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Zorunlu

Ogretim Goérevlisi Serap Tezsezer

Ogretim Gorevlisi Serap Tezsezer

Ydnetici asistani olarak is yasaminda gerekli donanim ve bilgiyi,blro

ortaminda kullanarak,yoneticiyi asiste edebilmektir.

Yonetici sekreterliginin tanimi. Dinyada ve llkemizde yonetici sekreterligi.
Yonetici sekreterinin islevleri. Yonetici sekreterinin nitelikleri ve &zellikleri.
Ydnetici sekreterinin dis gériinim o6zellikleri(fiziki gérinim 6zellikleri).
Ydnetici sekreterinin fiziki gérinimund batinleyici dzellikleri. Yénetici
sekreterinin duyussal ve bilissel 6zellikleri. Yonetici sekreterinin diger

ozellikleri.

planlayabilme.

. Ogretim
Dersin Ogrenme Ciktilan Yéntemleri
Meslek ile ilgili kavramlar tanimayabilme. 12
Mesledin gerektirdigi kisisel nitelikleri agiklayabilme. 1,2
Orgiitiin ic ve dis cevresiyle etkin bir iletisim 12
kurabilme. !
Mesledi sektordeki diger mesleklerle 12
karsilastirabilme. !
Bilgi ve iletisim teknolojilerini kullanarak 12

Bilgi ve donanimini organizasyona aktarabilme. 1,2

Olcme
Yontemleri




Ogretim

Yéntemleri: 1-Anlatim, 2-Agiklama

Olcme

. . A-Ara sinav, B-Yariyil sonu sinavi
Yontemleri:

DERS AKISI
Hafta Konular
1 Dunyada ve Turkiye'de sekreterlik meslegi
2 Sekreterlik ile ilgili kavramlar ve turleri
3 Sekreterin kisilik 6zellikleri
4 Sekreterin kisilik 6zellikleri
5 Sekreterin mesleki 6zellikleri
6 Sekreterin mesleki 6zellikleri ve uygulamalari
7 Sekreterin mesleki uygulamalar
8 Yonetici asistanliginin tarihsel gelisimi
9 ARASINAV
10 YOnetici asistaninin yeri ve dnemi
11 Ydnetici asistaninin yeri ve énemi
12 Yénetici asistaninin dzellikleri
13 Yénetici asistaninin dzellikleri
14 Yonetici asistaninin diger galisanlardan farki

On Hazirhk

Yonetici
Sekreterligi-Hasan
Tutar-Nobel

Yonetici
Sekreterligi-Hasan
Tutar-Nobel

Yonetici
Sekreterligi-Hasan
Tutar-Nobel

Yonetici
Sekreterligi-Hasan
Tutar-Nobel

Yonetici
Sekreterligi-Hasan
Tutar-Nobel

Yonetici
Sekreterligi-Hasan
Tutar-Nobel

Yonetici
Sekreterligi-Hasan
Tutar-Nobel

Yonetici
Sekreterligi-Hasan
Tutar-Nobel

Yonetici
Sekreterligi-Hasan
Tutar-Nobel

Yonetici
Sekreterligi-Hasan
Tutar-Nobel

Yonetici
Sekreterligi-Hasan
Tutar-Nobel

Yonetici
Sekreterligi-Hasan
Tutar-Nobel

Yonetici
Sekreterligi-Hasan
Tutar-Nobel




Yoénetici

15 Yénetici asistaninin diger calisanlardan farki Sekreterligi-Hasan
Tutar-Nobel
KAYNAKLAR
Ders Notu Yonetici Sekreterligi-Hasan Tutar-Nobel

Temel Yonetici Asistanligi Dr.irfan Misirli-Beden Dili-Zuhal Acar Batlas-Sekreterlik

Diger Kaynaklar i
Bilgisi-Hasan Tutar-M.Altin6z-S.Aygen

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 SAYISI KATKI YUZDESI
Arasinav 1 40

Yil iginin Basariya Orani 40

Finalin Basariya Orani 1 60

Toplam 2 100

DERS KATEGORIiSi Sosyal Bilimler %100

DERSiN PROGRAM GIKTILARINA KATKISI

.o Katki Dizeyi
No Program Ogrenme Ciktilar

1.2/3 4 5




Cahstigi  kurum veya kurulusta biro hizmetlerini etkin bir bigimde
gercgeklestirir

1 X
2 Alaninda bagimsiz galisabilme, mesledi ile ilgili problemleri tanimlama, X
modelleme ve ¢ézme becerisini gosterir
3 | Bagl oldugu yonetici ya da ydneticilerin gtinlik islerini organize eder X
4 Kurumun gergeklestirecegdi etkinlikleri planlayip ydnlendirebilecek birikime ve
modern protokol bilgilerine sahiptir X
5 Kurumun merkezinde gorev yapan bir galisan olarak insan iliskileri ve iletisimi X
etkili bir bicimde gergeklestirir
Caddas buro ortamlarinda gereksinim duyulan teknolojiyi, cagdas teknikleri
6  ve galisma araclarini rahathkla kullanir ve bu alanlardaki gelismeleri takip X
eder.
- Tum servislerle ve baska isletmelerin bltlin departmanlariyla takim galismasi X
yapar
Kalite ve toplam kalite yénetimi konularinda biling sahibidir
8 X
Mesleki etik ve sorumluluk ile gevre bilincine sahiptir
9 X
Ulusal ve uluslararasi gagdas sorunlari takip eder
10 X
Atatiirk Ilkeleri ve Inkilaplar ve Tirkgeyi kullanma konusunda yeterli bilgiye
11 sahip olabilme.
Bliro Yonetimi ve Yonetici Asistanhdl alaninda yenilikleri takip edebilecek ve
12 meslektaslar ile iletisim kurabilecek dlizeyde mesleki yabanci dil bilgisine
sahip olabilme.
TS / IS YUOKU TABLOSU
L Toplam
Etkinlik SAYISI ;SS“::)' ts Yika
(Saat)
Ders Siresi (Sinav haftasi dahildir: 15x toplam ders saati) 15 4 60
Sinif Disi Ders Calisma Siresi(On calisma, pekistirme) 15 4 60
Ara Sinav 1 20 20
Kisa Sinav
Odev(ler)/Seminer(ler) 5 4 20

