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QUESITIN. 1
Gli organi consultivi e di garanzia dell'universita.
I casi di esclusione del diritto di accesso.

Public administrations must ensure the accessibility of data and documents to promote social control
and transparency. Every citizen has the right to monitor how public resources are allocated and
managed. This principle is fundamental to prevent corruption and to foster institutional integrity.

Cosa ¢ Google Chrome?

QUESITI N. 2

Si illustrino i principi del bilancio.

La comunicazione di avvio del procedimento

Public servants must avoid any conflict of interest that could compromise their professional judgment
or the reputation of the office. They are expected to act in the public interest, following the principles
of economy, effectiveness, and promptness. Any external activity must be previously authorized by
the administration according to the law.

Con che programma si apre "concorso.xIs"?
QUESITIN.3

I1 Titolare del trattamento dei dati, ai sensi del GDPR.
Le attivita di Placement e orientamento.

Public procurement procedures must follow the principles of competition, non-discrimination, and
transparency. The selection of suppliers for office equipment or services requires a rigorous
evaluation of the offers received. Collaborators assist the department head in preparing the necessary
documentation for the tender.

Significato della sigla HTTP
QUESITINA4

Principali differenze fra Dottorato di Ricerca e Scuole di Specializzazione.
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Trasparenza e prevenzione della corruzione.

Open data policies aim to make public information more accessible to the community, fostering
innovation and civic participation. By publishing non-sensitive data in machine-readable formats,
administrations promote accountability and social growth. Collaborators play a vital role in checking
the quality and accuracy of the information before its release.

11 catalogo elettronico OPAC
QUESITIN. 5

Qual ¢ la funzione del Senato Accademico.
I procedimenti ad istanza di parte.

The Digital Administration Code requires all public entities to provide services through digital
channels to simplify the relationship with citizens. Collaborators must be proficient in using cloud-
based systems and electronic protocols. Reducing paper usage is part of a broader sustainability
strategy for the public sector.

Come visualizzare le proprieta di una cartella?
QUESITIN. 6

Si descriva la composizione del Senato Accademico ai sensi della L. 240/2010 e si illustri la sua
influenza per le decisioni.

Si illustrino i principi dell’azione amministrativa.

The Public Administration must guarantee the right of access to documents to ensure transparency
and impartiality. Candidates should be aware that administrative efficiency is strictly linked to the
correct digitalization of files. Every employee is responsible for maintaining the integrity of the data
processed during their daily tasks.

Come si effettua lo Screenshot?
QUESITIN. 7
Quali sono 1 compiti del Rettore come rappresentante legale dell’ Ateneo.

Cosa s’intende per esecutorieta del provvedimento.
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The conclusion of the administrative procedure must occur within the specific terms established by
law. Any delay might lead to a claim for damages by the interested party, affecting the performance
evaluation of the office. Efficiency is a fundamental goal for every modern public institution.

Esempi di opzioni di ricerca avanzata

QUESITIN. 8
I poteri e le funzioni della Corte dei Conti.
Si illustri la disciplina degli accordi tra Pubblica Amministrazione e privati.

Digital signatures ensure the authenticity and integrity of electronic documents, making them legally
binding. Every administrative collaborator must understand the technical requirements for signing
official decrees and reports. Cybersecurity protocols must be strictly followed to prevent any
unauthorized modification of signed files.

Esempio di un formato di file

QUESITIN. 9

Parli delle principali fonti di finanziamento delle Universita.
La corruzione “amministrativa” (Legge 190/2012).

Civic access allows any citizen to request documents that the administration has failed to publish on
its official website. This tool is designed to monitor the use of public resources and to prevent
corruption within the government. Transparency is not just a duty but a core democratic value.

E possibile variare la larghezza di una colonna?

QUESITIN. 10

Parli dei Master Universitari.

La segnalazione degli illeciti e le tutele del segnalante (whistleblower).

When processing applications for public tenders, the committee must ensure that all personal
information is kept secure. Only authorized personnel should have access to the candidates' folders
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to avoid any potential breach of trust. Digital platforms used for these procedures must implement
advanced encryption standards to safeguard records.

Differenza tra motore di ricerca e directory.

QUESITIN. 11

Cosa s'intende per "Centri di Servizio" nell'organizzazione dell’ Ateneo.
Spieghi la differenza tra nullita e annullabilita del provvedimento.

The transition to a "paperless" office requires all administrative staff to master new software tools for
electronic signature and certified e-mail. This shift is intended to reduce costs and shorten the time
required for concluding administrative proceedings. Continuous professional development is
encouraged to keep up with technological advancements in the workplace.

Differenza tra "copia" e "taglia".

QUESITIN. 12

I Consiglio di amministrazione e principali funzioni.
I Codice dell’ Amministrazione Digitale (CAD).

The Three-Year Plan for the Prevention of Corruption is a strategic tool used by public bodies to
identify and mitigate risks. Administrative staff must be trained to recognize potential conflicts of
interest in their daily activities. Compliance with these guidelines is mandatory for all collaborators.

E possibile formattare i grafici?
QUESITIN. 13

Il reclutamento dei docenti universitari e il funzionamento dell'Abilitazione Scientifica Nazionale
(ASN).

Cosa s’intende per “competenza™ di un organo amministrativo.

Working hours in the public sector are regulated by national collective agreements to ensure a fair
balance between productivity and staff well-being. Flexible working arrangements may be granted
depending on the operational needs of the office and the specific tasks assigned. Cooperation among
colleagues is highly valued.
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A cosa serve il browser?

QUESITIN. 14

La classificazione del personale Tecnico-Amministrativo e Bibliotecario.
Cos'e il registro dei trattamenti dei dati.

