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Yonetimi

On Kosul Dersleri

Dersin Dili
Dersin Seviyesi

Dersin Tiiri

Boliim/Program
Koordinatori

Dersi Verenler

Dersin Yardimcilari

Dersin Amaci

Dersin igerigi

Tirkge

On lisans

Segmeli

Ogretim Gorevlisi Serap TEZSEZER

Ogretim Gorevlisi Nedim YAKUT

insan kaynaklar ydnetiminin &nemini vurgulamak,
is yasami yikseltmek igin

organizasyonlarda

verimliligi arttirmak ve kalitesini nasil

uygulandigini 6gretmektir.

Yénetim kavrami ve Insan Kaynaklari Yénetimine Giris: Temel islevleri,
Orgiutlenmesi; Isgiicii Planlamasi: Yontemleri, Planlama araclari; Is
Analizleri: Is tanimlari, Is gerekleri; ise Alma: Bulma, Segcme; Ise Alistirma:
Personel Egitimi: Y®ntemler, Ilkeler, Degerleme;
Yontemler, Dederleme hatalar; Disiplin: Tulrleri, Sistemin olusturulmasi,
Ceza uygulamasi; Ucret Yonetimi: Is dederlemesi, Ucret ydntemleri, Ucret
arastirmalari; Diger Personel Hizmetleri

Personel Degerleme:

Dersin Ogrenme Ciktilari

Insan Kaynaklar Yénetimine iliskin temel
kavramlari tanimlayabilme.

Insan Kaynaklarinin organizasyonu ve
y6netimini agiklayabilme.

Insan Kaynaklari faaliyetlerini yorumlayabilme.

Insan Kaynaklari Yénetimi faaliyetlerinde
kullanilan yéntemleri ayirt edebilme.

Insan Kaynaklar Yénetimi unsurlarini dogru
sekilde birlestirebilme.

Ogretim Yontemleri Olgme Yontemleri

Odev, ara sinav, yariyil
sonu sinavi

Anlatim, tartisma, soru-
cevap, 6rnek olay

Odev, ara sinav, yariyil
sonu sinavi

Anlatim, tartisma, soru-
cevap, 6rnek olay

Odev, ara sinav, yariyil
sonu sinavi

Anlatim, tartisma, soru-
cevap, 6rnek olay

Odev, ara sinav, yariyil
sonu sinavi

Anlatim, tartisma, soru-
cevap, 6rnek olay

Odev, ara sinav, yariyil
sonu sinavi

Anlatim, tartisma, soru-
cevap, 6rnek olay




Anlatim, tartisma, soru-

; Odev, ara sinav, yariyil
cevap, 6rnek olay ! »yary

sonu sinavi

Insan Kaynaklar Yénetimi icindeki unsurlar
dederlendirebilme.

Ogretim Anlatim, tartisma, soru-cevap, 6rnek olay.
Yontemleri:
Olcme )

. . Odev, ara sinav, yariyil sonu sinavi
Yontemleri: yarty

DERS AKISI

Hafta Konular On Hazirhik

Temel Kavramlar

Insan Kaynaklari
Planlamasi

Is Analizi

Insan Kaynadi bulma

Personel segimi ve
yonlendirilmesi

Personel segimi ve
yonlendirilmesi

Insan Kaynadi egitimi

Insan kaynagi degerlemesi

YATKIN, Ahmet; AKSIT ASIK, Nuran; YILMAZ, Serpil;
SENTURAN, Sermin; COLAKOGLU, Bengl Emine; BALEKOéLU,
Feriha, ARSLAN, Gllglin; CAKIRER, Mehmet Akif, YAKUT, Nedim.
(2008) insan Kaynaklari Yénetimi, Lisans Yayincilik, Istanbul.
YATKIN, Ahmet; AKSIT ASIK, Nuran; YILMAZ, Serpil;
SENTURAN, Sermin; COLAKOGLU, Bengli Emine; BALEKOGLU,
Feriha, ARSLAN, Gllglin; CAKIRER, Mehmet Akif, YAKUT, Nedim.
(2008) insan Kaynaklari Yénetimi, Lisans Yayincilik, Istanbul.

YATKIN, Ahmet; AKSIT ASIK, Nuran; YILMAZ, Serpil;
SENTURAN, Sermin; GOLAKOGLU, Bengii Emine; BALEKOGLU,
Feriha, ARSLAN, Gilglin; CAKIRER, Mehmet Akif, YAKUT, Nedim.
(2008) insan Kaynaklar Yénetimi, Lisans Yayincilik, istanbul.

