV�GH�
UHIOHF܊LH�QHFHVDU�SHQWUX�D�JăVL�UăVSXQVXUL�FDUH�Yă�YRU�RULHQWD�VSUH�D�
GHYHQL�DGHFYDW܈�L��SULQ�XUPDUH��D�DYHD�VXFFHV�vQ�FăXWDUHD܈�L�
RE܊LQHUHD�XQXL�ORF�GH�PXQFă�� 

 
ÌQ�WLPS�FH�YD�JDQGLWL܈��L�UăVSXQGH܊L��OXD܊L�vQ�FRQVLGHUDUH�� 

Þ  
(YLWDUHD�UăVSXQVXOXL�ÄRULFH´��QX�HVWH�XQ�VFRS�SURIHVLRQDO��QX������������
WH�DSURSLH�GH�ORFXO�GH�PXQFă�GH�YLV܈�L�QX�v܊L�SHUPLWH�Vă-܊L�
FRQFHQWUH]L�HIRUWXULOH�� 

Þ 3XQHWL-YăDFHDVWă�vQWUHEDUH��XQGH�D܈�YUHD�Vă�ILX��Vă�OXFUH]L�SHVWH���
DQL"�*kQGH܈WH�UHDOLVW��GHVLJXU��$FHVW�OXFUX�Yă�YD�JKLGD�FăWUH�
RELHFWLYXO�GYV�� 

Þ /LVWDUHD�FRPSDQLLORU�SH�FDUH�OH�FXQRD܈WH܊L�GHMD���FDUH�VH�SRWULYHVF�
SURILOXOXL�FRPSDQLHL�SH�FDUH�R�FăXWD܊L� 

Þ ,GHQWLILFDUHD�FRQWDFWHORU�DSURSLDWH�SH�FDUH�OH�DYH܊L�GH�FDUH�SXWH܊L�
SURILWD� 

Þ &RPSDQLLOH�FDXWă�SURIHVLRQL܈WL܈�L��FD�DWDUH��WUHEXLH�Vă�ILL��'HFL��FXP�
WH�YHL�SUH]HQWD�FRPSDQLL"� 

Þ $FFHSWDUHD��GH�IRUPDUH�VXSOLPHQWDUă��GDFă�HVWH�QHFHVDU� 

 

3UHJDWLUHD�
SHQWUX�MRE 

  

ϯϴ 

Ghid pentru job  

 
&XP�VĆ�YĆ�SUHJĆWLʠL��UHSHWLʠLH��YL]XDOL�
]DUHD��JĆVLUHD�HQHUJLLORU�EXQH������ 

,PDJLQDWLD�
MREXOXL�VHOHFWDW 

,QFHDUFD�VD�UHSHWL�
UDVSXQVXULOH�LQWU�

R�RJOLQGD� 

8WLOL]HD]D�WHKQLFD�
UHOD[DULL 

6L�DPLQWHVWH-WL� 

 
$MXQJH�OD�WLPS� 
5HVSHFWÄ�FRGXO�YHVWLPHQWDU� 
([DPLQDČL�&9-XO� 
5HSHWDČL�¯QWUHEDUHD�RELĠQXLWÄ� 
1X�YRUEL�QLFLRGDWÄ�UÄX�GHVSUH�
RDPHQL��VLWXDČLH��ĠHŃ�DQWHULRUL��
PXQFÄ�VWDUH�HWF�� 
&HUHČL�IHHGEDFN�SULHWHQLORU� 



  

ϯϳ 

Ghid pentru job  

,QWUHEDUHD� 3RYHVWHĠWH-PL�GHVSUH�R�VLWXDČLH�GLŃFLOÄ��
&DUH�HVWH�XOWLPD�HURDUH�SH�FDUH�DČL�IÄFXW-

R"�'H�FH�DL�IRVW�FRQFHGLDW" 

)RORVHVWH�FXYLQWHOH�FKHLH� 

 

 

 

([SOLFD܊L�IRDUWH�ELQH�FH�D܊L�vQYă܊DW�GLQ�DFHD�VLWXD܊LH܈�L�FXP�Y-D܊L�VFKLPEDW�
FRPSRUWDPHQWXO�SH�ED]D�DFHOHL�VLWXD܊LL��([SOLFD܊L�FXP�D܊L�UH]ROYDW-R�� 

,QWUHEDUHD� 9ÄG�FÄ�QX�DYHČL�H[SHULHQČÄ�¯Q�
DFHVW�GRPHQLX�-�VDX�-�YÄG�FÄ�QX�

DČL�OXFUDW�DQXO�WUHFXW� 

 
'DFă�H[LVWă�SăU܊L�QHFODUH�vQ�FXUULFXOXP�VDX�ÄVSD܊LL�JRDOH´��HVWH�IRDUWH�SURED�
ELO�FD�LQWHUYLHYDWRUXO�Vă�vQWUHEH��6-DU�SXWHD�Vă�Yă�JkQGL܊L�� 

Þ 'DFă�HVWH�FODU�Fă�QX�DP�H[SHULHQ܊ă�vQ�GRPHQLX��GH�FH�Pă�vQWUHDEă" 

Þ 'DFă�HVWH�FODU�Fă�QX�DP�OXFUDW�DQXO�WUHFXW��GH�FH�SXQ�vQ�HYLGHQ܊ă�DFHVW�
OXFUX"� 

([LVWă�R�ODWXUă�SR]LWLYă�vQ�DFHDVWă�vQWUHEDUH��GDFă�VXQWH܊L�DFROR�OD�LQWHUYLX��
vQVHDPQă�Fă�DX�OXDW�WLPS�SHQWUX�D�IDFH�LQWHUYLXO��vQ�FLXGD�IDSWXOXL�Fă�DYH܊L�
DFHVW�VSD܊LX�JRO��'DFă�FRQVLGHUă�Fă�DFHDVWD�HVWH�R�VOăELFLXQH�SUHD�PDUH��
SUREDELO�Fă�QX�WH-DU�LQYLWD�� 

([SOLFD܊L�FH�D܊L�VWXGLDW�vQ�DFHO�DQ܈�L�FH�D܊L�IăFXW�SHQWUX�D�Yă�vPEXQăWă܊L�vQ�
DFHO�DQ�� 

 
 

  

&H�SRW�RIHUL" 

ϭϬ 

Ghid pentru job  

7RDWÄ�OXPHD�DUH�PXOWH�GH�RIHULW��QX�WUHEXLH�VÄ�
XLWDČL�QLFLRGDWÄ�FÄ�DYHČL�¯QWRWGHDXQD�FHYD�FDUH�DU�

SXWHD�Ń�LQWHUHVDQW�SHQWUX�DOWH�SHUVRDQH� 

$WHQWLH�OD�GHWDOLL��PLQLXWLR]LWDWH�VL�SUHFL]LH 

)RFDOL]DUH�SURIXQGD��FRQFHQWUDUH��HOLEHUDUHD�GH�OD�GLVWUDJHUL 

$ELOLWDWL�REVHUYDWLRQDOH��DVFXOWDWL��SULYLWL��LQYDWDWL�DERUGDUH�� 

$EVRUELWL�VL��SDVWUDWL�IDSWHOH���R�PHPRULH�H[FHOHQWH�SH�
WHUPHQ�OXQJ� 

$ELOLWÄČL�YL]XDOH��¯QYÄČDUH�YL]XDOÄ�ĠL�UHFKHPDUH�� 
FRQFHQWUDWH�SH�GHWDOLL� 

([SHUWL]Ä��FXQRĠWLQČH�DSURIXQGDWH��QLYHO�ULGLFDW�GH� 
FRPSHWHQČH� 

 
$ERUGDUH�PHWRGLFÄ��DQDOLWLFÄ��VSRWWLQJ��WLSDUH��UHSHWLĊLH�� 

 
$ERUGÄUL�QRL��SURFHVH�GH�J£QGLUH�XQLFH��VROXČLL�LQRYDWRDUH�� 

&UHDWLYLWDWH��LPDJLQDČLH�GLVWLQFWLYÄ��H[SULPDUHD�LGHLORU�� 

7HQDFLWDWH�ĠL�UH]LVWHQČÄ��GHWHUPLQDUH��RSLQLLOH�SURYRFDWRDUH�� 

$FFHSWDUHD�GLIHUHQČHL��PDL�SXČLQ�SUREDELO�VÄ�MXGHFH� 
DOWHOH��SRDWH�SXQH�VXE�VHPQXO�¯QWUHEÄULL�QRUPHOH�� 

,QWHJULWDWH��RQHVWLWDWH��ORLDOLWDWH��DQJDMDPHQW�� 

&XQRDʞWHʠL-YĆ�IRUʠHOH 
 ^ŝŐƵƌ�ĂǀĞƜŝ�ĨŽƌƜĞ 



  