Administrative silence can be interpreted as consent in specific cases defined by the legal framework.
However, the administration usually prefers to issue an express provision to ensure legal certainty for
the applicant. Clear communication between the office and the public is essential for mutual trust.

Linguaggio di scrittura degli ipertesti web.
QUESITIN. 15

Demanio pubblico e beni patrimoniali.

I1 GDPR e i diritti dell'interessato.

The Code of Conduct for public employees outlines the ethical standards that must be respected
during working hours. It prohibits receiving gifts or benefits that could influence the impartiality of
the employee’s functions. Maintaining a professional image is crucial for the credibility of the entire
organization.

A cosa serve il simbolo "@"?

QUESITIN. 16

I Dipartimenti universitari, con particolare riferimento ai loro organi e al funzionamento.
La revoca del provvedimento amministrativo.

Budgeting and financial reporting are key activities for ensuring the sustainability of administrative
projects. Every expense must be justified and recorded according to the public accounting standards.
Accuracy in handling invoices and payments is essential to prevent financial irregularities or audits.

Differenza tra Intenet e WWW
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QUESITIN. 17
Quali sono le finalita istituzionali dell'Universita "L’Orientale"?
Si descrivano le principali tipologie di provvedimenti amministrativi.

The right of generalized civic access allows anyone to request documents, even if they do not have a
direct legal interest. This mechanism aims to encourage public participation and to ensure that the
administration acts in the general interest. However, exceptions apply when national security is
involved.

A cosa serve PowerPoint?

QUESITIN. 18

Parli delle rappresentanze studentesche nell universita.
Parli del consenso al trattamento dei dati.

Cybersecurity training is mandatory for all public sector employees to protect the institutional
network from phishing and malware. Human error remains one of the main causes of data breaches
in administrative offices. Being alert and following protocol is the first line of defense against digital
threats.

Cosa identifica il termine "Admin"?

QUESITIN. 19

Si descriva la disciplina degli incarichi esterni nel pubblico impiego.
Il principio di non aggravamento del procedimento.

Whistleblowing regulations protect employees who report illegal activities or irregularities
discovered during their work. The identity of the whistleblower must remain confidential to prevent
any form of retaliation or discrimination. This system is essential for maintaining a healthy and legal
working environment.

Significato di Android
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QUESITIN. 20
Spieghi il principio di coerenza interna ed esterna nella contabilita pubblica.
Cosa si intende per "soccorso istruttorio"?

Public registries and archives must be managed according to strict rules regarding preservation and
accessibility. Digitalization has transformed how these records are stored, making it easier to retrieve
information while saving physical space. Collaborators must ensure that digital copies are as legally
valid as the originals.

Qual ¢ la differenza concettuale tra "formattazione di carattere" e "formattazione di paragrafo"?

QUESITIN. 21

e Parli del Nucleo di Valutazione di Ateneo.

e [ principi cardine del procedimento amministrativo

e Employees in the administrative sector are required to handle personal data with the utmost
confidentiality, in compliance with the GDPR. It is essential to prevent unauthorized access
to sensitive information to protect the privacy of students and staff. Training on cybersecurity
is now a fundamental requirement for all public collaborators.

e Le cartelle possono includere altre cartelle?

QUESITI N. 22

e Sidescriva il ruolo del Direttore Generale dell’Universita secondo la Riforma Gelmini.

e La differenza tra dato personale e dato anonimo.

e The employment contract for the "Collaborators Area" involves a full-time commitment and
requires a high sense of duty towards the institution. The successful candidate will be expected
to support the administrative offices in streamlining internal procedures. Professional conduct
and punctuality are key factors for a successful career in the public sector.

e Cosaindica 'URL?

QUESITIN. 23
Qual ¢ la funzione del Garante degli Studenti?

S1 parli della patologia dell'atto amministrativo.




=3 op,

A\
A0
S

S(.2-%  UNIVERSITA DI NAPOLI

LORIENTALE

Concorso Pubblico, per esami, per la copertura di n. 3 posti di Area dei Collaboratori, settore
professionale amministrativo, con competenze specifiche amministrative — di cui n. 1 posto
prioritariamente riservato alle categorie di cui al DLGS N.66/2010, ART.1014, Comma 1, lett.
A) e 678, comma 9, con contratto di lavoro subordinato a tempo pieno e indeterminato, - codice
concorso COLLAB - AMM- 2025.

p—
e TES
4

Dy W
R

Bando D.D.G. n. 905/2025 — Prot n. 0060612 del 20/11/2025

PROVE ORALI

Freedom of information acts provide a legal framework for accessing government-held records. This
legislation is a tool for journalists and citizens to investigate public spending and policy decisions.
The administration has a limited time to respond to these requests, justifying any eventual denial.

Cosa si intende per E-learning?

QUESITI N. 24

Chi esercita il potere disciplinare sul personale docente secondo lo Statuto?
La responsabilita civile della Pubblica Amministrazione.

According to the GDPR, personal data must be processed lawfully, fairly, and in a transparent
manner. The Data Protection Officer is responsible for overseeing the implementation of security
measures within the office. Any breach of sensitive information must be reported to the authorities
immediately.

Si possono denominare due file con lo stesso nome?

QUESITI N. 25

e [ Crediti Formativi Universitari e tipologie dei corsi di laurea.

e Quali sono i compiti dell’ANAC in materia di trasparenza.

e Certified Electronic Mail (PEC) has the same legal value as a registered letter with
acknowledgment of receipt. It is the official tool for exchanging documents between different
public administrations and private entities. Accuracy in managing the institutional inbox is
vital to avoid missing important legal deadlines.

e Definizione di Sistema Operativo.

QUESITI N. 26
Parli del fondo di finanziamento ordinario.
Il direttore generale e i dirigenti nelle universita: le funzioni.

