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Koordinatori
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Dersin Yardimcilari
Bliro Yonetiminin amaclari ve yonetim bilgi sistemi igindeki yerini

Dersin Amaci kavramak, organlzas.yon |Ikeler|r-1lf1 Puro y.onetlmlne )
uygulatmaktir.Organizasyonun fiziki ve psiko-sosyal yapisi ve bliro
otomasyonu ile ilgili temel bilgileri kazandirmaktir.
Ydnetimin unsurlarini ve biiro ydnetiminin temel kavramlarini

Dersin Igerigi aciklayabilmek, bliro yénetiminin fonksiyonlarini, is akisini ve ofis
otomasyonunu uygulayabilme.

. Ogretim Olcme
Dersin Ogrenme Ciktilar Yontemleri Yontemleri
1-Blro ydnetimi ile ilgili temel kavramlari tanimlayabilme. 1,2 A B
2-Ydnetimin fonksiyonlarini agiklayabilme. 1,2 A, B
3-Is y®énetim bilgi ve becerisini uygulayabilme. 1,2 A, B
4-Herhangi bir is 6rgltlinin isleyis ve yonetim anlayisini 12 A B
cdzimleyebilme. ! !
5-Biro Yonetimi igerisindeki faaliyetleri diizenleyebilme. 1,2 A, B
6-Modern bilro yonetimi anlayisini benimseyerek is

o S 1,2 A, B
yasaminda dederlendirebilme.
Ogretim
Yéntemleri: 1-Anlatim, 2-Agiklama
OII.(;me . A-Ara sinav, B- Yariyil sonu sinavi
Yontemleri:




DERS AKISI

Hafta Konular

10

11

12

Blro kavrami

Biro yonetimi kavrami-Blirolarda planlama

Plan turleri-Blrolarin érgitlenmesi

Bolimlendirme(deparmantasyon)

Birolarda koordinasyon teknikleri

Blrolarda yoneltme-Ydnetici Liderlik

Liderlik-Gug-Yetki devri-Etkililik ve Etkinlik

Blrolarda denetim kavrami

ARA SINAV

Biirolarda Is Yoénetimi

ise alistirma-Bilgi sistemleri

Biro otomasyon sistemi-Bilgi teknolojisi

On Hazirhk

Topaloglu, Melih;
Kog, Hakan, Bliro
Yoénetimi, Seckin
Yayincilik

Topaloglu, Melih;
Kog, Hakan, Bliro
Ydnetimi, Segkin
Yayincihk

Topaloglu, Melih;
Kog, Hakan, Bliro
Ydnetimi, Segkin
Yayincihk

Topaloglu, Melih;
Kog, Hakan, Bliro
Yoénetimi, Seckin
Yayincilik

Topaloglu, Melih;
Kog, Hakan, Bliro
Yénetimi, Seckin
Yayincilik

Topaloglu, Melih;
Kog, Hakan, Bliro
Ydnetimi, Segkin
Yayincihk

Topaloglu, Melih;
Kog, Hakan, Bliro
Ydnetimi, Segkin
Yayincihk

Topaloglu, Melih;
Kog, Hakan, Bliro
Yoénetimi, Seckin
Yayincilik

Topaloglu, Melih;
Kog, Hakan, Bliro
Yénetimi, Segkin
Yayincilik

Topaloglu, Melih;
Kog, Hakan, Bliro
Ydnetimi, Segkin
Yayincihk

Topaloglu, Melih;
Kog, Hakan, Bliro
Ydnetimi, Segkin
Yayincihk




13 Birolarda iletisim

14 Yazisma Teknikleri

15 Yazisma Teknikleri

Topaloglu, Melih;
Kog, Hakan, Bliro
Yonetimi, Seckin
Yayincilik

Topaloglu, Melih;
Kog, Hakan, Bliro
Yonetimi, Seckin
Yayincilik

Topaloglu, Melih;
Kog, Hakan, Bliro
Ydnetimi, Segkin
Yayincihk

KAYNAKLAR

Ders Notu Topaloglu, Melih; Kog, Hakan, Biro Yénetimi, Seckin Yayincilik.

Diger Kaynaklar Topaloglu, Melih; Kog, Hakan, Biro Yénetimi, Seckin Yayincilik.