Uygulama (Lab., Atdlye, Arazi,... Raporlar)




Yariyil sonu sinavi

Toplam is Yiikii 180

Toplam is Yiikii / 30 (s) 6

Dersin AKTS Kredisi 6
Course Introduction Form (ingilizce) Form 2b:

Course Information

Ye_ar of Course Title Code Semester L+P Hour Credits ECTS
Curriculum
2013 Executive BYA13203 3 4 4 6
Assistant

Prerequisites -
Languag_e of Turkish
Instruction
Course Level Associate Degree
Course Type Compulsory
Department/Program

. Ogretim Gorevlisi Serap Tezsezer
Coordinator 9 P
Instructors Ogretim Gorevlisi Serap Tezsezer

Assistants -

the other features.

The necessary equipment and knowledge at work as an administrative
Goals assistant, office environment, using the administrator to be able to assist.

Definition of Executive Secretariat. Executive secretary of the world and in
our country. Functions of the executive secretary. Executive secretary of
the qualities and characteristics. Executive secretary of the external
appearance properties (physical appearance features). Executive secretary
Content of the complementary characteristics of physical appearance. Executive
secretary of the affective and cognitive properties. Executive secretary of




Learning Outcomes

Student will be able to define the concepts related to the
profession.

Student will be able to to explain the personal qualities
required by the profession.

Student will be able to communicate effectively of
organization with internal and external environment

Student will be able to compare professions in the industry
to the other professions.

Student will be able to plan for Using information and
communication technologies.

Student will be able to transfer knowledge and equipment
to the organization.

Teaching
Methods

1-2

1-2

1-2

1-2

1-2

1-2

Assessment
Methods

A-B

A-B

A-B

A-B

A-B

A-B

Teaching . .
Methods: 1- Narration, 2- Explanation
Assessment ) .
Methods: A- Midterm exam, B- Final exam.

COURSE CONTENT

Week Topics

1 Professional secretaries in Turkey and in the world.

Secretarial and types of related concepts

2

3 Secretary of personality traits

4 Secretary of personality traits

5 Professional characteristics of the Secretary

6 Secretary of professional features and applications
7 Professional practice of the Secretary

Study Materials

Executive
Secretariat-Hasan
Tutar-Nobel

Executive
Secretariat-Hasan
Tutar-Nobel

Executive
Secretariat-Hasan
Tutar-Nobel

Executive
Secretariat-Hasan
Tutar-Nobel

Executive
Secretariat-Hasan
Tutar-Nobel

Executive
Secretariat-Hasan
Tutar-Nobel

Executive
Secretariat-Hasan
Tutar-Nobel




The historical development of executive assistantship

Executive
Secretariat-Hasan

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

Tutar-Nobel
9 Midterm Exam
Executive
The importance of administrative assistant Secretariat-Hasan
10 Tutar-Nobel
Executive
The importance of administrative assistant Secretariat-Hasan
11 Tutar-Nobel
Executive
Executive assistant features Secretariat-Hasan
12 Tutar-Nobel
Executive
Executive assistant features Secretariat-Hasan
13 Tutar-Nobel
Executive
Administrative assistant difference to other employees Secretariat-Hasan
14 Tutar-Nobel
Executive
Administrative assistant difference to other employees Secretariat-Hasan
15 Tutar-Nobel
RECOMMENDED SOURCES
Executive Secretariat-Hasan Tutar-Nobel
Textbook
-Main Executive Assistant
Additional Resources -Body Language-
-Secretariat of Information
MATERIAL SHARING
Documents http://personel.kirklareli.edu.tr/serap-tezsezer/
Assignments http://personel.kirklareli.edu.tr/serap-tezsezer/




ASSESSMENT

IN-TERM STUDIES QUANTITY PERCENTAGE
Midterm 1 40
Contribution of in-term studies to overall grade 40
Contribution of final examination to overall grade 1 60
Total 2 100
COURSE CATEGORY 100% Social Sciences

COURSE'S CONTRIBUTION TO PROGRAM

Contribution
No Program Learning Outcomes

12345
The institution or organization performs clerical services in an effective manner
1 X
Work independently in the field, identify problems related to the profession,
2 | indicates that the ability to model and solve X
3 Is connected to the manager or managers organize their daily work X
Knowledge and modern protocol to guide the organization to plan and details of
4 | events has to be realized X
Acting as an employee of the Agency in the center of effective human relations
5 | and communication performs X
6 Modern office environments, technology needed, use the modern techniques and X
tools for working comfortably and will follow developments in these areas.
7 | All services and other businesses teamwork makes all departments X
8 | The owner is conscious of quality and total quality management X
9 | With professional ethics and responsibility is an environmentally conscious X
10 Followed by national and international contemporary issues X
11 Students will have adequate knowledge on using the Turkish language, Ataturk’s

principles and history of the Turkish revolution.

12  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.

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 4 60
Hours for off-the-classroom study (Pre-study, practice) 15 4 60
Mid-terms 1 20 20
Homework(s)/Seminar(s)
Practice (Lab., Workshop, Area,... Reports) 5 4 20
OthErs (Lo )
Final examination
Total Work Load 1 20 20
Total Work Load / 30 (h) 180
ECTS Credit of the Course 6