The digitalization of administrative processes requires the adoption of specialized software for
document management and protocol. These tools track the history of every file, ensuring that the
procedure follows the legal timeline. Proper training for the staff is essential to maximize the benefits
of these technological investments.
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Qual ¢ l'utilita del "Copia formato" in termini di efficienza?
QUESITIN. 27

e Autonomia statutaria, didattica e di ricerca delle universita.

e Il Responsabile del Procedimento.

e Equal opportunities and the absence of discrimination are guaranteed in every phase of the
recruitment process. The administration promotes an inclusive environment where merit and
skills are the only criteria for career advancement. Specific quotas for protected categories are
strictly respected according to the law.

e Quale segno inserire prima di una formula?

QUESITI N. 28
Parli della formazione post-laurea.
Cos’e la Conferenza di Servizi?

Cloud computing allows public administrations to store and process data on remote servers,
improving flexibility and collaboration. However, choosing a reliable provider that complies with
European security standards is crucial. Administrative staff often manage the transition of documents
from local drives to shared cloud platforms.

Qual ¢ la funzione teorica delle "Revisioni" in un documento condiviso tra piu uffici?

QUESITI N. 29

e Autonomia statutaria, didattica e di ricerca delle universita.

e Il Responsabile del Procedimento.

e Equal opportunities and the absence of discrimination are guaranteed in every phase of the
recruitment process. The administration promotes an inclusive environment where merit and
skills are the only criteria for career advancement. Specific quotas for protected categories are
strictly respected according to the law.

e Quale segno inserire prima di una formula?

QUESITI N. 30

Si indichino gli organi di controllo delle attivita universitarie ai sensi della legge 240/2010.
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Gli atti di alta amministrazione.

The right to be forgotten allows individuals to request the deletion of their personal data under certain
conditions. Public administrations must balance this right with the legal obligation to archive
documents for historical or public interest reasons. This requires a careful evaluation of each specific
request.

Significato del termine Software

QUESITIN. 31

Si illustrino le figure di ricercatore a tempo determinato previste dalla L. 240/2010.
Cosa s’intende per “buon andamento” della PA?

Ethical behavior is the cornerstone of public service, requiring impartiality and honesty from every
employee. Gifts or favors from private entities must be refused to avoid any suspicion of bias in
decision-making processes. The reputation of the public office depends on the integrity of its staff.

E possibile modificare i dati una volta inseriti?

QUESITI N. 32

Chi sottoscrive i contratti e le convenzioni per conto dell’ateneo?
La tutela giurisdizionale contro il rifiuto di accesso.

Data processing for statistical purposes in the public sector must be carried out using techniques that
prevent the identification of individuals. Anonymization is the preferred method to ensure that
research results do not compromise privacy. Collaborators are often involved in preparing these
datasets for institutional reports.

Possono coesistere 2 file con lo stesso nome in una cartella?
QUESITI N. 33
Valutazione della performance: obiettivi ¢ premi

Differenza tra atto politico e atto amministrativo.
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The Code of Conduct specifies that public employees must perform their tasks with diligence and
professional dedication. They should treat the public with respect and provide clear and accurate
information regarding administrative procedures. Any behavior that damages the dignity of the office
is subject to disciplinary measures.

Cosa succede applicando I'elenco puntato?
QUESITIN. 34

Si descriva la gestione delle carriere studentesche.

Il ruolo del Garante per la Protezione dei Dati Personali.

The role of the Responsible for Transparency is to coordinate the flow of information within the
public body. They ensure that all departments contribute to the publication of the required documents
in a timely manner. Cooperation among different offices is essential for the success of transparency
policies.

E possibile attivare il controllo ortografico?

QUESITIN. 35

Qual ¢ il ruolo del Direttore Generale nella gestione del personale TA?
Il conflitto di interessi del pubblico dipendente.

Conlflict of interest arises when an employee's private interests could improperly influence the
performance of their official duties. In such cases, the employee must abstain from participating in
the decision-making process. Transparency about personal connections is vital to maintain public
trust in the administration.

A cosa serve Outlook?

QUESITIN. 36

e ]l trattamento accessorio del personale TAB nelle universita.

e Ratio e finalita dell’accesso agli atti.

e According to the current regulations, all administrative acts must be motivated, indicating the
legal basis and the factual reasons for the decision. This process allows citizens to understand
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the rationale behind the government's actions. Failure to provide a clear explanation may
result in the annulment of the provision by the competent court.
e Esempi di database

QUESITI N. 37
[ doveri e la responsabilita disciplinare del Personale TAB.
Si descriva I’obbligo di motivazione del provvedimento amministrativo.

The national interoperability platform allows different public databases to communicate and
exchange information automatically. This system eliminates the need for citizens to provide the same
data multiple times to different offices. Collaborators play a key role in maintaining the accuracy of
the information within these systems.

Cos'¢ un riferimento "assoluto" in una formula di Excel e quando si rende necessario?
QUESITI N. 38

Si illustri la distinzione tra beni patrimoniali disponibili e indisponibili dello Stato.

Si illustra la figura del DPO.

Digital archiving ensures that public records are preserved for future generations while remaining
easily accessible. Specific metadata must be attached to each file to allow for quick searches and legal
classification. The role of the archivist is evolving to include knowledge of digital preservation
formats and standards.

Cosa s'intende per "unione di celle" e quali problemi puo creare nell'ordinamento dei dati?
QUESITI N. 39

Si illustri 1a gestione contabile del ciclo passivo in ambito universitario.

Si analizzi il silenzio assenso.

Blockchain technology could be used in the public sector to create immutable records of transactions
and certifications. This would increase trust in administrative acts and reduce the need for manual
verification. However, the implementation of such advanced systems requires significant technical

expertise and regulatory updates.
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Descriva le funzioni di EXCEL.