$�DYHD�JULMD�GH�PLQH�VL�
GH�UHVXUVHOH�HPRWLRQDOH� 

ϭϭ 

Ghid pentru job 

 
(VWH�SRVLELO�Vă�Yă�VLP܊L܊L�QHVLJXU�FkQG�DSOLFD܊L�SHQWUX�XQ�ORF�GH�PXQFă��
SHQWUX�SR]L܊LD�SHQWUX�FDUH�DSOLFDWL�SHQWUX��SULPD�GDWă�VDX�SHQWUX��
SDUWLFLSDUHD�OD�XQ�LQWHUYLX�SHQWUX�XQ�ORF�GH�PXQFă�SH�FDUH�FKLDU܊�L-DL�GRUL�
Vă-O�RE܊LL��$FHVW�OXFUX�HVWH�DEVROXW�QRUPDO܈�L�OL�VH�vQWkPSOă�ILHFăUXLD�
GLQWUH�QRL� 

 

6ă�v܊L�SR܊L�JHVWLRQD܈�L�UHJOD�HPR܊LLOH�HVWH�IRDUWH�LPSRUWDQW܈�L�XQ�IDFWRU�
FKHLH�SHQWUX�VXFFHVXO�GYV��vQ�YLD܊D�SURIHVLRQDOă܈�L�SHUVRQDOă܇��WL܊L�Fă�
H[SHULHQ܊HOH�QHJDWLYH�VXQW�DPLQWLWH�PDL�X܈RU�GHFkW�H[SHULHQ܊HOH�GH�
VXFFHV"�$VWD�SHQWUX�Fă�FUHLHUXO�WăX�HVWH�FRQFHSXW�SHQWUX�D�Yă�DMXWD�Vă�
HYLWD܊L�ULVFXULOH��&X�WRDWH�DFHVWHD��DPLQWLQGX-PL�H[SHULHQ܊HOH�SR]LWLYH�
HVWH�FHHD�FH�v܊L�RIHUă�R�PDUH�vQFUHGHUH�vQ�WLQH�� 

 

3HQWUX�D-܊L�DPLQWL�H[SHULHQ܊H�SR]LWLYH��SR܊L�SXUWD�XQ�RELHFW�PLF�FDUH�v܊L�
DPLQWH܈WH�GH�H[SHULHQ܊ă܈�L�GRDU�SULQ�DWLQJkQGX-O�VDX�XLWkQGX-WH�OD�
HO��WH�UHDGXF�OD�R�JDQGLUH�SRVLWLYD܈�L�OD�DFHO�VHQWLPHQW��'H�DVHPHQHD��
SXWH܊L�DVRFLD�PHPRULD�SR]LWLYă�XQXL�PLURV�VSHFLDO��'DFă�v܊L�SODF�XOHLXULOH�
HVHQ܊LDOH��SR܊L�IRORVL�RULFH�PLURV��OăPkLH��SRUWRFDOă��JUDSHIUXLW�VDX�
EHUJDPRWă��FDUH�DX�XQ�HIHFW�IRDUWH�SR]LWLY�DVXSUD�VWăULL�WDOH�GH�VSLULW܈�L�v܊L�
vPEXQăWă܊HVF�QLYHOXO�VHURWRQLQHL��KRUPRQXO�IHULFLULL� 

 

7HKQLFL�GH�UHOD[DUH��H[HUFL܊LL�GH�UHVSLUD܊LH�VDX�PLQGIXOQHVV�
PHGLWD܊LD�HVWH�GH�PDUH�DMXWRU�SHQWUX�D�Yă�VSULMLQL�vQ�JăVLUHD�LQWHULRDUă�
SDFH܈�L�VWDELOLWDWH�FDUH�DOLPHQWHD]ă�vQFUHGHUHD܈�L�UHVSHFWXO�GH�VLQH��9ă�
VXJHUH]�Vă�FăXWD܊L�vQ�DSOLFD܊LD�,QVLJKW�7LPHU��XQGH�SXWH܊L�JăVL�VXJHVWLL�vQ�
WRDWH�OLPELOH܈�L�SHQWUX�WRDWH�VLWXD܊LLOH�� 

KWWSV���LQVLJKWWLPHU�FRP�� 

  

ϯϲ 

Ghid pentru job  

,QWUHEDUHD�  
'H�FH�DU�WUHEXL�VÄ�WH�DOHJHP�SH�WLQH�¯Q�ORF�
GH�DOWFLQHYD"� 

(QXPHUD܊L�XQ�VHW�GH�PRWLYH܈�L�QX�QXPDL�XQXO� 

)DFH܊L�UHIHULUH�OD�VSHFLILFXO�FRPSDQLHL�UHVSHFWLYH��%D]DW�SH�LQIRUPD܊LLOH�SH�
FDUH�OH�DYH܊L��HQXPHUD܊L-Yă�SXQFWHOH�IRUWH܈�L�H[SHULHQ܊D�GLQ�WUHFXW� 

$UDWă-܊L�FDOLWă܊LOH�GH�UH]ROYDUH�D�SUREOHPHORU�vQ�OHJăWXUă�FX�VDUFLQLOH�VROLFLWDW� 

,QWUHEDUHD�  
&DUH�HVWH�RELHFWLYXO�WÄX�GH�DWLQV�¯Q�XU�
PÄWRULL���DQL"� 

5ăVSXQV�OD�DVSHFWH�SURIHVLRQDOH�� 

5ăVSXQGH܊L�SH�ED]D�D܈WHSWăULORU�JUXSXOXL�UHVSHFWLY�� 

([SOLFD܊L�RELHFWLYHOH�GH�DWLQV�vQ�WLPS�VFXUW܈�L�SH�WHUPHQ�OXQJ��ÌQ܊HOHJH܊L�FDUH�
VXQW�D܈WHSWăULOH�FRPSDQLHL��&DXWă�R�SHUVRDQă�FDUH�OXFUHD]ă�vQ�DFHHD܈L�
SR]L܊LH�VDX�FLQHYD�FDUH�GRUH܈WH�Vă�ILH�XUPăWRUXO�PDQDJHU"� 

,QWUHEDUHD�  
&DUH�VXQW�FDUDFWHULVWLFLOH�ĠHIXOXL���JUXSX�
OXL�LGHDO"�&H�WH�PRWLYHD]D"� 

$YH܊L�IHHGEDFN�FODU��$MXWD܊L-L�Vă�vQ܊HOHDJă�FXP�Vă�Yă�IDFă�Vă�OXFUD܊L�PDL�
ELQH�� 



  

ϯϱ 

Ggid pentru job  

,QWUHEDUHD�� 9RUEHVWH�GHVSUH�WLQH� 

(VWH�ELQH�Vă�Yă�SUHJăWL܊L�LQWURGXFHUHD��/XD܊L�vQ�FRQVLGHUDUH�Fă�DFHVW�OXFUX�
SRDWH�VH�vQWkPSOă�SHUVRQDO��vQ�JUXS�� 

· 9RUEH܈WH�GHVSUH�YLD܊D�WD�SURIHVLRQDOă�� 

· ([SOLFD܊L���PRPHQWH�LPSRUWDQWH�GLQ�FDULHUă�� 

 

,QWUHEDUHD�  
�QWUHEÄUL�GH�JUXS��FXP�DU�Ń� 

Ķ�ČL�SODFH�VÄ�OXFUH]L�¯Q�JUXSXUL"ĵ� 

ÌQ�WLPSXO�LQWHUYLXOXL��HVWH�IRDUWH�REL܈QXLW�Vă�VH�GLVFXWH�DELOLWă܊LOH�GH�D�OXFUD�
vQ�JUXS��2ULFXP��DYkQG�vQ�YHGHUH�Fă�DFHDVWD�HVWH�R�FDOLWDWH�REL܈QXLWă�
FHUXWă�GH�FRPSDQLL܈�L�GHVHRUL�GLVFXWDWă�SULQ�LQWHUYLXUL��HVWH�IRDUWH�LPSRUWDQW�
Vă�GLVFXWD܊L�GHVSUH�DFHDVWD�� 

8Q�UăVSXQV�'D���1X�QX�DU�IL�VXILFLHQW�SHQWUX�LQWHUYLHYDWRU�D�LQWHOHJH܇��L��GH�
DVHPHQHD��DU�IL�XQ�UăVSXQV�IDOV��DYkQG�vQ�YHGHUH�Fă�SRVLELOLWDWHD�SHQWUX�
FLQHYD�GH�D�OXFUD�vQ�JUXS�HVWH�OHJDWă܈�L�GH�VWUXFWXUD�JUXSXOXL��GH�FXOWXUD�
RUJDQL]D܊LRQDOă܈�L�DOWH�DVSHFWH�� 

)DFH܊L�UăVSXQVXO�PDL�ODUJ��5ăVSXQGH܊L�OD�DFHVWH�vQWUHEăUL�VXSOLPHQWDUH�
SHQWUX�D�GD�XQ�UăVSXQV�FRPSOHW�� 

 &DUH�HVWH�FRQWULEX܊LD�SH�FDUH�R�SXWH܊L�GD�JUXSXULORU"� 

 ÌQ�FH�JUXSXUL�OXFUD܊L�PDL�ELQH"� 

 &H�FDUDFWHULVWLFL�DOH�XQXL�JUXS�VXQW�LPSRUWDQWH�SHQWUX�GXPQHDYRDVWUă" 

