
COURSE DESCRIPTION
PC Operations
Computer skills
Academic year 2026/2027

1. Programme-related data
	1.1. Higher Education Institution
	Babeș-Bolyai University, Cluj-Napoca

	1.2. Faculty
	Faculty of Political, Administrative and Communication Sciences

	1.3. Department
	Political Science

	1.4. Field
	Political Science

	1.5. Level of study
	Undergraduate

	1.6. Degree programme / Qualification
	Political Science

	1.7. Form of education
	Full-time



2. Course-related data
	2.1. Course title
	Utilizare și operare PC
Computer skills
	Course code
	ULE1105

	2.2. Course coordinator
	Assistant Univ. Dr. Ovidiu Oltean (ovidiuoltean@fspac.ro)
(office hours: Wednesday 11:00-12:00, office 307, FSPAC 2, 85 Minerilor Street)

	2.3. Seminar coordinator
	Assistant Univ. Dr. Ovidiu Oltean (ovidiuoltean@fspac.ro)
(office hours: Wednesday 11:00-12:00, office 307, FSPAC 2, 85 Minerilor Street)

	2.4. Year of study
	1
	2.5. Semester
	1
	2.6. Type of assessment
	Examination

	2.7. Course status
	Compulsory
	2.8. Course type
	Complementary subject (DC)



3. Total estimated time (hours per semester of teaching activities)
	3.1. Number of hours per week
	2
	of which: 3.2. course
	0
	3.3. seminar/ laboratory/ project
	2

	3.4. Total hours in the curriculum
	28
	of which: 3.5. course
	0
	3.6. seminar/laboratory
	28

	Time allocation for individual study (IS) and self-taught activities (ST)
	hours

	Learning from textbooks, course materials, bibliography, and notes (ST)
	8

	Additional research in the library, on subject-specific electronic platforms, and on-site
	8

	Preparing seminars/ laboratories/ projects, assignments, reports, portfolios, and essays (greater than or equal to the total number of hours specified in the course calendar for evaluation tasks)
	18

	Tutoring (professional guidance)
	6

	Examinations
	2

	Other activities [i.e.: two-way communication with the course coordinator/tutor]
	

	3.7. Total hours of individual study (IS) and self-taught activities (ST)
	42

	3.8. Total hours per semester
	70

	3.9. Number of credits
	3



4. Prerequisites (where applicable)
	4.1. curriculum-related
	•    Not the case

	4.2. skills-related
	•    Not the case



5. Specific conditions (where applicable)
	5.1. course-related
	•    Not applicable. The subject has no course/lecture hours specified in the curriculum.

	5.2. seminar/laboratory-related
	•    The subject is organised entirely as a seminar/laboratory activity, with 2 hours per week.
•    According to the requirements of the subject, attendance is mandatory for at least 75% of all seminar/laboratory meetings during the semester. Fulfilling the attendance criterion is a mandatory condition for entering the exam.
•    The impossibility of participating for objective reasons (medical situations, overlaps with schedules of other study programmes in which the student is enrolled, other professional obligations that cannot be rescheduled, etc.) must be communicated to the subject coordinator at the beginning of the semester or as soon as they arise.
•    The activity is organised according to the schedule approved by the department and communicated to students at the beginning of the semester. Make-up activities are organised only when a scheduled meeting overlaps with an official day off or when the coordinator cannot hold the activity for objective reasons. The make-up schedule is established by agreement with the students, through their representatives.



6.1. Competencies resulting from the completion of the degree programme (as referred to in the curriculum)[footnoteRef:1] [1:  The professional and/or transversal competencies targeted by the subject for which the course description is prepared will be copied from the curriculum of the degree programme. For each competency, the complete entry, including the competency code, will be copied with the exact wording that appears in the curriculum, without any changes. If no competency is copied from either of the two categories, the row corresponding to that category is deleted from the table.] 