QUESITI N. 40

Quali sono i compiti del consiglio di Dipartimento?

Cosa sono i termini ordinatori e perentori nel procedimento amministrativo?

Digital transparency is enhanced by the use of open formats that allow citizens to easily reuse public
information. The goal is to create a more open government where data is shared freely to support
economic and social development. Public collaborators verify that the uploaded files meet these
technical standards.

Cosa indica il punto esclamativo rosso nella posta elettronica.

QUESITI N 41

Si illustri il procedimento disciplinare verso il personale docente e ricercatore.
Il monitoraggio del RPCT sull'attuazione del Piano Corruzione.

Every administrative provision must clearly state the authority to which an appeal can be filed and
the relevant deadline. This information is crucial for ensuring the right to defense and the legality of
the administrative action. Incomplete notifications can lead to the suspension of the act’s effects.

Cosa indica l'estensione di dominio .com?

QUESITI N. 42

Si descriva il Comitato Unico di Garanzia (CUG) e la sua nomina secondo lo Statuto dell’Orientale.
La digitalizzazione nella pubblica amministrazione.

Mobility between different public administrations allows for a more efficient distribution of human
resources. Employees can apply for a transfer to another office if there is a vacancy and their skills
match the requirements. This mechanism fosters professional growth and the sharing of best practices
across the public sector.

Qual ¢ il corretto utilizzo dell' "Oggetto" in un'email professionale?
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QUESITI N. 43
Si definiscano il danno erariale e le responsabilita amministrativa e disciplinare.
Chi puo presentare istanza di accesso ai documenti amministrativi?

Privacy by design requires that data protection measures are integrated into administrative procedures
from the very beginning. When a new digital service is developed, security features must be a priority
to safeguard users' rights. Administrative collaborators often assist in assessing these risks.

E possibile attivare il controllo ortografico?
QUESITI N. 44

Il Rettore e la mozione di sfiducia.

S1 espongano le fasi del procedimento amministrativo.

Teleworking has become a viable option for many administrative roles, allowing for a better work-
life balance. To be effective, it requires reliable internet connections and secure access to the
administration's internal network. Results-based management is often used to evaluate the
performance of employees working remotely.

Cos'e un'interruzione di sezione e in cosa differisce da un'interruzione di pagina?

QUESITI N. 45

Si descrivano la durata in carica e la responsabilita del Collegio dei Revisori dei Conti.

Si descrivano i contenuti della sezione “Amministrazione Trasparente” nei siti web istituzionali.

Digital citizenship includes the right to participate in the democratic process through online
consultations and petitions. Governments use digital platforms to gather feedback from the public on
new laws and projects. Administrative staff manage these platforms and summarize the results for
the decision-makers.

Qual ¢ il vantaggio di utilizzare un foglio di calcolo rispetto a una tabella in Word per gestire dati
numerici?
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QUESITI N. 46
L’Agenzia Nazionale di Valutazione del Sistema Universitario e della Ricerca (ANVUR).
Il codice di comportamento dei dipendenti pubblici.

E-procurement platforms are used to manage the purchase of goods and services by the public
administration electronically. These systems increase competition among suppliers and ensure that
the bidding process is fair and transparent. Administrative collaborators assist in publishing the tender
notices and evaluating the technical requirements.

Qual ¢ la funzione del "quadratino di riempimento" (trascinamento)?
QUESITI N. 47

Si illustrino 1 titoli di studio rilasciati dall' Ateneo.

Si illustrino i caratteri del provvedimento amministrativo.

Open source software is often preferred by public administrations to avoid vendor lock-in and to save
on licensing costs. This approach promotes transparency since the source code can be audited and
modified to meet specific needs. Collaborators may be involved in testing these applications before
they are widely adopted.

A cosa serve una Tabella Pivot in un contesto di analisi dati amministrativi?
QUESITI N. 48

Si descriva il regime giuridico del personale docente.

Si descriva il vizio di legittimita.

The recruitment of staff in public administrations is carried out through competitive examinations to
ensure meritocracy. These procedures must guarantee equal access for all citizens who meet the legal
requirements. The final ranking of successful candidates remains valid for a specific period
established by law.

Cosa sono le Note.
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QUESITI N. 49
L’autonomia delle universita.
Si tratti del potere di autotutela nella Pubblica Amministrazione.

Helpdesks and chatbots provide immediate support to citizens navigating complex administrative
procedures online. By answering frequently asked questions, these tools free up human staff to focus
on more complex cases. Collaborators often contribute to the knowledge base that powers these
automated response systems.

Cosa si intende per protezione di un foglio di excel?

QUESITI N. 50

Parli del Direttore di Dipartimento.

Si illustri 'istituto del Whistleblowing ai sensi della L. 190/2012.

Online payment systems like PagoPA simplify the collection of taxes, fees, and fines by the public
administration. These platforms offer multiple payment methods and provide immediate confirmation
to both the user and the office. This efficiency reduces the administrative burden of manual
reconciliation and accounting errors.

Qual ¢ la logica di funzionamento della funzione "SE" (funzione logica)?
QUESITI N. 51

Parli della “Terza Missione™.

[ termini della conclusione del procedimento.

Smart working protocols define the goals and the duration of remote working arrangements for
administrative staff. These agreements focus on flexibility and the achievement of specific objectives
rather than physical presence in the office. Communication tools like video conferencing and instant
messaging are essential for team coordination.

Descriva la differenza tra "Ordinamento" e "Filtro" di una tabella di dati.

19
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QUESITI N. 52
Le funzioni del Ministero dell’Universita e della Ricerca.
La nullita dei provvedimenti amministrativi.