ÌQ�ORF�Vă�VSXQ��1X-PL�SODFH�Vă�OXFUH]�vQ�JUXS�VDX�SUHIHU�Vă�OXFUH]�LQGLYLGXDO��
VXEOLQLD܊L�FkWHYD�DVSHFWH�FDUH�VXQW�LPSRUWDQWH�SHQWUX�GYV���FXP�DU�IL�� 

 ÌPL�SODFH�Vă�VWXGLH]�GHWDOLL�GHVSUH�DVSHFWHOH�SH�FDUH�Vă�OH�SUH]LQW�vQ�JUXSXUL�� 

 0ă�SUHJăWHVF�IRDUWH�PXOW�vQDLQWH�GH�D�LQWUD�vQ�VLWXD܊LL�GH�JUXS�GH�HFKLSă�� 

 ÌPL�SODFH�Vă-PL�GDX�FRQWULEX܊LD�vQ�PXQFD�vQ�HFKLSă�� 



mplication 

3LDWD� 
0XQFLL� 

  

ϯϰ 

Ghid pentru jib  

,QWUHEDUL�WLSLFH�SHQWUX�XQ�LQWHUYLX 

,QWUHEDUHD� &DUH�VXQW�SXQFWHOH�WDOH�IRUWH�VL�SXQFWHOH�
VODEH"� 
1XPLČL�FHO�SXČLQ�WUHL�SXQFWH�IRUWH�ĠL�SXQFWHOH�VODEH� 

6XJHVWLH�SHQWUX�D�UăVSXQGH�OD�DFHDVWă�vQWUHEDUH 

 

 ��� 6SXQH�DGHYDUXO�� 

 ��� 1X�IRORVL܊L�FXYLQWH�IRDUWH�REL܈QXLWH��0XO܊L�RDPHQL�VSXQ�Ä6XQW�XQ� 
  OLGHU�GH�HFKLSă´��Ä6XQW�IOH[LELO´�ÄÌPL�SODFH�Vă�FRPXQLF´�Ä6XQW� 
  GLQDPLF´��Ä6XQW�FRUHFW´��ÌQ�ORF�Vă�VSXQH܊L�Ä6XQW�VLQFHU´��FDUH�HVWH�
  IRDUWH�REL܈QXLW�FD�GHILQL܊LH��IRORVL܊L�XQ�FXYkQW�PDL�VSHFLILF��DFHVW� 
  OXFUX�Yă�YD�DMXWD�Vă�Yă�IDFH܊L�PHPRUDELO�UăVSXQVXO�SHQWUX�  
  LQWHUYLHYDWRU��3HQWUX�GH�H[HPSOX��SXWH܊L�VSXQH�Ä6XQW�R�SHUVRDQă�
  WUDQVSDUHQWă´�� 

 �� )RORVL܊L�VLWXD܊LL܈�L�HYHQLPHQWH�UHDOH�SHQWUX�D�Yă�HYLGHQ܊LD�SXQFWHOH�
  IRUWH� 

 ��� &RQHFWD܊L-Yă�SXQFWHOH�IRUWH܈�L�FDOLWă܊LOH�vQ�UDSRUW�FX�ORFXO�GH� 
  PXQFă�SRVWXO�VROLFLWDW��5ăVSXQGH܊L�OD�vQWUHEDUHD��FXP�SXQFWHOH� 
  PHOH�IRUWH�SRW�IL�GH�DMXWRU�SHQWUX�SRVWXO�GH�PXQFă܈�L�SRW�FRQWULEXL�
  OD�DWLQJHUHD�RELHFWLYHORU�RUJDQL]D܊LHL�� 

 �� &kQG�GLVFXWD܊L�GHVSUH�VOăELFLXQLOH�GYV���SUH]HQWD܊L-O�FD�ÄDVSHFW� 
  XPDQ´��ÄGLILFXOWă܊L�XPDQH´��6SXQH�DGHYDUXO��([SOLFD܊L�FH�IDFH܊L� 
  SHQWUX�D�OXFUD�OD�SXQFWHOH�VODEH�� 

 �� )DFH܊L�R�OLVWă�PDL�ODUJă�D�SXQFWHORU�IRUWH܈�L�VHOHFWD܊L�FHOH�PDL� 
  PXOWH���SXQFWHOH�IRUWH�UHOHYDQWH�SHQWUX�IXQF܊LD�UHVSHFWLYă�� 

 ��� 6XQD܊L�XQ�SULHWHQ܈�L�vQWUHED܊L-L�SXQFWXO�VăX�GH�YHGHUH�FX�SULYLUH�OD�
  SXQFWHOH�IRUWH܈�L�SXQFWHOH�VODEH��(VWH�LPSRUWDQW�Vă�FXQRD܈WHP�XQ�
  SXQFW�GH�YHGHUH�H[WHUQ�� 

 

3HQWUX�vQWUHEăUL�VLWXD܊LRQDOH��XWLOL]D܊L�PRGHOXO�67$5��FDUH�HVWH�GH�IDSW�XQ�
PRGHO�IRORVLW�GH�XQ�LQWHUYLHYDWRU���LQFOX]kQG�vQ�UăVSXQVXO�GYV��FHO�SX܊LQ�
XUPăWRDUHOH�HOHPHQWH�� 



  

6XJHVWLL�SHQWUX�
XQ�LQWHUYLX�YLUWXDO�

FRUHFW� 

ϯϯ 

Ghid pentru job  

8LWă-WH�OD�FDPHUD�ZHE��&kQG�OXFUăP�OD�
FRPSXWHU��REL܈QXLQ܊D�QRDVWUă�HVWH�Vă�QH�XLWăP�
OD�HFUDQ��(IHFWXO�UH]XOWDW�HVWH�GH�D�DUăWD�Fă�
SULYL܊L�vQ�MRV��LDU�DFHVW�OXFUX�UHGXFH�HILFDFLWDWH� 

9HULILFD܊L�FRQH[LXQHD�:L)L��7HVWD܊L�DSHOXO�
YLGHR 

IXQF܊LRQDOLWă܊L�FX�SULHWHQLL�WăL��7HVW 

GH�PDL�PXOWH�RUL�SHQWUX�D�IL�VLJXU 

DX�R�FRQH[LXQH�EXQă��ÌQ�FLXGD 

LQWHUYLHYDWRULL�vQ܊HOHJkQG�Fă�:L)L 

SUREOHPHOH�SRW�DSăUHD�vQ�RULFH�FD]܈�L�QX�HVWH�
YLQD�WD��DFHVW�OXFUX�DU�vPSLHGLFD 

FDOLWDWHD�LQWHUYLXOXL� 

$GHVHD�VXEHVWLPDW��HVWH�FDOLWDWHD�DXGLR�HVWH�
IRDUWH�LPSRUWDQW�GLQ�PDL�PXOWH�PRWLYH��(VWH�
FDOLWDWHD�DXGLR�FDUH�YD�vPEXQăWă܊L�vQ܊HOHJHUHD�
FRQ܊LQXWXOXL�SH�FDUH�vO�SUH]HQWD܊L��)RORVL܊L�R�
FDVFă�� 

 
6HOHFWDČL�XQ�IXQGDO�UHOHYDQW��DGLFÄ�R�EL�

EOLRWHFÄ��VDX�XQ�IXQGDO�QHXWUX��8Q�IXQGDO�
FX�SUHD�PXOČL�VWLPXOL�DU�GLVWUDJH�HYDOXDWR�

UXO�GH�OD�FRQČLQXW�� 

 



  

ϭϱ 

Ghid pentru job  

 
6LWXD܊LD�JHQHUDOă�D�SLH܊HL�GHSLQGH�IRDUWH�PXOW�GH�FLUFXPVWDQ܊HOH�UHDOH�
GLQ�RULFH�VRFLHWDWH�� 

 

&X�WRDWH�DFHVWHD��PDMRULWDWHD�FRPSDQLLORU�VXQW�GLVSXVH�Vă�DQJDMH]H�
SH�FLQHYD�FX�WXOEXUDUH�GH�DXWLVP�-�FD�WLQH�-�DWkWD�WLPS�FkW�vQGHSOLQH܈WL�
SURILOXO�VROLFLWDW܈�L�SULQ�DVRFLHUHD�WD�FX�XQ�WXWRU�SHQWUX�D�WH�DMXWD�
Vă�WH�DGDSWH]L�ELQH��9ă�UXJăP�Vă�FRQVLGHUD܊L�Fă�PDMRULWDWHD�
FRPSDQLLOROUR�DX�FRUHFWH�LQIRUPD܊LL�GHVSUH�GLYHUVLWDWHD�IXQF܊LRQDOă�
SHQWUX�LQFOX]LXQHD�vQ�PXQFă� 

 
8LWă-WH�OD�YDORDUHD�FRPSDQLHL�DWXQFL�FkQG�WH��DQJDMH]L܈��L�YHULILFă�FH�
SRDWH�IL�GLILFLO�SHQWUX�WLQH܈�L�FH�SRDWH�IL�XQ�SXQFW�Fk܈WLJăWRU�� 