MATERYAL PAYLASIMI

Dokiimanlar http://personel.kirklareli.edu.tr/serap-tezsezer//
Odevler http://personel.kirklareli.edu.tr/serap-tezsezer//
Sinavlar http://personel.kirklareli.edu.tr/serap-tezsezer//

DEGERLENDIRME SiSTEMi

YARIYIL ICi CALISMALARI
Ara Sinav

Yil icinin Basariya Orani
Finalin Basariya Orani

Toplam

SAYISI

KATKI YUZDESI
%40
%40
%60

%100

DERS KATEGORIisSi

SOSYAL BILIMLER %100




DERSIN PROGRAM GIKTILARINA KATKISI

R Katki Duzeyi
No|| Program Ogrenme Ciktilari
||
Calistigr  kurum veya kurulusta biro hizmetlerini etkin bir bigimde
1 || gergeklestirebilme. X
" |[ Alaninda bagimsiz calisabilme, mesledi ile ilgili problemleri tanimlama, T (N
2 || modelleme ve ¢dzme becerisi. X
3_ Bagl oldudu yonetici ya da yoneticilerin glnlik islerini organize edebilme. ] _X [
" | kurumun gerceklestirecedi etkinlikleri planlayip yonlendirebilecek birikime ve CTI
4 || modern protokol bilgilerine sahip olabilme. X
" |[ Kurumun merkezinde gbrev yapan bir calisan olarak insan iligkileri ve iletisimi T (N
5 || etkili bir bicimde gergeklestirebilme. X
[ Caddas buro ortamlarinda gereksinim duyulan teknolojiyi, cagdas teknikleri ve CTI
6 calisma araclarini rahatlikla kullanir ve bu alanlardaki gelismeleri takip X
edebilme.
] Tum servislerle ve baska isletmelerin blitin departmanlariyla takim calismasi T  (
7 || yapabilme. X
8_ Kalite ve toplam kalite yénetimi konularinda biling sahibi olabilme. 1] _X ]
9_ Mesleki etik ve sorumluluk ile gevre bilincine sahip olabilme. ] _X [ ]
; Ulusal ve uluslararasi gagdas sorunlari takip edebilme. CI T _X
" |[Atattrk ilkeleri ve inkilap Tarihi ve Tirkgeyi kullanma konusunda yeterli bilgiyel[ |[ |[ [ |[
11 ||sahip olabilme.
" |[Baro Yonetimi ve Yonetici Asistanlidi alaninda yenilikleri takip edebilecek ve C
12 meslektaslari ile iletisim kurabilecek diizeyde mesleki yabanci dil bilgisine sahip
olabilmek.
AKTS / is YUKU TABLOSU
Suresi Toplam
Etkinlik SAYISI (Saat) Is YUku
(Saat)
Ders Siresi (Sinav haftasi dahildir: 15x toplam ders saati) 15 3 45
Sinif Disi Ders Calisma Siresi(On calisma, pekistirme) 15 5 75
Ara Sinav 1 20 20




Kisa Sinav 2 1 2
Odev(ler) 5 3 15
Uygulama (Lab., Atdlye, Arazi,... Raporlari) - - -
Diger (Sunum/Seminer) - - -
Yariyil sonu sinavi 1 20 20
Toplam is Yiikii 177
Toplam Is Yiikii / 30 (s) 5,9
Dersin AKTS Kredisi 6
Course Introduction Form (ingilizce) Form 2b:
Course Information

Year of - ;
Curriculum Course Title Code Semester L+P Hour Credits ECTS

2013 agﬁnc:gement BYA13101 1 340 3 6
Prerequisites

Language of
Instruction

Course Level

Course Type

Department/Program
Coordinator

Instructors

Assistants

Goals

Content

Turkish

Associate Degree

Compulsory

Lecturar SERAP TEZSEZER

Lecturar SERAP TEZSEZER

Office Management objectives and understand its place in the management
information system, organization, office management, the implementation
of the principles of the organization's physical and psycho-social structure
and acquire the basics of office automation.

Planning and directing the activities carried out by institutions that may
have accumulated and modern protocol information.




Learning Outcomes

Students will be able to describe the basic concepts related to
the office management.

Students will be able to explain the functions of management.

Students will be able to acquire and apply knowledge and skills
in business management.

Students will be able to apply and analyse of the operation and
management of any business organization.

Students will be able to plan and organize activities within the
office of Management.

Students will be able to adopting the concept of modern office
management evaluates the business life.

Teaching
Methods

Assessment
Methods

T hi

Mzat:\ol:l‘sg: 1- Narration, 2- Explanation
Assessment ) .
Methods: A- Midterm exam, B- Final exam.

COURSE CONTENT

Week Topics

The concept of office

1

2 The concept and planning offices, office management
3 Organization of plan types-Offices

4 Segmentation (deparmantasyon)

5 Offices coordination techniques

6 Offices pipe-Executive Leadership

Study Materials

Topaloglu, Melih;
Kog, Hakan, Bliro
Yonetimi, Seckin
Yayincilik.