	Professional competencies

	Competency code
	Competency

	PC1
	Understanding the foundations of social and political theories for analyzing and evaluating sociopolitical organization

	PC2
	Development and management of socio-political projects, plans, programs, and actions

	PC3
	Use of methodologies of analyzing socio-political systems

	PC4
	Designing political strategies in local, regional, national, and global contexts

	PC5
	Supporting, promoting, and communicating social and political ideas and values

	Transversal competencies

	Competency code
	Competency

	TC1
	Manage specific information for solving complex tasks in context (receiving, transmitting, processing, storing information in specialized documents), by using a foreign language at an advanced level

	TC2
	Apply efficient work techniques in a multidisciplinary team corresponding to various hierarchal levels

	TC3
	Objectively assess (and self-assess) professional training needs in order to be able to access and fulfill the requirements of the labor market

	TC4
	Contribute to the maintenance and development of professional networks

	TC5
	Work autonomously and responsibly

	TC6
	Assume activity leading roles or positions in professional groups and institutions

	TC7
	Implement projects in conditions of autonomy and professional independence.



6.2. Learning outcomes relevant to the degree programme (as referred to in the curriculum)[footnoteRef:2] [2:  The learning outcomes relevant to the degree programme and targeted by the subject for which the course description is prepared will be listed. The entries, copied without any changes from the curriculum according to subject type (Core Subject/Specialisation Subject/Complementary Subject), are listed under the corresponding competency.] 

	Learning outcomes targeted by the subject

	Competency code
	Knowledge and understanding
	Specific academic skills

	PC1
	C1. Understanding the foundations of social and political theories for analyzing and evaluating sociopolitical organization;
The graduate will
• know and understand the fundamental theories of the socio-political realm;
• analyze socio-political phenomena and processes;
• evaluate socio-political phenomena and processes;
• compare and contrast various political theories and systems;
• understand the origins and evolution of different political systems;
• understand current socio-political issues;
• understand current international issues.
	C1. Understanding the foundations of social and political theories for analyzing and evaluating the socio-political organization
The graduate will
• be able to apply scientific methods in understanding the fundamental theories of socio-politics;
• acquire the needed resources to analyze social and political phenomena and processes, in a scientific and rigorous manner;
• be able to evaluate socio-political phenomena and processes;
• be able to apply the comparative method in the analysis of political theories and systems;
• have a critical historical perspective on different political systems;
• be able to contribute to revising and updating the theories and methodologies specific to the socio-political field;
• understand current socio-political issues.

	PC2
	C2. Development and management of socio-political projects, plans, programs, and actions
The graduate will
• know the principles of developing and managing social, political, and economic actions and interventions;
• understand the cycle of formulating and implementing public policies or political actions in general;
• have the knowledge needed to effectively communicate the results of an analysis.
	C2. Development and management of socio-political projects, plans, programs, and actions
The graduate will
• know the techniques of developing and managing social, economic and political actions and interventions;
• be able to develop public proposals for public policies, socio-economic strategies, foreign and European policies, intercultural communication, or equal opportunities policies;
• be able to apply knowledge on the cycle of formulating and implementing public policies and policy actions in general;
• effectively communicate the results of public policy analysis.

	PC3
	C3. Use of methodologies of analyzing socio-political systems
The graduate will
• understand the necessity of knowing various methodologies specific to socio-political sciences;
• understand the types of available data and documentation;
• be familiarized with various epistemological traditions;
• possess the skills necessary for using various research methods specific to the socio-political field.
	C3. Use of methodologies of analyzing socio-political systems
The graduate will
• be able to create a research design applied to any question;
• be able to operationalize complex concepts;
• be able to measure and evaluate political phenomena and processes;
• be able to analyze quantitative data, including conducting and implementing opinion polls;
• be able to analyze qualitative data;
• know and use data analysis software;
• be able to develop research proposals

	PC4
	C4. Designing political strategies in local, regional, national, and global contexts
The graduate will
• know the constitutive stages of decision-making processes and their implementation;
• be able to relate the local, national, and global levels from the perspective of developing and implementing strategies and policies;
• know the diversity specific to political strategies, both from a geographical and historical point of view, as well as from a cultural and religious one;
• know the history and functioning of European institutions;
• be familiar with the processes and concepts related to governance, at both national and international levels.
	C4. Designing political strategies in local, regional, national, and global contexts
The graduate will
• be able to design and structure processes that lead to political decisions;
• be able to design and carry out a process of formulating and implementing public policies;
• understand the interdependence between local, national, and international spheres from the political actions and strategies point of view;
• understand and synthesize a large volume of interdisciplinary information;
• asses the risk factors of a political decision or strategy;
• analyze national and international policies.