6FXUW�UH]XPDW�DO�VLWXDWLHL�SLHWLL�
JHQHUDOH� 

�ƉƟƚƵĚŝŶŝ�͕�ĐĂƉĂĐŝƚĉƜŝ�ƕŝ�ĐĂůŝƚĉƜŝ�ŝŵƉŽƌƚĂŶƚĞ�ƉĞŶͲ
ƚƌƵ�Ă��Į�ĂŶŐĂũĂ�ĚĞ�ĐŝŶĞǀĂ� 

3LDWD�PXQFLL 

  

ϯϮ 

Ghid pentru job 

3DUWHD�SVLKRORJLFă܈�L�UHOD܊LRQDOă 

,QFOXVLY�vQWUHEăUL�OHJDWH�GH�VRIW�VNLOOV܈�L�UHOD܊LL��
,QWHUYLHYDWRUXO�YD�IDVH�FkWHYD�LQIHUHQ܊H܈�L�GH�
GXF܊LL�GHVSUH�SURILOXO�GYV��SHUVRQDO�vQ�WLPSXO�SUR�
FHVXOXL�GH�LQWHUYLX� 

6IDWXUL�SDUWH�UHOD܊LRQDOă 

(IHFWXO�FRPXQLFăULL�WDOH�DVXSUD�FHORUODO܊L�VH�ED]HD]ă�SH�GRXă�HOHPHQWH� 

· &RQ܊LQXW�YHUEDO��FXYLQWHOH�SH�FDUH�OH�VSXL�DOWRUD��FRQ܊LQXWXO� 

· &RPXQLFDUH�QRQ�YHUEDOă��JHVW��SRVWXUă��IDFLDO�H[SUHVLH��FDUDFWHULVWLFLOH�YRFLL�
HWF� 

ÌQ�FLXGD�FRQ܊LQXWXOXL�YHUEDO�ILLQG�FHD�PDL�LPSRUWDQWă܈�L�VHPQLILFDWLYă�SDUWH�D�FRPX�
QLFăULL��FHD�PDL�PDUH�SDUWH�D�HIHFWXOXL�DVXSUD�LPDJLQLL�VRFLDOH܈�L�LPSUHVLD�HVWH�GH�
WHUPLQDWă�GH�FRPXQLFDUHD�QRQYHUEDOă� 

6XJHVWLL�JHQHUDOH�SHQWUX�D�IDFH�R�LPSUHVLH�EXQă�VXQW� 

· 8WLOL]D܊L�XQ�FRQWDFW�YL]XDO�PRGHUDW��DSUR[LPDWLY���-����GLQ�LQWHUDF܊LXQH�� 

· 1X�vQFUXFL܈D܊L�EUD܊HOH��ÌQFKLGHUHD�EUD܊HORU�HVWH�LQWHUSUHWDWă�GH�PXO܊L�FD�XQ�
VHPQ�FDUH�GH]YăOXLH�OLSVD�GH�LQWHUHV�VDX�FRPXQLFDUH� 

· 1X�DWLQJH܊L�ID܊D܈�L�HIHFWXD܊L�PL܈FăUL�IOXLGH܈�L�FRQWLQXH�DOH�EUD܊HORU� 

· 0L܈FăULOH�H[FHVLYH�DU�IL�SHUFHSXWH�FD�XQ�VHPQ�GH�DQ[LHWDWH 

· 3UHJăWH܈WH-WH�FX�H[HUFL܊LL�GH�UHOD[DUH��D܈D�Fă܈�L�WX�YHL�DSăUHD 

· PDL�UHOD[DW܈�L�DFHVW�OXFUX�YD�IL�EHQHILF�SHQWUX�HYDOXDUHD�ILQDOă� 

· 1X�Yă�DSOHFD܊L�vQDSRL��$FHVW�OXFUX�HVWH�DGHVHD�HYDOXDW�FD�XQ�VHPQ�FDUH�
GH]YăOXLH�OLSVD�GH�LQWHUHV� 

· $YH܊L�JULMă�GH�URFKLH��URFKLD�HOHJDQWă�PRGHUDWă�HVWH�GH�RELFHL�ELQH�DFFHSWDWă��
&HUH܊L�IHHGEDFN�FHORUODO܊L�GHVSUH܊�LQXWD�GYV܈��L�YHULILFD܊L�FX�FHLODO܊L�FXP�Vă�Yă�
vPEXQăWă܊L܊L�SUH]HQWDUHD� 

· 5HVSHFWă�vQWRWGHDXQD�UkQGXO�FRQYHUVD܊LHL��(VWH�PDL�ELQH�Vă�IDFH܊L�SX܊LQ 

· RSUH܈WH-WH�vQDLQWH�SHQWUX�D�UăVSXQGH�OD�vQWUHEDUH 

· 5HGXFH܊L�VXQHWXO�FDUH�QX�FRQ܊LQH�FXYLQWH��VXQHWHOH�ÄDDK´��ÄHHK´���GHRDUHFH�Yă�
YRU�IDFH�Vă�SăUHD܊L�PDL�QHVLJXU� 

· 5HSHWD܊L�UăVSXQVXULOH�OD�vQWUHEăULOH�REL܈QXLWH�vQDLQWH�GH�D�PHUJH�OD 

· LQWHUYLX� 

· 'DFă�VXQWH܊L�EORFDW�vQ�D�GD�XQ�UăVSXQV��FRPSOHWD܊L�WLPSXO�VSXQkQG�Ä$FHVWD 

· vQWUHEDUHD�HVWH�IRDUWH�LPSRUWDQWă�SHQWUX�PLQH�´� 

· 3UHJăWH܈WH-܊L�vQWUHEăULOH�vQDLQWH��PDL�SX܊LQă�LPSURYL]D܊LH�WH�YD�DMXWD�Vă�Fk܈WLJL�
vQFUHGHUH܈�L�Vă�UăVSXQ]L�PDL�UHSHGH�vQ�WLPSXO�LQWHUYLXOXL�OLYH 

· )RORVL܊L�R�RJOLQGă�SHQWUX�D�VWXGLD�FXP�DSăUHD܊L�DWXQFL�FkQG�GD܊L�UăVSXQVXULOH� 



  

ϯϭ 

Ghid pentru job  

 
'XUDWD�XQXL�VLQJXU�LQWHUYLX�YDULD]Ä�¯Q�JHQHUDO�¯QWUH����ĠL����GH�
PLQXWH��'DFÄ�GXUHD]Ä�PDL�PXOW��QX�YÄ�QHOLQLĠWLČL��GLPSRWULYÄ��
¯QVHDPQÄ�FÄ�LQWHUYLHYDWRUXO�FRQVLGHUÄ�SURŃOXO�GYV��UHOHYDQW��DO�
WIHO�QX�DU�SHWUHFH�PXOW�WLPS�FX�GYV��,QWHUYLXO�GH�DQJDMDUH�HVWH�
FRPSXV�GLQ�� 

·  

6IDWXUL�SHQWUX�SDUWHD�WHKQLFă�6WXGLD܊L�SURILOXO�GH�
SRVW�VROLFLWDW��$QDOL]D܊L�VLWH-XO�ZHE�DO�FRPSDQLHL��
*ăVL܊L�LQIRUPD܊LL�OHJDWH�GH�SRVWXO�GH�PXQFă�vQ�
IRUXPXUL��JUXSXUL�GH�IDFHERRN��LGHQWLILFD܊L�DVSHF�
WH�FRPXQH��FXP�SURIHVLRQL܈WLL�UH]ROYă�IUXVWUăUL��
SUREOHPH��vQYD܊ă�OLPED�IRORVLWă�GH�SURIHVLRQL܈WLL�
GLQ�GRPHQLX��YHQLWXUL�D܈WHSWDW���,QWHUYLHYHD]ă�
RDPHQL�FDUH�OXFUHD]ă�vQ�DFHDVWă�SR]L܊LH��(QX�
PHUD܊L�DFWLYLWă܊LOH�GYV��DQWHULRDUH�OHJDWH�GH�GR�
PHQLXO�LQWHUYHQĠLH��(QXPHUD܊L�FHOH�PDL�EXQH�FD�
]XUL�vQ�FDUH�D܊L�RE܊LQXW�UH]XOWDWH�SR]LWLYH�DFWLYLWă܊L�
VLPLODUH�VDUFLQLORU�vQGHSOLQLWH�GH�ORFXO�GH�PXQFă�
SR]LĠLH�� 

 

 

WĂƌƚĞĂ�ƚĞŚŶŝĐĉ�/ŶĐůƵƐŝǀ�ŠŶƚƌĞďĉƌŝ�ůĞŐĂƚĞ�ĚĞ�ƐĂƌĐŝŶŝůĞ�
ƚĞŚŶŝĐĞ�ƕŝ�ĚĞ�ƉĞƌĨŽƌŵĂŶƜĂ�ĂĐĞƐƚŽƌĂ͘� 

  