Topaloglu, Melih;
Kog, Hakan, Bliro
Ydnetimi, Segkin
Yayincilk.

Topaloglu, Melih;
Kog, Hakan, Bliro
Ydnetimi, Segkin
Yayincilk.

Topaloglu, Melih;
Kog, Hakan, Bliro
Yonetimi, Seckin
Yayincilik.

Topaloglu, Melih;
Kog, Hakan, Bliro
Yonetimi, Seckin
Yayincilik.

Topaloglu, Melih;
Kog, Hakan, Bliro




10

11

12

13

14

15

Leadership-Power-devolution-Effectiveness and Efficiency

The concept of audit offices

MID TERM

Offices in Business Management

Orientation-information systems

Information technology, office automation system

Offices communication

Writing Techniques

Writing Techniques

Yoénetimi, Seckin
Yayincilik.

Topaloglu, Melih;
Kog, Hakan, Bliro
Yoénetimi, Segkin
Yayincilik.

Topaloglu, Melih;
Kog, Hakan, Bliro
Ydnetimi, Segkin
Yayincilk.

Topaloglu, Melih;
Kog, Hakan, Bliro
Ydnetimi, Segkin
Yayincilk.

Topaloglu, Melih;
Kog, Hakan, Bliro
Yoénetimi, Seckin
Yayincilik.

Topaloglu, Melih;
Kog, Hakan, Bliro
Yénetimi, Seckin
Yayincilik.

Topaloglu, Melih;
Kog, Hakan, Bliro
Ydnetimi, Segkin
Yayincilk.

Topaloglu, Melih;
Kog, Hakan, Bliro
Ydnetimi, Segkin
Yayincihk.

Topaloglu, Melih;
Kog, Hakan, Bliro
Yoénetimi, Seckin
Yayincilik.

Textbook

Additional Resources

RECOMMENDED SOURCES

Topaloglu, Melih; Kog, Hakan, Buro Yonetimi, Seckin Yayincilik.

Topaloglu, Melih; Kog, Hakan, Buro Yonetimi, Seckin Yayincilik.

Documents http://personel.kirklareli.edu.tr/serap-tezsezer//
Assignments http://personel.kirklareli.edu.tr/serap-tezsezer//
Exams http://personel.kirklareli.edu.tr/serap-tezsezer//

MATERIAL SHARING




ASSESSMENT

IN-TERM STUDIES QUANTITY
MIDTERM 1
Contribution of in-term studies to overall grade

Contribution of final examination to overall grade 1

Total 2

PERCENTAGE

%40

%40

%60

%100

COURSE CATEGORY

Social Sciences %100

COURSE'S CONTRIBUTION TO PROGRAM

No Program Learning Outcomes

10

11

12

Students will be able to provide office services in the corporation and/or
institution they work effectively.

Students will gain the skills of working independently, identifying, modeling and
solving problems in their field of study.

Students will be able to organize the daily schedule of the manager or
managers they are responsible to.

Students will have general knowledge of modern protocol, planning and
managing the activities of the institution.

Students will be able to establish the human relations and communication
effectively as employees working at the center of the institution.

Students will be able to use the technology, modern techniques and working
equipment which is necessary in modern office environments properly, and
track the recent developments in these fields.

Students will be able to work in teams with other services and the departments
of other businesses.

Students will gain awareness of quality and total quality management.

Students will gain awareness of business ethics, responsibility and
environmental consciousness.

Students will be able to keep up with the contemporary national and
international problems.

Students will have adequate knowledge on using the Turkish language,
Ataturk’s principles and history of the Turkish revolution.

Students will gain necessary skills in vocational English to follow the
advancements in the office management and executive assistant sector and
communicate with their colleagues

Contribution

DEEEE
X

X
X
X
X
X
X
X
X
X




ECTS ALLOCATED BASED ON STUDENT WORKLOAD BY THE COURSE DESCRIPTION

Duration Total

Activities Quantity (Hour) Workload
(Hour)

Course Duration (Including the exam week: 15x Total course hours) 15 3 45
Hours for off-the-classroom study (Pre-study, practice) 15 5 75
Mid-terms 1 20 20
Quiz 2 1 2
Homework(s) / Active Participation in Class 5 3 15
Practice (Lab., Workshop, Area,... Reports) - - -
Others (Presantation(s) / Seminar(s)) - - -
Final examination 1 20 20
Total Work Load 177
Total Work Load / 30 (h) 5,9

ECTS Credit of the Course 6