YATKIN, Ahmet; AKSIT ASIK, Nuran; YILMAZ, Serpil;
SENTURAN, Sermin; GOLAKOGLU, Bengii Emine; BALEKOGLU,
Feriha, ARSLAN, Gilglin; CAKIRER, Mehmet Akif, YAKUT, Nedim.
(2008) insan Kaynaklar Yénetimi, Lisans Yayincilik, istanbul.

YATKIN, Ahmet; AKSIT ASIK, Nuran; YILMAZ, Serpil;
SENTURAN, Sermin; COLAKOGLU, Bengli Emine; BALEKOGLU,
Feriha, ARSLAN, Gllglin; CAKIRER, Mehmet Akif, YAKUT, Nedim.
(2008) insan Kaynaklari Yénetimi, Lisans Yayincilik, Istanbul.

YATKIN, Ahmet; AKSIT ASIK, Nuran; YILMAZ, Serpil;
SENTURAN, Sermin; COLAKOGLU, Bengli Emine; BALEKOGLU,
Feriha, ARSLAN, Gllglin; CAKIRER, Mehmet Akif, YAKUT, Nedim.
(2008) insan Kaynaklari Yénetimi, Lisans Yayincilik, Istanbul.

YATKIN, Ahmet; AKSIT ASIK, Nuran; YILMAZ, Serpil;
SENTURAN, Sermin; GOLAKOGLU, Bengii Emine; BALEKOGLU,
Feriha, ARSLAN, Gilglin; CAKIRER, Mehmet Akif, YAKUT, Nedim.
(2008) insan Kaynaklar Yénetimi, Lisans Yayincilik, Istanbul.

YATKIN, Ahmet; AKSIT ASIK, Nuran; YILMAZ, Serpil;
SENTURAN, Sermin; COLAKOGLU, Bengli Emine; BALEKOGLU,
Feriha, ARSLAN, Gllglin; CAKIRER, Mehmet Akif, YAKUT, Nedim.
(2008) insan Kaynaklari Yénetimi, Lisans Yayincilik, Istanbul.




Ara Sinav

9
10 Insan kaynagi degerlemesi
Ucretlendirme
11
Motivasyon
12
Insan Kaynaklarinin uluslar
13 arasi boyutu
Kariyer Y6netimi
14

15 Sendika iligkileri

YATKIN, Ahmet; AKSIT ASIK, Nuran; YILMAZ, Serpil;
SENTURAN, Sermin; COLAKOGLU, Bengli Emine; BALEKOGLU,
Feriha, ARSLAN, Gllglin; CAKIRER, Mehmet Akif, YAKUT, Nedim.
(2008) insan Kaynaklari Yénetimi, Lisans Yayincilik, Istanbul.

YATKIN, Ahmet; AKSIT ASIK, Nuran; YILMAZ, Serpil;
SENTURAN, Sermin; COLAKOGLU, Bengli Emine; BALEKOGLU,
Feriha, ARSLAN, Gllglin; CAKIRER, Mehmet Akif, YAKUT, Nedim.
(2008) insan Kaynaklari Yénetimi, Lisans Yayincilik, Istanbul.

YATKIN, Ahmet; AKSIT ASIK, Nuran; YILMAZ, Serpil;
SENTURAN, Sermin; COLAKOGLU, Bengii Emine; BALEKOGLU,
Feriha, ARSLAN, Gilglin; CAKIRER, Mehmet Akif, YAKUT, Nedim.
(2008) insan Kaynaklar Yénetimi, Lisans Yayincilik, Iistanbul.

YATKIN, Ahmet; AKSIT ASIK, Nuran; YILMAZ, Serpil;
SENTURAN, Sermin; GOLAKOGLU, Bengii Emine; BALEKOGLU,
Feriha, ARSLAN, Gilglin; CAKIRER, Mehmet Akif, YAKUT, Nedim.
(2008) insan Kaynaklar Yénetimi, Lisans Yayincilik, istanbul.

YATKIN, Ahmet; AKSIT ASIK, Nuran; YILMAZ, Serpil;
SENTURAN, Sermin; COLAKOGLU, Bengli Emine; BALEKOGLU,
Feriha, ARSLAN, Gllglin; CAKIRER, Mehmet Akif, YAKUT, Nedim.
(2008) insan Kaynaklari Yénetimi, Lisans Yayincilik, Istanbul.

YATKIN, Ahmet; AKSIT ASIK, Nuran; YILMAZ, Serpil;
SENTURAN, Sermin; COLAKOGLU, Bengli Emine; BALEKOGLU,
Feriha, ARSLAN, Gllglin; CAKIRER, Mehmet Akif, YAKUT, Nedim.
(2008) insan Kaynaklari Yénetimi, Lisans Yayincilik, Istanbul.