8QGH�VD�QH�XLWDP� 

ϭϲ 

Ghid pentru job  

&kQG�FăXWD܊L�XQ�ORF�GH�PXQFă�VDX�Yă�UHLQYHQWD܊L�OD�QLYHO�SURIHVLRQDO��
H[LVWă�PDL�PXOWH�FDQDOH�RIHULWH�GH�QRLOH�WHKQRORJLL��SODWIRUPH�RQOLQH��

PRWRDUH�VSHFLDOL]DWH�GH�FăXWDUH�D�ORFXULORU�GH�PXQFă�HWF� 

$FFHVD܊L�VLWH-XO�ZHE�DO�0LQLVWHUXOXL�2FXSăULL�SHQWUX�D�JăVL�
XQ�ELURX�QD܊LRQDO�SHQWUX�RFXSDUHD�IRU܊HL�GH�PXQFă�vQ�DSUR�

SLHUHD�GYV��6ROLFLWD܊L�R�vQWkOQLUH�SHQWUX�D�RE܊LQH�LQIRUPD܊LL�
GHVSUH�FXP�Vă�Yă�vQUHJLVWUD܊L�RILFLDO�vQ�FăXWDUHD�XQXL�ORF�GH�

PXQFă��ÌQ�DFHVW�IHO��SXWH܊L�IL�LQFOXV�vQ�XQHOH�SURJUDPH�VSHFLILFH�SHQ�
WUX�SHUVRDQHOH�FDUH�QX�DX�OXFUDW�GH�PXOW�WLPS��'H�DVHPHQHD��SXWH܊L�EH�
QHILFLD�GH�vQGUXPDUH�SURIHVLRQDOă�VDX�SURIHVLRQDOă�JUDWXLWă܇��L�GDFă�
JHVWLRQHD]ă�RIHUWHOH�GH�ORFXUL�GH�PXQFă��DU�SXWHD�FKLDU�Vă�WH�DQXQ܊H�
FkQG�SURILOXO�WăX�VH�SRWULYH܈WH� 

9HULILFD܊L�XQGH�vQ�RUD܈XO�GYV��H[LVWă�XQ�GHSDUWDPHQW�ORFDO�GH�RFXSDUH�D�
IRU܊HL�GH�PXQFă�FDUH�SURPRYHD]ă�DJHQ܊LLOH�GH�RFXSDUH�D�IRU܊HL�GH�
PXQFă܈�L�ORFDOH�FDUH�DF܊LRQHD]ă�FD�LQWHUPHGLHUH�vQWUH�FRPSDQLL܈�L�OX�
FUăWRUL܈�L�RIHUă�FXUVXUL܈�L�RULHQWDUH� 

9LQR�OD�DFHVWH�ELURXUL�GH�ILHFDUH�GDWă�FkQG�DL�QHYRLH�Vă�v܊L�DFWXDOL]H]L�
LQIRUPD܊LLOH�VDX�Vă�DIOL�GHVSUH�QRLOH�HYROX܊LL� 

8QLXQHD�(XURSHDQă�GHVIă܈RDUă�XQ�SURJUDP�QXPLW�*DUDQ܊LD�SHQWUX�WL�
QHUL��6H�DVLJXUă�Fă�WR܊L�WLQHULL�VXE�YkUVWD�GH����GH�DQL�����SHQWUX�SHU�
VRDQHOH�FX�GL]DELOLWă܊L��SULPHVF�RIHUWH�VSHFLDOH�GH�EXQă�FDOLWDWH�GH�DQ�
JDMDUH��HGXFD܊LH��XFHQLFLH܈�L�VWDJLX��7UHEXLH�Vă�IL܊L܈�RPHU�VDX�Vă�SăUăVL܊L�
HGXFD܊LD�IRUPDOă�SHQWUX�D�LQWUD�vQ�DFHVW�SURJUDP� 

3XWH܊L�VROLFLWD�DFHVW�SURJUDP�OD�ELURXO�GYV��GH�RFXSDUH�D�IRU܊HL�GH�
PXQFă�VDX�SXWH܊L�DIOD�PDL�PXOWH�LQIRUPD܊LL�JHQHUDOH�SH��KWWSV���
HF�HXURSD�HX�VRFLDO�KRPH�MVS�VDX�GH�OD�VHUYLFLLOH�SXEOLFH�GH�RFXSDUH�D�
IRU܊HL�GH�PXQFă��VLWH-XUL�ZHE܈�L�ELURXUL�� 

'DFă�VXQWH܊L�LQWHUHVDW��DYH܊L�SRVLELOLWDWHD܈�L�DELOLWă܊LOH��SXWH܊L�vQFHUFD�Vă�
FăXWD܊L�XQ�ORF�GH�PXQFă�vQ�(XURSD��SULQ�(85(6��R�UH܊HD�HXURSHDQă�GH�
FRRSHUDUH�D�VHUYLFLLORU�GH�RFXSDUH�D�IRU܊HL�GH�PXQFă��FRQFHSXWă�SHQWUX�
D�IDFLOLWD�OLEHUD�FLUFXOD܊LH�D�OXFUăWRULORU��&RQVXOWD܊L�VLWH-XO�(85(6��KWWSV���
HF�HXURSD�HX�HXUHV�SXEOLF�HQ�KRPHSDJH 

9L]LWD܊L�VLWH-XO�QRVWUX�ZHE�SHQWUX�D�JăVL�PDL�PXOWH�UHVXUVH�SXEOLFH��GLV�
SRQLELOH�vQ�OLPED�GYV� 

5HVXUVH�
SXEOLFH 



  

ϭϳ 

Guide for job search 

([LVWă�RUJDQL]D܊LL�QHJXYHUQDPHQWDOH�FDUH�DMXWă�
SHUVRDQHOH�FX�WXOEXUDUH�GH�VSHFWUX�DXWLVW�SULQ�LQWHUPHGLXO�

VHUYLFLLORU�GH�DQJDMDUH��3URIHVLRQL܈WLL�VSHFLDOL]D܊L�Yă�SRW�
DMXWD�Vă�Yă�FXQRD܈WH܊L�SXQFWHOH�IRUWH܈�L�GLILFXOWă܊L�SHQWUX�

FUHDUHD�XQHL�FăL�GH�PXQFă�LQGLYLGXDOL]DWH� 

0DMRULWDWHD�DFHVWRU�RUJDQL]D܊LL�DX�DFRUGXUL�VDX�SURJUDPH�
VSHFLDOL]DWH�SHQWUX�D�SURPRYD�RFXSDUHD�IRU܊HL�GH�PXQFă�vQ�

FRPXQLWDWHD�ORU��'H�H[HPSOX��H[LVWă�RUJDQL]D܊LL�VDX�FRPSDQLL�
FXQRVFXWH�VXE�QXPHOH�GH�FRPSDQLL�SURWHMDWH�GH�DQJDMDUH��FDUH�
DQJDMHD]ă�GRDU�SHUVRDQH�FX�GL]DELOLWă܊L�VDX�FX�GLILFXOWă܊L��(L�OH�

SUHJăWHVF܈�L�DSRL�OH�L�WURGXF�SH�SLD܊D�PXQFLL�vQ�PRG�DGHFYDW�D��VL�
VXVWLQH� 

&RQVXOWD܊L�R�DVRFLD܊LH�DVSHUJHU��R�DVRFLD܊LH�GH�DXWLVP��R�DVRFLD܊LH�
GH�WLQHUHW�VDX�DOW�WLS�GH�RUJDQL]D܊LL�XQGH�Yă�SXWH܊L�vQFDGUD܈�L�SXWH܊L�

RE܊LQH�DMXWRU܈�L�VSULMLQ�� 

2UJDQL]DWLL� 

1RQJXJHUQDPHQ�

 
$WXQFL�FkQG�FRPSDQLLOH�QX�DX�WLPS��SRVLELOLWDWH�VDX�FX�
QR܈WLQ܊H�SHQWUX�VHOHFWDUHD�SHUVRQDOXOXL��VROLFLWă�FRP�

SDQLLORU�VSHFLDOL]DWH�GH�UHFUXWDUH��&ăXWD܊L�DJHQ܊LL�WHPSRUDUH�
GH�RFXSDUH�D�IRU܊HL�GH�PXQFă�VDX�DJHQ܊LL�GH�FRORFDUH�GDFă�

GRUL܊L�Vă�OXFUD܊L�SHQWUX�R�SHULRDGă�OLPLWDWă�GH�WLPS��SHQWUX�HYHQ�
LPHQWH�VDX�SHQWUX�XQ�ORF�GH�PXQFă�GH�YDUă��'H�RELFHL��DFFHVXO�vQ�
ED]HOH�ORU�GH�GDWH�HVWH�JUDWXLW��ÌQ�VSHFLDO�FRPSDQLLOH�PDUL܈�L�
PLMORFLL�IRORVHVF�DFHVW�OXFUX�PHWRGD�GH�D�DQJDMD�RDPHQL�vQ�]LOHOH�
QRDVWUH��8Q�ORF�GH�PXQFă�WHPSRUDU�v܊L�RIHUă�H[SHULHQ܊ă܈�L�RSRU�
WXQLWDWHD�GH�D܈�WL�FXP�IXQF܊LRQHD]ă�OXPHD�PXQFLL��3XWH܊L�vQFHSH�
FD�XQ�OXFUăWRU�WHPSRUDU܈�L�DSRL�Vă�GHYLQă�FDQGLGDW�OD�XQ�ORF�GH�
PXQFă�SH�WHUPHQ�OXQJ�� 