Collective bargaining between trade unions and the government defines the salary scales and working
conditions for public employees. These agreements aim to protect workers' rights while ensuring the
financial sustainability of the public budget. Collaborators must be aware of their rights and duties as
outlined in the national contract.

Cosa significa inserire un destinatario in "Ccn" (Copia Conoscenza Nascosta)?
QUESITIN. 53

Le modalita di accesso al pubblico impiego.

11 sistema delle fonti dell’atto amministrativo.

Disciplinary proceedings are initiated when an employee violates the code of conduct or fails to
perform their duties. The administration must follow a strict legal path, ensuring the employee's right
to be heard and to present a defense. Sanctions can range from a formal waming to the termination
of the contract.

Descriva il fenomeno del "Phishing".

QUESITIN. 54

Le fonti di finanziamento dell’universita.

Si differenzino 1 concetti interesse legittimo e interesse diffuso.

Performance evaluation is a key element for improving the quality of public services and individual
productivity. Superiors must provide objective feedback to their collaborators based on the
achievement of specific organizational goals. This process is essential for career development and the
distribution of performance-related bonuses.

Cosa garantisce la Posta Elettronica Certificata (PEC) rispetto alla posta ordinaria?

L
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QUESITI N. 55
I1 Senato accademico.
Il responsabile del procedimento amministrativo.

Direct awarding is a simplified procedure that can be used for low-value contracts without the need
for a full competitive tender. However, the administration must still ensure transparency and
impartiality by consulting different suppliers. This method is designed to speed up small purchases
for daily office needs.

A cosa serve la "navigazione in incognito"?
QUESITI N. 56

L’eccesso del potere.

I1 PIAO

Merit-based career advancement is a fundamental principle of the modern public administration
reform. Promotions are linked to performance results, skills acquired through training, and the
outcomes of internal evaluations. This system aims to motivate staff and to ensure that the most
capable individuals hold higher responsibilities.

Cosa s'intende per "sincronizzazione dei file" tra PC e Cloud?

QUESITI N. 57

Com'e composto il Consiglio di Amministrazione e quanto dura in mandato?
Quali sono 1 casi di esclusione del diritto di accesso?

The principle of most economically advantageous tender allows the administration to choose the offer
that provides the best value for money. This means that quality, environmental impact, and social
criteria can be considered alongside the price. This approach promotes the sustainability and
innovation of public investments.

Cosa sono i cookie e qual ¢ la funzione.

QUESITI N. 58
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Cos'¢ il Piano Triennale di Prevenzione della Corruzione (PTPCT)?
L’accesso civico generalizzato.

Any form of harassment or discrimination in the workplace is strictly forbidden and subject to severe
penalties. Public administrations are committed to creating an inclusive environment where every
employee is treated with dignity. Dedicated committees are often established to monitor and prevent
such behaviors within the organization.

Qual ¢ I'importanza del "calendario condiviso" in un ufficio amministrativo?
QUESITIN. 59

II CCNL.

Il soccorso istruttorio

The internal organizational structure of a public body is defined by official regulations and decrees.
Each department has specific functions and responsibilities, coordinated by a manager who oversees
the daily operations. Collaborators play a vital role in supporting the management in achieving the
institutional mission.

Differenza tra hardware e software.
QUESITI N. 60

Parli delle tipologie del personale nell’ateneo.
Il Piano strategico.

The "Once Only" principle aims to reduce the administrative burden on citizens and businesses by
sharing data between authorities. Once a piece of information is provided to one office, it should be
accessible to all other public entities. This requires high standards of data quality and technical
integration.

La posta elettronica certificata.
QUESITI N. 61

Chi cura 'esecuzione delle delibere del Consiglio di Amministrazione?
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I controinteressati del provvedimento amministrativo.

The management of human resources involves planning the staff needs according to the strategic
goals of the administration. This process includes analyzing the current skills and identifying the areas
where new recruitment or training is necessary. Efficient HR management is the backbone of a high-
performing public body.

Cosa s'intende per "aggiornamenti di sicurezza" del sistema operativo?
QUESITI N. 62

Parli dell’accreditamento dell'universita.

Obblighi di pubblicazione dei dati relativi a bandi e concorsi.

Maternity and paternity leave are protected rights that aim to support the balance between work and
family life. During these periods, the employment relationship is suspended, but the worker retains
their position and salary benefits. The administration promotes policies that help parents reintegrate
into the workplace after their leave.

Cosa s'intende per "condivisione con permessi di sola lettura"?
QUESITI N. 63

Differenza fra dati sensibili e dati anonimizzati.

Differenza fra diritto soggettivo e interesse legittimo.

Artificial Intelligence can be used in the public sector to automate repetitive tasks and analyze large
amounts of data. This technology helps officials make more informed decisions and improve the
quality of public services. However, human supervision remains necessary to ensure fairness and
prevent algorithmic bias.

Che cos’¢ il backup.
QUESITI N. 64
Quali sono 1 doveri del dipendente in servizio?

Elenchi i principi cardine dell’azione amministrativa (art. 1 L. 241/90).
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Working in the public sector requires a strong commitment to serving the community with
impartiality and transparency. Employees must act according to the law and avoid any behavior that
could damage the reputation of the institution. Continuous learning is encouraged to adapt to the
evolving needs of the citizens.

Qual ¢ la differenza tra condividere un file "come collegamento" e inviarlo "come allegato"?
QUESITI N. 65

Le fonti di finanziamento della ricerca negli atenei.

L’accesso civico.

Public employees have the right to join trade unions and participate in collective actions to defend
their professional interests. These organizations represent workers during negotiations with the
administration regarding working hours and safety. Maintaining a constructive dialogue between the
parties is essential for a harmonious workplace.