YATKIN, Ahmet;
COLAKOGLU, Bengl Emine; BALEKOGLU, Feriha, ARSLAN, Gilglin; CAKIRER,
Mehmet Akif, YAKUT, Nedim. (2008) insan Kaynaklari Yénetimi, Lisans Yayincilik,

Ders Notu

Istanbul.

Diger Kaynaklar

KAYNAKLAR

AKSIT ASIK, Nuran; YILMAZ, Serpil; SENTURAN, Sermin;

MATERYAL PAYLASIMI

Dokiimanlar http://personel.kirklareli.edu.tr/nedim.yakut/
Odevler http://personel.kirklareli.edu.tr/nedim.yakut/
Sinavlar http://personel.kirklareli.edu.tr/nedim.yakut/

YARIYIL IGI CALISMALARI

DEGERLENDIRME SiSTEMi

SAYISI KATKI YUzZDESi




Ara sinav 1 30

Odev 1 20

Toplam 50

Yil i¢cinin Basariya Orani 50

Finalin Basariya Orani 50

Toplam 100

DERS KATEGORIiSi Sosyal Bilimler % 100

DERSIN PROGRAM GIKTILARINA KATKISI

.o Katki Duzeyi
No Program Ogrenme Ciktilar
12345
Calistigr  kurum veya kurulusta biro hizmetlerini etkin bir bicimde
1 | gergeklestirebilme. X
Alaninda bagimsiz galisabilme, mesledi ile ilgili problemleri tanimlama,
2 | modelleme ve ¢6zme becerisi. X
3 Bagl oldudu yonetici ya da yoneticilerin glinlik islerini organize edebilme. «
Kurumun gerceklestirecedi etkinlikleri planlayip y6énlendirebilecek birikime ve
4 | modern protokol bilgilerine sahip olabilme. X
Kurumun merkezinde gérev yapan bir galisan olarak insan iligkileri ve iletisimi
5 | etkili bir bicimde gergeklestirebilme. X
Caddas buro ortamlarinda gereksinim duyulan teknolojiyi, cagdas teknikleri ve
6 calisma araglarini rahatlikla kullanir ve bu alanlardaki gelismeleri takip edebilme. || x
Tum servislerle ve baska isletmelerin bitin departmanlariyla takim galismasi
7 | yapabilme. X
8 Kalite ve toplam kalite yénetimi konularinda biling sahibi olabilme. «
N Mesleki etik ve sorumluluk ile gevre bilincine sahip olabilme. «
10 Ulusal ve uluslararasi cagdas sorunlari takip edebilme. «
Atatirk Ilkeleri ve Inkilaplari ve Tiirkgeyi kullanma konusunda yeterli bilgiye
11  sahip olabilme. X
12 Bliro Yonetimi ve Yonetici Asistanlidi alaninda yenilikleri takip edebilecek ve
X

meslektaslari ile iletisim kurabilecek diizeyde mesleki yabanci dil bilgisine sahip




olabilme.

AKTS / is YUKU TABLOSU

Etkinlik

Ders Siresi (Sinav haftasi dahildir: 15x toplam ders saati)
Sinif Disi Ders Calisma Siresi(On calisma, pekistirme)
Ara Sinav

Kisa Sinav

Odev(ler)/Seminer(ler)

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

Yariyill sonu sinavi
Toplam is Yiikii
Toplam is Yiikii / 30 (s)

Dersin AKTS Kredisi

SAYISI

15

15

Siresi
(Saat)

10

20

15

Toplam
Is Yuki
(Saat)

45
30

10

20

15

120




Course Introduction Form (ingilizce)

Form 2b:

Course Information

Ye?r of Course Title Code Semester L+P Hour Credits ECTS
Curriculum
2013 Human Resources 1 v1355, 4 3 3 4
Management
Prerequisites -
Language of Turkish

Instruction

Course Level

Course Type Elective

Department/Program
Coordinator

Associate Degree

Lecturer Serap TEZSEZER

To emphasize the importance of human resource management, teach how
to apply HRM in organizations to increase productivity and to improve the

The concept of Management and Human Resources Management:
Development, Goals and Workforce Planning: Methods, Planning Tools,
Business Analysis, Job descriptions, job requirements; Recruitment:
Finding;; Training: Staff Training, Orientation, Assessment, Personnel
valuation: methods, Measurement errors; Discipline: Types, system

Instructors Lecturer Nedim YAKUT
Assistants -
Goals
quality.
Content

Forming; Compensation Management: Business valuation, methods of
wage, salary surveys, other Personnel Services

Learning Outcomes

Will be able to define the basic concepts of
Human Resources Management.