$QJDMDWLL� 

7HPSRUDUL� 

   

ϯϬ 

Guide for job search 

 �� 7HVWH�GH�VLWXD܊LH�OD�ORFXO�GH�PXQFă��vQ�WLPSXO�DFHVWXL� 
  WHVW��FDQGLGDWXO�WUHEXLH�Vă-܈L�LPDJLQH]H�FXP�V-DU�FRPSRUWD� 
  vQWU-XQ�VHW�GH�VLWXD܊LL�SUH]HQWDWH�GH�HYDOXDWRU�RUDO�VDX�vQ� 
  IRUPă�VFULVă�� 

�DQWLRDQH�GH�OXFUX܈) ��� �DFHVWHD�VXQW�VLPXOăUL�GH�VDUFLQL� 
  VROLFLWDWH�GH�IXQF܊LD�GH�SRVW��3UHVXSXQHUHD�HVWH�GH�D�VWXGLD�D�
  H܈DQWLRQ�GH�FRPSRUWDPHQW�UHDO�FD�UăVSXQV�OD�R�VLWXD܊LH�GH� 
  VHUYLFLX�FRPXQă� 

 ��� 9HULILFăUL�GH�UHIHULQ܊ă܈�L�ELRGDWD�� 

,QWHUYLXO�SHQWUX�MRE� 
,QWHUYLXO�GH�DQJDMDUH�HVWH�FHD�PDL�FRPXQă�PHWRGă�GH�SHUVRQDO�
VHOHF܊LH��DSOLFDWă�GH�WRDWH�FRPSDQLLOH��'LQ�DFHVW�PRWLY��DU�WUHEXL�Vă�Yă�
D܈WHSWD܊L�OD�FHO�SX܊LQ�XQ�LQWHUYLX�vQ�WLPSXO�VHOHF܊LHL�SRVWXOXL��6H�
SRDWH�IDFH�SHUVRQDO��SULQ�WHOHIRQ���VN\SH�VDX�FX�XQ�YLGHRFOLS�
SUH]HQWDUH�� 

,QWHUYLXULOH�SRW�YDULD�vQ�IXQF܊LH�GH�QXPăUXO�GH�SDUWLFLSDQ܊L��GXSă�FXP�
XUPHD]ă�� 

Þ 1XPăUXO�GH�LQWHUYLHYDWRUL��vQ�PDMRULWDWHD�FD]XULORU��GRDU�XQXO�
LQWHUYLHYDWRUXO�YD�IL�SUH]HQW��2ULFXP��PDL�DOHV�GDFă�HVWH�HVWH�GH�
D܈WHSWDW�Vă�DYH܊L�XQ�LQWHUYLX�OXQJ��SXWH܊L�vQWkOQL�PDL�PXO܊L�
LQWHUYLHYDWRUL�vQ�DFHOD܈L�WLPS��ÌQ�PDMRULWDWHD�FD]XULORU�VFRSXO�ORU�
HVWH�GLIHULW��XQ�LQWHUYLHYDWRU�SRDWH�IL�PDL�WHKQLF��LDU�FHOăODOW�D[DW�SH�
DELOLWă܊LOH�VRIW��ÌQ�DOWH�FD]XUL��YH܊L�DYHD�LQWHUYLXUL�GHGLFDWH�VHSDUDWH�
FDUH�H[SORUHD]ă�GLIHULWH�DVSHFWH�vQ�PRPHQWH�GLIHULWH�� 

Þ 1XPăUXO�SHUVRDQHORU�LQWHUYLHYDWH��Yă�SXWH܊L�FRQIUXQWD�LQGLYLGXDO�
LQWHUYLXUL܈�L���VDX�LQWHUYLXUL�GH�JUXS�� 



  

Ϯϵ 

Guide for job search 

 
6HOHF܊LD�SHUVRQDOXOXL�HVWH�XQ�SURFHV�GHFL]LRQDO�RSHUDW�GH�R�
FRPSDQLH�SHQWUX�D�VHOHFWD�R�SHUVRDQă�GLQWU-XQ�JUXS�PDL�ODUJ�
GH�FDQGLGD܊L�� 

/D�QLYHO�WHRUHWLF��DU�WUHEXL�Vă�Yă�D܈WHSWD܊L�FX�FkW�SR]L܊LD�SRVWXOXL�
HVWH�PDL�DPEL܊LRDVă��FX�DWkW�SURFHVXO�YD�IL�PDL�OXQJ܈�L�QX�H[LVWă�
XQ�FDGUX�FRPXQ�SHQWUX�vQGHSOLQLUHD�VDUFLQLL�SHUVRQDOXOXL�VHOHFĠLH�� 

7LSXULOH�GH�PHWRGH�GH�VHOHF܊LH�SRW�IL�UH]XPDWH�GXSă�FXP�
XUPHD]ă� 

 ��� ,QWHUYLX��HVWH�SURFHVXO�GH�VFKLPE�vQWUH�LQWHUYLXUL܈�L�  
  FDQGLGDW��'H�RELFHL��GXUDWD�LQWHUYLXOXL�YDULD]ă�vQWUH ܈���L�
  ���GH�PLQXWH��8QHOH�LQWHUYLXUL�SRW�IL�VWUXFWXUDWH�vQ�  
  WRWDOLWDWH��DOWHOH�SRW�IL�QHVWUXFWXUDWH܈�L�HYROXHD]ă�SH�ED]D�
  UăVSXQVXULORU�GDWH��0DMRULWDWHD�LQWHUYLHYDWRULORU�IRORVHVF�
  LQWHUYLXUL�VHPL-VWUXFWXUDWH��LQFOXVLY�XQ�VHW�PLQLP�GH� 
  vQWUHEăUL�DGUHVDWH�WXWXURU� FDQGLGD܊LORU܈�L�R�SDUWH�YDULDELOă�
  FX�vQWUHEăUL� SHUVRQDOL]DWH� 

 ��� 7HVWH�GH�SHUVRQDOLWDWH��DUH�VFRSXO�GH�D�vQ܊HOHJH�  
  FDUH�VXQW�WUăVăWXULOH�GH�SHUVRQDOLWDWH�DOH�FDQGLGDWXOXL�� 
  SUHVXSXQHUHD�HVWH�Fă�FRPSDQLD�YD�DSUHFLD�PDMRULWDWHD�
  SURILOXULORU�FX�R�SHUVRQDOLWDWH�VSHFLILFă� 

 ��� 7HVWHOH�GH�FXQRD܈WHUH�D�ORFXULORU�GH�PXQFă��DFHVW� 
  WHVW�Yă�GHWHUPLQă�FXQR܈WLQ܊H�vQWU-XQ�DQXPLW�GRPHQLX�GH�
  LQWHUYHQ܊LH�� 

7LSXUL�GH�VHOHFWLH� 

 3URFHVXO�GH�
UHFUXWDUH 

  



&XP�VD�DSOLFL� 
3HQWUX�XQ�MRE� 

Determination  
&  

3URFHVXO�GH�
UHFUXWDUH 

 



elf- 
 confidence 

perseveran                e 



  

Ϯϭ 

Ghid pentru job  

(VWH�LPSRUWDQW�Vă�Yă�GLIHUHQ܊LD܊L�GH�UHVWXO�FDQGLGD܊LORU�DWXQFL�FkQG�
DSOLFD܊L�SHQWUX�XQ�ORF�GH�PXQFă��GH�OD�VFULHUHD�&9-XOXL��VFULVRDUHD�GH�
LQWHQ܊LH�VDX�FkQG�SDUWLFLSD܊L�OD�XQ�LQWHUYLX� 

 

0DL�vQWkL�JkQGL܊L-Yă� 

· &H�WH�IDFH�XQLF" 

· &H�Yă�GLIHUHQ܊LD]ă�GH�FHLODO܊L�FDQGLGD܊L�FDUH�DSOLFă�SHQWUX�DFHOD܈L�
SRVW" 

· &H�SXWH܊L�RIHUL܈�L�FHLODO܊L�FDQGLGD܊L�QX" 

· &DUH�HVWH�VLQJXUXO�PRWLY�SHQWUX�FDUH�DQJDMDWRUXO�DU�WUHEXL�Vă�WH�
DOHDJă�SH�WLQH܈�L�QX�SH�XQ�DOW�FDQGLGDW" 

 