In una piattaforma come Microsoft Teams, cos'é un "Canale"?
QUESITI N. 66

Quali sono le fonti che disciplinano il rapporto di lavoro pubblico?
Parli della trasparenza come livello essenziale delle prestazioni.

Leave of absence for personal or family reasons may be granted to public employees according to the
current regulations. Some types of leave are paid, while others are not, depending on the duration and
the specific circumstances. Proper documentation must be submitted to the human resources office
for approval.

Cos'e la "cronologia delle versioni" di un file online?
QUESITI N. 67
Differenza fra dottore di ricerca e ricercatore.

Chi ¢ il Responsabile della Prevenzione della Corruzione e della Trasparenza (RPCT)?

L




UNIVERSITA DI NAPOLI

LORIENTALE

Concorso Pubblico, per esami, per la copertura di n. 3 posti di Area dei Collaboratori, settore
professionale amministrativo, con competenze specifiche amministrative — di cui n. 1 posto
prioritariamente riservato alle categorie di cui al DLGS N.66/2010, ART.1014, Comma 1, lett.
A) e 678, comma 9, con contratto di lavoro subordinato a tempo pieno e indeterminato, - codice
concorso COLLAB — AMM- 2025.

Bando D.D.G. n. 905/2025 — Prot n. 0060612 del 20/11/2025

PROVE ORALI

Training plans for public employees are drafted annually to address the skills gap and technological
changes. Participation in these courses is often mandatory and considered part of the working hours.
Investing in human capital is crucial for the continuous improvement of the administrative action.

Quali sono i requisiti minimi di una password considerata "sicura"?

QUESITI N. 68

Le tipologie, le caratteristiche e le differenze dei corsi di laurea e le modalita di accesso.
L’impugnativa degli atti amministrativi.

The duty of exclusive service prevents public employees from taking up other jobs that could interfere
with their institutional tasks. Exceptions are strictly regulated and usually require prior authorization
from the administration. This rule ensures that the employee’s primary focus remains on the public
interest.

Cosa s'intende per "firma digitale" applicata a un documento inviato via email?
QUESITI N. 69
Si descriva l'applicazione del lavoro agile nelle universita.

Si tratti della prevenzione della corruzione nella P.A. e dei compiti del Responsabile della
prevenzione, della corruzione e della trasparenza.

Data breaches can have severe consequences for the reputation of a public body and the privacy of
citizens. Implementing strong passwords and multi-factor authentication is a simple but effective way
to improve security. Collaborators must follow the institutional cybersecurity policy and report any
suspicious activity on their accounts.

Cosa indica 1l messaggio di errore #RIF! in una cella di Excel?
QUESITIN. 70

Si descrivano i centri ¢ 1 servizi nell'universita.

Il Codice di comportamento (DPR 62/2013): finalita.

Employees who are victims of mobbing or psychological pressure in the workplace can seek help
from dedicated support services. The administration has a duty to protect the psychological well-
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being of its staff and to intervene in case of conflict. A healthy work environment is essential for the
efficiency of the office.

Qual ¢ il compito principale di un software Antivirus?

QUESITIN. 71

Si descrivano la contabilita finanziaria e la contabilitad economico-patrimoniale.
Si descriva l'accesso civico generalizzato.

Artificial Intelligence can be used in the public sector to automate repetitive tasks and analyze large
amounts of data. This technology helps officials make more informed decisions and improve the
quality of public services. However, human supervision remains necessary to ensure fairness and
prevent algorithmic bias.

Spieghi il concetto di "Nota a pi¢ di pagina" e la differenza con la "Nota di chiusura".
QUESITIN. 72

La rappresentanza degli studenti nell’ateneo.

Cosa s'intende per semplificazione amministrativa?

The use of social media by public employees is subject to specific guidelines to prevent the disclosure
of confidential information. Personal opinions should not be presented as official statements of the
administration. Maintaining a professional tone online is part of the general duty of loyalty to the
institution.

Cos'¢ un "Browser" € a cosa serve?

QUESITIN. 73

Cos'e il fondo di finanziamento ordinario (FFO)?
La nomina degli autorizzati al trattamento dei dati.

The right to strike is guaranteed by the constitution but is subject to limitations in the public sector to
ensure essential services. Workers must provide advance notice, and a minimum level of activity
must be maintained to protect the rights of citizens. Failure to respect these rules can lead to legal
consequences.
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Cosa indica il protocollo "HTTPS" nell'indirizzo di un sito web?
QUESITI N. 74

L’accreditamento dei corsi di studio.

L’autocertificazione e le dichiarazioni sostitutive (DPR 445/2000).

The "Consip" portal is the national digital platform used by Italian public administrations to purchase
goods and services. By centralizing purchases, the government can negotiate better prices and ensure
standard quality levels. Collaborators must be trained to use this system to optimize the office's
procurement activities.

Qual ¢ l'utilita del comando "Blocca riquadri"?
QUESITI N. 75

La performance nell’ Ateneo.

La discrezionalita amministrativa.

Contflict of interest in public procurement occurs when an official involved in the process has a
personal interest in one of the competing companies. To prevent this, all members of the evaluation
committee must sign a declaration of impartiality. Transparency is the best defense against corruption
in the awarding of contracts.

Cosa succede se si trascina una formula con riferimenti relativi verso il basso?
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QUESITI N. 76
I corsi post-laurea.
Il principio di autotutela nell’amministrazione.

Framework agreements are used to establish the terms for a series of contracts to be awarded over a
period of time. This tool allows the administration to save time and money by avoiding separate
tenders for recurring needs, such as office supplies or maintenance. It ensures a stable relationship
with the selected suppliers.

Cosa s'intende per "rientro di prima riga"?