Will be able to explain the organization and
management of Human Resources.

Will be able to interpret the Human Resources
activities.

Will be able to distinguish the methods in used to
Human Resources Management activities.

Will be able to combine elements in Human
Resources Management correctly.

Teaching Methods

Oral and written
expression

Oral and written
expression

Oral and written
expression

Oral and written
expression

Oral and written
expression

Assessment Methods

Homework, midterm and final
exam

Homework, midterm and final
exam

Homework, midterm and final
exam

Homework, midterm and final
exam

Homework, midterm and final
exam




Will be able to evaluate the elements of Human

Resources Management.

Oral and written Homework, midterm and final
expression exam

Teaching
Methods:

Assessment
Methods:

Narration, discussion, questions and answers, case study.

Homework, midterm and final exam

Week Topics

Basic Concepts

1
Human Resources
2 Planning
3 Business Analysis
Human Resource
4 discovery
Personnel selection and
5 routing
Personnel selection and
6 routing
Human Resource
7 Training
Human Resource
8 valuation
N Midterm exam
Human Resource
10 valuation

COURSE CONTENT

Study Materials

YATKIN, Ahmet; AKSIT ASIK, Nuran; YILMAZ, Serpil; SENTURAN,
Sermin; COLAKOGLU, Bengli Emine; BALEKOGLU, Feriha, ARSLAN,
Gllglin; CAKIRER, Mehmet Akif, YAKUT, Nedim. (2008) insan
Kaynaklari Yénetimi, Lisans Yayincilik, Istanbul.

YATKIN, Ahmet; AKSIT ASIK, Nuran; YILMAZ, Serpil; SENTURAN,
Sermin; GOLAKOGLU, Bengii Emine; BALEKOGLU, Feriha, ARSLAN,
Gllgiin; CAKIRER, Mehmet Akif, YAKUT, Nedim. (2008) insan
Kaynaklari Yénetimi, Lisans Yayincilik, istanbul.

YATKIN, Ahmet; AKSIT ASIK, Nuran; YILMAZ, Serpil; SENTURAN,
Sermin; COLAKOGLU, Bengli Emine; BALEKOGLU, Feriha, ARSLAN,
Gllglin; CAKIRER, Mehmet Akif, YAKUT, Nedim. (2008) insan
Kaynaklari Yénetimi, Lisans Yayincilik, istanbul.

YATKIN, Ahmet; AKSIT ASIK, Nuran; YILMAZ, Serpil; SENTURAN,
Sermin; COLAKOGLU, Bengli Emine; BALEKOGLU, Feriha, ARSLAN,
Gllglin; CAKIRER, Mehmet Akif, YAKUT, Nedim. (2008) insan
Kaynaklari Yénetimi, Lisans Yayincilik, istanbul.

YATKIN, Ahmet; AKSIT ASIK, Nuran; YILMAZ, Serpil; SENTURAN,
Sermin; GOLAKOGLU, Bengii Emine; BALEKOGLU, Feriha, ARSLAN,
Gllgiin; CAKIRER, Mehmet Akif, YAKUT, Nedim. (2008) insan
Kaynaklari Yénetimi, Lisans Yayincilik, istanbul.

YATKIN, Ahmet; AKSIT ASIK, Nuran; YILMAZ, Serpil; SENTURAN,
Sermin; COLAKOGLU, Bengli Emine; BALEKOGLU, Feriha, ARSLAN,
Gllglin; CAKIRER, Mehmet Akif, YAKUT, Nedim. (2008) insan
Kaynaklari Yénetimi, Lisans Yayincilik, Istanbul.

YATKIN, Ahmet; AKSIT ASIK, Nuran; YILMAZ, Serpil; SENTURAN,
Sermin; COLAKOGLU, Bengii Emine; BALEKOGLU, Feriha, ARSLAN,
Gllgiin; CAKIRER, Mehmet Akif, YAKUT, Nedim. (2008) insan
Kaynaklari Yénetimi, Lisans Yayincilik, istanbul.

YATKIN, Ahmet; AKSIT ASIK, Nuran; YILMAZ, Serpil; SENTURAN,
Sermin; GOLAKOGLU, Bengii Emine; BALEKOGLU, Feriha, ARSLAN,
Gllgiin; CAKIRER, Mehmet Akif, YAKUT, Nedim. (2008) insan
Kaynaklari Yénetimi, Lisans Yayincilik, istanbul.