	PC5
	C5. Supporting, promoting, and communicating social and political ideas and values
The graduate will
• know the main values and principles of democratic regimes;
• understand the importance of political culture in the context of recent democracies;
• be able to characterize a political system from the perspective of the values it promotes;
• understand the centrality of democratic values, such as solidarity, freedom, or equality.
	C5. Supporting, promoting, and communicating social and political ideas and values
The graduate will
• be able to carry out public relations activities;
• be able involve themselves in communication campaigns on various current political topics;
• be able to advise political and social actors;
• know different ways of organizing and monitoring public awareness campaigns.



7. Learning outcomes specific to the subject (derived by the course coordinator from the competency grid and learning outcomes at degree-programme level)
	Knowledge and understanding

	1) The course focuses on learning how to use the Microsoft Office suite and data analysis software.

	2) At the end of the course, students will be able to use Word, Excel, Power Point at an advanced level.

	3) Understand the basic concepts of programming and know Visual Basic at a beginner's level.

	4) Use academic writing and data analysis software.

	5) Understand basic concepts of data ordering and analysis; be familiar with the basic concepts of computer operation and the main analysis techniques.

	Specific academic skills

	· Professional skills
• Use basic computer applications (Word, Excel, PowerPoint) to research, organize, and present social and political theories.
• Apply digital tools for drafting, managing, and sharing projects, plans, and socio-political actions.
• Use spreadsheets and visualization tools to analyze data and illustrate socio-political systems.
• Access and process local, national, and international data sources online to design policy strategies.
• Create clear reports, presentations, and visuals to support and communicate social and political ideas and values.

Transversal competences
• Apply efficient digital work techniques when collaborating in multidisciplinary teams at different hierarchical levels.
• Use computer skills to assess and self-assess training needs for professional development and adapting to labour market requirements.
• Maintain and develop professional networks through digital platforms and online communication tools.
• Work autonomously and responsibly in carrying out computer-based tasks and projects.
• Assume roles or functions related to the digital management of activities within professional groups and institutions.
• Implement projects with autonomy and professional independence, using digital tools to plan, monitor, and evaluate outcomes.

	· To be able to write a scientific paper using the Office package and other similar packages, incorporating data and graphs generated with the help of analysis software.
Know how to format texts.

	· Basic concepts: data ordering, table, search engines, digitization, programming language, databases, text formatting, graphic.



8. Contents
	8.1 Course
	Teaching and learning methods
	Remarks

	Not applicable. The subject has no course/lecture hours specified in the curriculum.
	
	

	8.2 Seminar / laboratory
	Teaching and learning methods
	Remarks

	1. Introduction of the course, evaluation methodology, general considerations on the use of technology
	Introductory concepts.
	Students are required to read the mandatory bibliography indicated in syllabus.

	2. AI and tech use for research: how to search for research articles, databases, various information. Use of study support applications. Use of AI technologies.
	Presentation of a set of concepts and theories on the topic of the course. Interactive discussion of examples.
	Students are required to read the mandatory bibliography indicated in syllabus.

	3. Word: managing documents, formatting documents, creating bibliographies, using functions (e.g. find & replace), inserting tables.
	Presentation of a set of concepts and theories on the topic of the course. Interactive discussion of examples.
	Students are required to read the mandatory bibliography indicated in syllabus.

	4. Word: document management, document formatting, bibliographies creation, use of functions (e.g. find & replace), table insertion.
	Presentation of a set of concepts and theories on the topic of the course. Interactive discussion of examples.
	Students are required to read the mandatory bibliography indicated in syllabus.

	5. Excel: introduction, organization of data, use of mathematical formulas.
	Presentation of a set of concepts and theories on the topic of the course. Interactive discussion of examples.
	Students are required to read the mandatory bibliography indicated in syllabus.

	6. Excel: introduction, organizing data, using mathematical formulas, using simple statistical functions, using references from different worksheets, analyzing data.
	Presentation of a set of concepts and theories on the topic of the course. Interactive discussion of examples.
	Students are required to read the mandatory bibliography indicated in syllabus.

	7. Software for literature review: Scite AI, Elicit, Notebook LM, Deep Search.
	Presentation of a set of concepts and theories on the topic of the course. Interactive discussion of examples.
	Students are required to read the mandatory bibliography indicated in syllabus.