QUESITIN. 77

Il contenuto e le finalita del Piano Integrato di Attivita e Organizzazione (PIAO).
I1 Rettore.

Public subsidies and grants are financial contributions provided by the administration to support
specific projects or categories of citizens. The selection of beneficiaries must follow transparent and
objective criteria to ensure fairness. Collaborators assist in managing the applications and verifying
the actual use of the funds.

Cosa s'intende per "allineamento centrato"?
QUESITIN. 78

L'autonomia didattica delle universita.

I silenzio rigetto.

The final balance sheet provides a comprehensive overview of the financial results of the
administration at the end of the fiscal year. It compares the actual results with the initial forecasts and
explains any significant variations. This document is essential for the evaluation of the economic
performance of the public body.

Qual ¢ la funzione del comando "Trova e sostituisci"?
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QUESITIN. 79
Il lavoro a distanza nelle universita.
La fase istruttoria del procedimento amministrativo.

Flectronic invoicing is mandatory for all suppliers of the public administration to simplify the
payment process and prevent tax evasion. Invoices must be submitted through the national exchange
system (SDI) in a specific digital format. Administrative staff are responsible for verifying and
approving these documents for payment.

Cos'e un "Modello" (.dotx) in Word?

QUESITI N. 80

La transizione digitale e dei suoi ambiti applicativi nell'universita.
11 Responsabile del Procedimento.

European Union funds provide significant resources for regional development and research projects
within the public administration. Managing these funds requires strict adherence to EU regulations
and reporting standards. Collaborators are often involved in the financial monitoring and the
preparation of the documentation for audits.

Cosa s'intende per "formato numerico" di una cella?
QUESITI N. 81

Composizione e compiti del Senato Accademico.

Il principio di trasparenza dell’azione amministrativa.

Public accounting rules require that every expenditure is covered by a specific budget allocation
before it is authorized. The financial controller verifies the legality and the availability of funds for
each administrative act. This process ensures the financial stability and the accountability of the
public body.

Cosa si intende per "estensione di un file" (es. .pdf, .zip)?
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QUESITI N. 82
Direttore generale e le sue funzioni principali.
La patologia dell’atto amministrativo.

A commitment of expenditure is the first stage of the public spending process, where a specific
amount of money is reserved for a future payment. It follows the verification that the expense is
consistent with the institutional goals and the budget limits. This ensures that the administration does
not exceed its financial resources.

Cosa s'intende per "testo ancorato” a un'immagine?
QUESITIN. 83

Gli Uffici Relazioni con il Pubblico (URP) e il loro ruolo.
L’impugnativa degli atti amministrativi.

Tax compliance is a mandatory requirement for all companies that want to work with the public
administration. The "DURC" certificate confirms that a supplier has paid all social security
contributions for its employees. The administration cannot proceed with a payment if this document
is not valid.

Cosa s'intende per "grafico a torta" e quando ¢ preferibile usarlo?
QUESITI N. 84

Chi nomina il Direttore Generale e quali sono i requisiti professionali?
Che cos'e la comunicazione di avvio del procedimento?

The execution of a public contract is monitored by the administration to ensure that the supplier
respects the terms and quality standards agreed upon. If the performance is unsatisfactory, the
administration can apply penalties or even terminate the agreement. Collaborators often assist in
checking the progress of the work or services.

Qual ¢ il ruolo del Sistema Operativo?
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QUESITI N. 85
Quali sono i compiti del Rettore come rappresentante legale dell’ Ateneo?
Descriva il diritto di accesso ai documenti amministrativi (L. 241/90).

An invitation to tender is the official document that describes the technical requirements and the
conditions for participating in a public procurement. Interested companies must submit their offers
within the deadline, providing evidence of their economic and professional capacity. The evaluation
process is conducted by a specialized committee.

Cosa s'intende per "cronologia di navigazione"?

QUESITI N. 86

Gli organi collegiali dell’universita.

Il processo di dematerializzazione di procedimenti e dei provvedimenti.

Auditing activities are conducted to verify that public resources are used according to the law and
with efficiency. Internal auditors examine the financial records and the administrative procedures to
identify potential risks or irregularities. Their reports provide recommendations for improving the
management of the organization.

Cosa s'intende per "periferica di output"?
QUESITI N. 87

L’ Abilitazione scientifica nazionale.

Il responsabile del trattamento dei dati personali.

An administrative act can be annulled if it is affected by a violation of the law, incompetence, or
excess of power. These flaws represent the main grounds for an appeal before the Regional
Administrative Court. Identifying these errors in the early stages of the procedure is a fundamental
duty of the staff.

Quale programma si usa per effettuare le operazioni di calcolo.
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QUESITI N. 88
Attivita vincolate e attivita discrezionale dell’amministrazione.
I compiti del nucleo di valutazione dell’ateneo.

The execution of a public contract is monitored by the administration to ensure that the supplier
respects the terms and quality standards agreed upon. If the performance is unsatisfactory, the
administration can apply penalties or even terminate the agreement. Collaborators often assist in
checking the progress of the work or services.

Qual ¢ il ruolo del Sistema Operativo?

QUESITI N. 89

La tutela della privacy.

La contrattazione collettiva in ambito universitario.

The "right to be heard" is a key element of the administrative process, allowing citizens to present
their observations before a final decision is made. This participation ensures that the administration
has all the necessary information to act fairly. Collaborators manage the acquisition of these
documents into the official file

Cosa si intende per "layout di diapositiva"?
QUESITIN. 90

Il bilancio nelle universita.

Accesso civico.

The annual budget is the planning document that outlines the expected revenues and expenditures of
the administration for the following year. It must be approved by the competent authority and
published to ensure transparency. Collaborators support the administrative offices in collecting data
for the preparation of the budget.