YATKIN, Ahmet; AKSIT ASIK, Nuran; YILMAZ, Serpil; SENTURAN,
Sermin; COLAKOGLU, Bengli Emine; BALEKOGLU, Feriha, ARSLAN,
Gulglin; CAKIRER, Mehmet Akif, YAKUT, Nedim. (2008) insan
Kaynaklari Yénetimi, Lisans Yayincilik, istanbul.




Pricin
11 9

Motivation
12

International dimension
13 of Human Resources

Career Management
14

15 The trade union relations

YATKIN, Ahmet; AKSIT ASIK, Nuran; YILMAZ, Serpil; SENTURAN,
Sermin; COLAKOGLU, Bengli Emine; BALEKOGLU, Feriha, ARSLAN,
Gllglin; CAKIRER, Mehmet Akif, YAKUT, Nedim. (2008) insan
Kaynaklari Yénetimi, Lisans Yayincilik, istanbul.

YATKIN, Ahmet; AKSIT ASIK, Nuran; YILMAZ, Serpil; SENTURAN,
Sermin; GOLAKOGLU, Bengii Emine; BALEKOGLU, Feriha, ARSLAN,
Gllgiin; CAKIRER, Mehmet Akif, YAKUT, Nedim. (2008) insan
Kaynaklari Yénetimi, Lisans Yayincilik, istanbul.

YATKIN, Ahmet; AKSIT ASIK, Nuran; YILMAZ, Serpil; SENTURAN,
Sermin; GOLAKOGLU, Bengii Emine; BALEKOGLU, Feriha, ARSLAN,
Gllgiin; CAKIRER, Mehmet Akif, YAKUT, Nedim. (2008) insan
Kaynaklari Yénetimi, Lisans Yayincilik, istanbul.

YATKIN, Ahmet; AKSIT ASIK, Nuran; YILMAZ, Serpil; SENTURAN,
Sermin; COLAKOGLU, Bengli Emine; BALEKOGLU, Feriha, ARSLAN,
Gllglin; CAKIRER, Mehmet Akif, YAKUT, Nedim. (2008) insan
Kaynaklari Yénetimi, Lisans Yayincilik, istanbul.

YATKIN, Ahmet; AKSIT ASIK, Nuran; YILMAZ, Serpil; SENTURAN,
Sermin; GOLAKOGLU, Bengii Emine; BALEKOGLU, Feriha, ARSLAN,
Gllgiin; CAKIRER, Mehmet Akif, YAKUT, Nedim. (2008) insan
Kaynaklari Yénetimi, Lisans Yayincilik, istanbul.

RECOMMENDED SOURCES

YATKIN, Ahmet; AKSIT ASIK, Nuran; YILMAZ, Serpil; SENTURAN,

Textbook

Sermin; COLAKOGLU, Bengii Emine; BALEKOGLU, Feriha, ARSLAN,
Glilgiin; CAKIRER, Mehmet Akif, YAKUT, Nedim. (2008) insan Kaynaklari

Yonetimi, Lisans Yayincilik, Istanbul.

Additional Resources

MATERIAL SHARING

Documents http://personel.kirklareli.edu.tr/nedim.yakut/
Assignments http://personel.kirklareli.edu.tr/nedim.yakut/
Exams

ASSESSMENT

IN-TERM STUDIES

Midterm exam

Homework

Total

QUANTITY PERCENTAGE

1 30
1 20
50

Contribution of in-term studies to overall grade 50




Contribution of final examination to overall grade 50

Total 100

COURSE CATEGORY Social Sciences %100

COURSE'S CONTRIBUTION TO PROGRAM

Contribution
No Program Learning Outcomes

12345

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 centre of the institution.

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

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

8 Students will gain awareness of quality and total quality management. X
9 Students will gain awareness of business ethics, responsibility and environmental
consciousness.
10 Students will be able to keep up with the contemporary national and international x
problems.
11 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
12 advancements in the office management and executive assistant sector and X
communicate with their colleagues. |
ECTS ALLOCATED BASED ON STUDENT WORKLOAD BY THE COURSE DESCRIPTION
Duration Total
Activities Quantity Workload
(Hour)
(Hour)

Course Duration (Including the exam week: 15x Total course hours) 15 3 45




Hours for off-the-classroom study (Pre-study, practice) 15 2 30

Mid-terms 1 10 10
Quiz
Homework(s)/Seminar(s) 1 20 20

Practice (Lab., Workshop, Area,... Reports)

OthErS (couiiieiece et )

Final examination 1 15 15
Total Work Load 120
Total Work Load / 30 (h) 4

ECTS Credit of the Course 4