1X�XLWD܊L��QX�FHO�PDL�SXWHUQLF�Fk܈WLJă��FL�FHO�FDUH�VH�
DGDSWHD]ă�PDL�ELQH� 

&UHDUHD�SURSULXOXL�&9� 

&kQG�DSOLFD܊L�SHQWUX�XQ�ORF�GH�PXQFă��DQJDMDWRUXO�DUH�QHYRLH�GH�XQ�
PLQLP�GH�LQIRUPD܊LL�GHVSUH�GYV��SH�FDUH�OH�FRPSOHWDWL�vQ�&XUULFXOXP�
9LWDH��R�VFXUWă�ELRJUDILH�GHVSUH�GYV��FDUH�GHYLQH�FDUWHD�GYV��GH�YL]LWă��
FX�FDUH�DQJDMDWRUXO�LVL��IDFH�R�SULPă�LPSUHVLH��&HO�PDL�DGHVHD��GUHSWXO�
GH�D�DSăUHD�OD�XQ�LQWHUYLX�VH�Fk܈WLJă�DVWIHO� 

 

&XP�VD�DSOLFL�
SHQWUX�XQ�MRE� 

  

Ϯϲ 

Ghid pentru job  

(PDLO 

 
&£QG�WULPLWHČL�DSOLFDČLD�SULQ�H-PDLO��QX�XLWDČL� 
 ��� 6XELHFWXO�H-PDLOXOXL�WUHEXLH�IRUPXODW�FODU�ĠL�SUHFLV�� 
  DVWIHO�¯QF£W�&9-XO�ĠL�VFULVRDUHD�GH�PRWLYDČLH�VÄ�DMXQJÄ�¯Q�
  FÄVXČD�GH�H-PDLO�D�UHVSRQVDELOXOXL�FX�UHFUXWDUH�������������������������������������������������������
 ��� )LĠLHUH�DWDĠDWH��&9��VFULVRDUH�GH�LQWHQČLH���&9-XO�ĠL�  
  VFULVRDUHD�GH�LQWHQČLH�DU�WUHEXL�VÄ�ŃH�¯Q�IRUPDW�3')��FX�
  XQ�QXPH�FDUH�VÄ�UHńHFWH�QXPHOH�GYV��ĠL�VÄ�DLEÄ�ŃH�&9��
  ŃH�VFULVRDUH�GH�LQWHQČLH�¯Q�QXPH��(YLWDČL�SHUVRQDMHOH� 
  VSHFLDOH��5HČLQHČL�FÄ�QX�GHSÄĠHĠWH����NE�� 

$SOLFDUH�RQOLQH 

8QHOH�RUJDQL]DČLL�DX�R�ED]Ä�GH�GDWH�RQOLQH�XQGH�SXWHČL�
LQWURGXFH�WRDWH�GDWHOH�ĠL�DSRL�JHQHUDČL�XQ�&9�DXWRPDW� 

 
7LSS��(VWH�UHFRPDQGDW�VÄ�SUHJÄWLČL�FRQČLQXWXO�PDL�¯QW£L�¯QWU-

XQ�GRFXPHQW�:RUG�ĠL�DSRL�VÄ�¯QFÄUFDČL�GLIHULWHOH�SÄUČL�¯Q�
DSOLFDČLD�RQOLQH 

Λ 



  

6FULVRDUH�GH�LWHQWLH 

Ϯϱ 

Ghid pentru job  

&RPSOHWHD]ă�XQ�&9��QX�vO�GXSOLFă��6FULVRDUHD�GH�LQWHQ܊LH�
WUHEXLH�SHUVRQDOL]DWă�SHQWUX�ILHFDUH�SR]L܊LH��3RDWH�IDFH�GLIHUHQ܊D�vQWUH�
D�RE܊LQH�XQ�LQWHUYLX܈�L�D-O�LJQRUD�&9��GHFL�HVWH�IRDUWH�LPSRUWDQW�Vă�
DFRUGD܊L�R�DWHQ܊LH�GHRVHELWă�PRGXOXL�vQ�FDUH�Yă�VFULH܊L�VFULVRULOH�GH�
LQWHQWLH� 

 

6WUXFWXUD�VFULVRULL�GH�LQWHQ܊LH� 

 ��� 6HF܊LXQHD�FX�GDWHOH�GYV��GH�FRQWDFW��vQ�GUHDSWD�VXV�� 

 ��� /RFXO܈�L�GDWD� 

 ��� ,QIRUPD܊LL�GH�FRQWDFW�DOH�DQJDMDWRUXOXL��GDFă�VXQW�GLVSRQLELOH���
  1XPH��7LWOX��&RPSDQLH��$ERUGDUH� 

 ��� )RUPXOD�GH�VDOXW� 

 ��� &RQ܊LQXWXO�UHDO�DO�VFULVRULL�GH�LQWHQ܊LH�WUHEXLH�Vă�VWLPXOH]H� 
  LQWHUHVXO�DQJDMDWRUXOXL܈�L�Vă-O�GHWHUPLQH�Vă�FLWHDVFă�&9-XO� 
  DWD܈DW�OD�DFHVWD��1X�WUHEXLH�Vă�GHSă܈HDVFă�R�SDJLQă��VXQW� 
  VXILFLHQWH��-��SDUDJUDIH�VFXUWH܈�L�FRQFLVH��LQIRUPD܊LL�GHVSUH�
  PRWLYHOH�SHQWUX�FDUH�VFULH܊L��0HQ܊LRQD܊L�SR]L܊LD�SHQWUX�FDUH� 
  FDQGLGD܊L܈�L�XQGH�D܊L�DIODW�GHVSUH�DFHDVWD��,QFOXGH܊L�QXPHOH� 
  XQXL�FRQWDFW�FRPXQ�FDUH�SRDWH�RIHUL�UHIHULQ܊H��8UPăWRDUHD� 
  VHF܊LXQH�D�VFULVRULL�GH�LQWHQ܊LH�DU�WUHEXL�Vă�GHVFULH�FHHD�FH� 
  DYH܊L�GH�RIHULW�DQJDMDWRUXOXL��0HQ܊LRQD܊L�vQ�PRG�H[SOLFLW�PRGXO�
  vQ�FDUH�FDOLILFăULOH�GYV��VH�SRWULYHVF�FX�SRVWXO�SHQWUX�FDUH� 
  VROLFLWD܊L� 
  ÌQFKHLD܊L�VFULVRDUHD�GH�LQWHQ܊LH�PXO܊XPLQG�DQJDMDWRUXOXL� 
  SHQWUX�Fă�D�OXDW�vQ�FRQVLGHUDUH�FHUHUHD�GYV��,QFOXGH܊L�  
  LQIRUPD܊LL�GHVSUH�PRGXO�vQ�FDUH�SXWH܊L�IL�FRQWDFWDW�SHQWUX�XQ�
  LQWHUYLX�VDX�vQWkOQLUH�VDX�GHVSUH�FHHD�FH�LQWHQ܊LRQD܊L�Vă�IDFH܊L�
  vQ�FRQWLQXDUH� 

 ��� &RQFOX]LH-6HPQăWXUă� 

 

K�ƐĐƌŝƐŽĂƌĞ�ĚĞ�ŝŶƚĞŶƜŝĞ�ĐŽŵƵŶŝĐĉ�
ĂŶŐĂũĂƚŽƌƵůƵŝ�ĐŝŶĞ�ƐƵŶƚĞƜŝ�ƕŝ�ĚĞ�ĐĞ�

ĂƉůŝĐĂƜŝ�ƉĞŶƚƌƵ�ůŽĐƵů�ĚĞ�ŵƵŶĐĉ͘� 

   

ϮϮ 

Ghid pentru job  

 
&9-XO�GYV��HVWH�EXQ�DWXQFL�FkQG�� 

Þ (VWH�VFXUW܈�L�QX�FRQ܊LQH�JUHVHOL�JUDPDWLFDOH�VDX�GH�H[SUHVLH�� 

Þ &RQ܊LQH�XQ�WH[W�FODU܈�L�X܈RU�GH�XUPDW��FX�XQ�DVSHFW�vQ�JHQHUDO�SOăFXW܈�L�DWUDF�
WLY�� 

Þ )RQWXO�DOHV�HVWH�VREUX܈�L�QX�SUHD�PLF��GDU�QX�SUHD�PDUH��3DUDJUDIHOH�QX�VXQW�
SUHD�OXQJL��JUHX�GH�XUPDW���LDU�LQIRUPD܊LLOH�DUDQMDWH�vQWU-R�RUGLQH�ORJLFă��XU�
PkQG�XQ�FULWHULX�FURQRORJLF��IXQF܊LRQDO�VDX�RULHQWDW�� 

Þ &RQ܊LQH�FXYLQWH�FKHLH�DGHFYDWH�VOXMEHL�� 

Þ 1X�FRQ܊LQH�UHSHWăUL�GHUDQMDQWH�� 

Þ $U�IL�GH�GRULW�Vă�VH�XWLOL]H]H�YHUEH�FDUH�LQGLFă�DF܊LXQHD�SUHFXP�ÄGH]YROWD´�VDX�
ÄFRQGXFH´�SHQWUX�D�VXEOLQLD�UHDOL]ăULOH܈�L�QX�SURSR]L܊LL�GHFODUDWLYH�SUHFXP�
Ä$P�SDUWLFLSDW´��Ä$P�DVLVWDW�OD´܈�L��SH�GH�DOWă�SDUWH��SHQWUX�D�HYLWD�FRQVWUXF܊LL�
OH�SDVLYH��SUHFXP�Ä$P�IRVW�UHVSRQVDELO�SHQWUX����´� 