Cosa s'intende per "periferica di input"?
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QUESITIN. 91
Il soccorso istruttorio.
Il contratto di Lavoro nell’universita e il periodo di prova.

The right of access to administrative documents is limited by the need to protect the privacy of third
parties or national security. When a request is denied, the administration must provide a detailed
explanation of the legal reasons for the refusal. The applicant can then challenge the decision before
the competent authority.

Cos'e un "Firewall" in termini logici?

QUESITI N. 92

L’accesso agli atti amministrativi.

La classificazione del personale Tab e le possibili prospettive di carriera.

The principle of proportionality requires that administrative measures do not exceed what is strictly
necessary to achieve the public goal. This means that the administration should choose the least
restrictive option for the citizen's rights. This evaluation is particularly important in the context of
sanctions or restrictive provisions

Cosa s'intende per "profilo utente" in una piattaforma.
QUESITI N. 93

It Consiglio di dipartimento.

L’efficacia dell’atto amministrativo

The Service Charter is a document in which the administration defines the quality standards of the
services offered to the public. It includes information on processing times, accessibility, and the
procedures for filing a complaint. This tool promotes a culture of accountability and continuous
improvement within the office.

Perché ¢ importante 'uso di immagini ad alta risoluzione?
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QUESITI N. 94

Si descrivano i Dipartimenti universitari, con particolare riferimento ai loro organi e al
funzionamento.

Si descriva 'annullabilita di provvedimenti amministrativi.

Public property is subject to specific legal protection and cannot be sold or used for private purposes
without a formal authorization. The administration is responsible for the maintenance and valorization
of these assets for the benefit of the community. Collaborators often manage the requests for the
temporary use of public spaces.

Cosa si intende per "firma automatica" in calce?
QUESITIN. 95

I finanziamenti nell’universita.

Il conflitto di interessi

The validity of an administrative act depends on its compliance with all the legal requirements
regarding its form, content, and procedure. If an act is found to be invalid, it may be revoked or
modified by the administration to restore legality. Collaborators play a key role in the preliminary
check of these requirements.

Cosa s'intende per "driver" di una periferica?

QUESITI N. 96

Si illustrino i Master Universitari e la differenza tra Master e Scuole di Specializzazione.
I Codice dell’ Amministrazione Digitale

Self-certification is a tool that simplifies the relationship between the administration and the citizens
by replacing official certificates with personal declarations. The administration has the duty to carry
out sample checks to verify the truthfulness of the information provided. False statements can lead to
criminal prosecution.

E possibile inserire un foglio Excel dentro una slide?
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QUESITI N. 97
Le iniziative a sostegno degli studenti.

Ai sensi di quanto previsto dalla legge 190/2012, cosa succede ad un dipendente pubblico che segnali
un illecito.

The inventory of public assets includes all the properties, equipment, and vehicles owned by the
administration. Each item must be identified and its value recorded in the official registry.
Collaborators are often tasked with updating the inventory and managing the disposal of obsolete
equipment.

Come si definisce |' "interlinea" in un testo?

QUESITI N. 98

Il sistema di misurazione e valutazione: obiettivi individuali vs organizzativi.
I buon andamento nella Pubblica Amministrazione.

The principle of legal certainty requires that administrative acts are clear and predictable for all
citizens. This allows individuals to plan their activities without the fear of sudden and unjustified
changes in the rules. Collaborators must ensure that every notification is sent according to the legal
deadlines

In Excel, cos'é 1a "Barra della Formula"?
QUESITI N. 99

Le incompatibilita del pubblico dipendente.
Il potere sostitutivo dei dirigenti.

The front office is the primary point of contact for students and citizens seeking information or
assistance. Staff members must be able to explain complex procedures in simple terms and guide
users through the digital platforms. A polite and professional attitude is essential for providing a high-
quality service.

Qual ¢ la differenza tra memoria RAM e memoria su disco (Hard Disk)?
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QUESITI N. 100
Le figure di ricerca nell’universita.
Si descriva I’obbligo di motivazione del provvedimento amministrativo.

The annulment of an administrative act in self-defense (autotutela) occurs when the administration
itself recognizes that an act is unlawful or no longer convenient for the public interest. This procedure
requires a careful balancing of the interests involved and a clear motivation. It is a tool for correcting
errors without the need for a court ruling.

Cosa s'intende per "notifica push" in un'app di collaborazione?
QUESITIN. 101

Il ruolo del Garante degli studenti.

Si indichi quali atti sono sottratti al diritto di accesso e per quali ragioni.

Internal regulations are secondary sources of law that define the specific rules for the functioning of
a public body. They must be consistent with national legislation and are often published on the
institutional website for public consultation. Staff members must strictly follow these rules during
their daily operations.

Qual ¢ lo scopo della visualizzazione "Sequenza diapositive"?
QUESITI N. 102

La conclusione del procedimento amministrativo

Parli del Data Protection Officer.

The Ombudsman is an independent official who investigates complaints from citizens against public
administrations for maladministration or violation of rights. This role aims to provide an informal and
free alternative to legal action, promoting a more transparent and fair bureaucracy. Collaborators must
cooperate with the Ombudsman during the investigation.

Qual ¢ I"applicativo che permette di poter creare un provvedimento amministrativo.
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QUESITIN. 103
Parli del personale contrattualizzato nelle universita.
Quali sono i dati sensibili secondo il GDPR (categorie particolari)?

The introduction of flexible working hours allows employees to manage their tasks while considering
their personal needs. This flexibility can lead to higher productivity and job satisfaction, provided
that the office's operational requirements are met. Core hours are usually established during which all

staff must be present.

Cosa s'intende per "riunione virtuale" o "videoconferenza"?