	8. Software for literature review: Scite AI, Elicit, Notebook LM, Deep Search.
	Presentation of a set of concepts and theories on the topic of the course. Interactive discussion of examples. Testing the knowledge accumulated so far
	Students are required to read the mandatory bibliography indicated in syllabus.

	9. Creating presentations using visual aids: Microsoft PowerPoint, Prezi, Google Slides, Canva, Gamma AI
	Presentation of a set of concepts and theories on the topic of the course. Interactive discussion of examples. Testing the knowledge accumulated so far
	Students are required to read the mandatory bibliography indicated in syllabus.

	10. Platforms for surveys and data collection: Google Forms, Microsoft Forms, EU Survey Platform
	Presentation of a set of concepts and theories on the topic of the course. Interactive discussion of examples. Testing the knowledge accumulated so far
	Students are required to read the mandatory bibliography indicated in syllabus.

	11. Online Safety. Secure data search. Ethical principles.
	Presentation of a set of concepts and theories on the topic of the course. Interactive discussion of examples. Testing the knowledge accumulated so far
	Students are required to read the mandatory bibliography indicated in syllabus.

	12. Project management tools: Onedrive, SharePoint, GoogleDrive, DropBox.
	Presentation of a set of concepts and theories on the topic of the course. Interactive discussion of examples. Testing the knowledge accumulated so far
	Students are required to read the mandatory bibliography indicated in syllabus.

	13. Generating charts: Excel and other software.
	Presentation of a set of concepts and theories on the topic of the course. Interactive discussion of examples. Testing the knowledge accumulated so far
	Students are required to read the mandatory bibliography indicated in syllabus.

	14. Exercises in class. Wrap-up.
	Testing the knowledge accumulated so far
	Students are required to read the mandatory bibliography indicated in syllabus.

	Bibliography
There is no mandatory bibliography. Reading materials, online sources and textbooks will be made available to students during the semester.



9. Evaluation
	Type of activity
	9.1 Evaluation criteria
	9.2 Evaluation methods
	9.3 Weight in the final grade

	9.4 Course
	Not applicable
	Not applicable
	0%

	9.5 Seminar/laboratory
	Assessment of acquired knowledge and seminar assignments
	Final written paper (50%)
Evaluation of the activity and assignments (50%)
	100%

	9.6 Minimum performance standard

	Students will be evaluated for their attendance and participation in seminar/laboratory activities, for their effort to go through the bibliographic material, and for their participation in individual and collective projects.
The assessment consists of the final written paper, representing 50% of the final grade, and the evaluation of activity and assignments, representing 50% of the final grade.
The student will pass if the score accumulated during the semester, following the evaluation of activity and the final paper, represents at least 50% of the total score.
According to section 5.2, attendance of at least 75% of seminar/laboratory activities is an eliminatory criterion for entry into the exam.
In case of failure to pass the exam, the subject will be resumed in full in the following academic year. The grade from the final written paper and the activity grade are not maintained from one year to another.
During the activities of the subject, the notions of plagiarism and academic fraud are defined in accordance with the rules of the FSPAC Student Code of Ethics, available at:
https://fspac.ubbcluj.ro/application/files/9715/6828/0474/Cod_etic_studenti.pdf.
Plagiarism and attempted fraud, detected during the exam or while performing any task during the semester, are sanctioned according to the Code of Ethics. In addition, the case may be brought before the Department for appropriate administrative measures, which may include not awarding a grade for the subject, repeating the subject the following year, or proposing expulsion in cases of repeated fraud attempts.





10. SDG labels (Sustainable Development Goals) [footnoteRef:3] [3:  Select a single label which, according to the Procedure for the implementation of SDG labels in the academic process, best matches the subject. If the subject addresses sustainable development in a generic manner (i.e. by presenting/introducing the general framework of sustainable development, etc.), then the Sustainable Development Generic Label may be applied. If none of the labels describe the subject, select the last option: “No label applies.”] 
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	Date of completion:
15 September 2026
	Signature of the course coordinator
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	Signature of the seminar coordinator
.....................

	
	
	

	Date of approval in the department:
15 September 2026
	Signature of the head of department
.....................
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