/D�SDJLQD�XUPăWRDUH�DYH܊L�R�
VWUXFWXUă�VWDQGDUG�D�XQXL�
&9�SURIHVLRQDO�FăWUH�XUPD��
'RDU�FRSLD܊L-O܈�L�FRPSOHWD܊L-O�
FX�GDWHOH�SHUVRQDOH�GDWH�� 

5HFRPDQGăUL�JHQHUDOH�SHQWUX�FRPSOHWDUHD��XQXL�&9� 

3UH]HQWD܊L-Yă�FDOLILFăULOH��DELOLWă܊LOH܈�L�FRPSHWHQ܊HOH�vQ�PRG�FODU܈�L�ORJLF��
DVWIHO�vQFkW�Vă�ILH�HYLGHQ܊LDWH�DWULEXWHOH�SHUVRQDOH�� 

$FRUGD܊L�R�DWHQ܊LH�GHRVHELWă�ILHFăUXL�GHWDOLX�UHOHYDQW��DWkW�vQ�HVHQ܊ă��
FkW܈�L�vQ�IRUPă�� 

8Q�&9�EXQ�GHSLQGH�QX�QXPDL�GH�FHHD�FH�VFULL��IHOXO�vQ�FDUH�SUH]LQ܊L�
FHHD�FH�VSXL�HVWH�OD�IHO�GH�LPSRUWDQW�� 



  

Ϯϯ 

Ghid pentru angajare 

+RZ�WR�DSSO\�
IRU�D�MRE 

�ƵƌƌŝĐƵůƵŵ�sŝƚĂĞ 

EƵŵĞ 

dĞůĞĨŽŶ 

�-ŵĂŝů 

�ĂƚĂ�EĂƐƚĞƌŝŝ 

�yW�Z/�Ed�� 
WZK&�^/KE�>�� 

DĞŶƜŝŽŶĂƜŝ�ƉĞ�ƌąŶĚ�ĮĞĐĂƌĞ�ĞǆƉĞƌŝĞŶƜĉ�
ƉƌŽĨĞƐŝŽŶĂůĉ͗� 
-�WĞƌŝŽĂĚĂ�;ĚĞ�ůĂ�-�ůĂͿ� 
-�EƵŵĞůĞ�ƕŝ�ĂĚƌĞƐĂ�ĂŶŐĂũĂƚŽƌƵůƵŝ� 
-�dŝƉƵů�ĚĞ�ĂĐƟǀŝƚĂƚĞ�ƐĂƵ�ƐĞĐƚŽƌƵů�ĚĞ�ĂĐƟǀŝƚĂƚĞ� 
-�WŽǌŝƜŝĂ�ƐĂƵ�ĨƵŶĐƜŝĂ�ĚĞƜŝŶƵƚĉ�ƕŝ�ƉƌŝŶĐŝƉĂůĞůĞ�
ĂĐƟǀŝƚĉƜŝ�ƕŝ�ƌĞƐƉŽŶƐĂďŝůŝƚĉƜŝͿ� 
�ǆĞŵƉůƵ͗� 
�ǆĞŵƉůƵ�ĚĞ�ĞǆƉĞƌŝĞŶƜĉ�ƉƌŽĨĞƐŝŽŶĂůĉ͗�,ĂƉƉǇ�tŽƌŬ�
^ƉĂĐĞ͕�/d-�ŽŶƐƵůƚĂŶĐǇ�;^ƚĞĞ�ĚĞ�ůƵĐƌƵ�ϭϮϬ͕�ϭϭϭϭ�
sŝĞŶĂͿ�ĚĞ�ůĂ�ϭ͘ϳ͘ϮϬϮϬ�ůĂ�ϯϬ͘ϴ͘ϮϬϮϬ� 

EƵŵĞ�Ɛŝ�WƌĞŶƵŵĞ 

EƵŵĂƌƵů�ĚĞ�ƚĞůĞĨŽŶ� 

΀ĚĚͬŵŵͬǇǇ΁ 

��h��d/��^/� 
WZ�'�d/Z� 

�ĞƐĐƌŝĞƜŝ�ƐĞƉĂƌĂƚ�ĮĞĐĂƌĞ�ĨŽƌŵĉ�ĚĞ�ĞĚƵĐĂƜŝĞ�ƕŝ�
ƉƌŽŐƌĂŵ�ĚĞ�ĨŽƌŵĂƌĞ�ƉƌŽĨĞƐŝŽŶĂůĉ�ƵƌŵĂƚĉ͗�-�WĞƌŝŽĂĚĂ�
;ĚĞ�ůĂ�-�ůĂͿ�-�EƵŵĞůĞ�ƕŝ�ƟƉƵů�ŝŶƐƟƚƵƜŝĞŝ�ĚĞ�ŠŶǀĉƜĉŵąŶƚ�
ƕŝ�ŽƌŐĂŶŝǌĂƌĞ�ƉƌŽĨĞƐŝŽŶĂůĉ�-��ďŝůŝƚĉƜŝ�ƉƌŽĨĞƐŝŽŶĂůĞ�
ƐƚƵĚŝĂƚĞ�ƉĞ�ƚĞƌĞŶ�-�dŝƉƵů�ĐĂůŝĮĐĉƌŝŝ�ͬ�ĚŝƉůŽŵĞŝ�ŽďƜŝŶƵƚĞ� 

    

Ϯϰ 

Ghid pentru angajare 

+RZ�WR�DSSO\�
IRU�D�MRE 

�KDW�d�Ed�>�� 
WZK&�^/KE�>� 

>ŝŵďĂ�ŵĂƚĞƌŶĂ 

>ŝŵďŝ�ƐƚƌĂŝŶĞ�ĐƵŶŽƐĐƵƚĞ 

�ďŝůŝƚĂƟ�ĂƌƟƐƟĐĞ 

�ďŝůŝƚĂƟ�ƐŽĐŝĂůĞ 

/E&KZD�d//���/d/KE�>�� 

�ďŝůŝƚĂƚĞĂ�ĚĞ�Ă�ĐŝƟ�ͬ�ƐĐƌŝĞ�ͬ�ǀŽƌďŝ�ƕŝ�ůŝŵďĂ�ƐƚƌĉŝŶĉ 

΀�ǆĞŵƉůƵ͗�Ɛĉ�ƚƌĉŝĞƕƟ�ƕŝ�Ɛĉ�ůƵĐƌĞǌŝ�ĐƵ�ĂůƚĞ�ƉĞƌƐŽĂŶĞ͕�
ŠŶƚƌ-ƵŶ�ŵĞĚŝƵ�ŵƵůƟĐƵůƚƵƌĂů͕�ŽĐƵƉąŶĚ�Ž�ƉŽǌŝƜŝĞ�ŠŶ�
ĐĂƌĞ�ĐŽŵƵŶŝĐĂƌĞĂ�ĞƐƚĞ�ŝŵƉŽƌƚĂŶƚĉ�ƐĂƵ�ĚĞƐĨĉƕƵͲ
ƌĂƌĞĂ�ƵŶĞŝ�ĂĐƟǀŝƚĉƜŝ�ŠŶ�ĐĂƌĞ�ŵƵŶĐĂ�ŠŶ�ĞĐŚŝƉĉ�ĞƐƚĞ� 

�E�y� 

�ďŝůŝƚĂƟ�ƚĞŚŶŝĐĞ 

WĞƌŵŝƐ�ĚĞ�ĐŽŶĚƵƐ� 

�ůƚĞ�ĐŽŵƉĞƚĞŶƚĞ� 

΀hƟůŝǌĂƌĞĂ�ĐŽŵƉƵƚĞƌƵůƵŝ͕�Ă�ĂŶƵŵŝƚŽƌ�ƟƉƵƌŝ�ĚĞ�
ĞĐŚŝƉĂŵĞŶƚĞ͕�ŵĂƕŝŶŝ�ĞƚĐ͘΁� 

�ĂĐĂ�ĞǆŝƐƚĂ 

΀�ďŝůŝƚĉƜŝ�ŶĞŵĞŶƜŝŽŶĂƚĞ�ŵĂŝ�ƐƵƐ΁ 

΀/ŶĚŝĐĂƜŝ�ĂůƚĞ�ŝŶĨŽƌŵĂƜŝŝ�ƵƟůĞ�ĐĂƌĞ�ŶƵ�ĂƵ�ĨŽƐƚ�
ŵĞŶƜŝŽŶĂƚĞ͕�ĐƵŵ�Ăƌ�Į�ĐŽŶƚĂĐƚĞ͕�ƌĞĨĞƌŝŶƜĞ�ĞƚĐ͘΁� 

΀�ŶƵŵĞƌĂƜŝ�ĚŽĐƵŵĞŶƚĞůĞ�ĂƚĂƕĂƚĞ�ůĂ��s͕�ĚĂĐĉ�ĂƉůŝĐĂͲ
ďŝů΁� 


