Anadolu Universitesi Biiro Yénetimi ve Yénetici Asistanligi Programi Programi 2026-2027 Ogretim
Yili Ders Katalogu

DERS PROGRAMI

l.Yanyil
Ders Kodu Ders Adi Ders Turi
BiL139 Elektronik Kelime isleme Zorunlu Dersler 2.0
BiL819 Klavye Kullanimi | Zorunlu Dersler 3.0
iKT117 iktisada Giris Zorunlu Dersler 3.0
iING143 ingilizce | (ENG) Zorunlu Dersler 5.0
iSL155 Genel isletme Zorunlu Dersler 3.0
MAT827 Genel Matematik Zorunlu Dersler 2.0
SEK122 is Yazismalari Zorunlu Dersler 3.0
SEK217 Buro Yonetimi Zorunlu Dersler 5.0
TAR165 Atatlrk ilkeleri ve inkilap Tarihi | Zorunlu Dersler 2.0
TUR125 Turk Dili | Zorunlu Dersler 2.0
Toplam 30
I.Yanyil
Ders Kodu Ders Adi Ders Turi
BiL186 Elektronik Hesap Tablolar Zorunlu Dersler 2.0
BiL820 Klavye Kullanimi Il Zorunlu Dersler 3.0
HUK117 Genel Hukuk Bilgisi Zorunlu Dersler 2.0
iING144 ingilizce Il (ENG) Zorunlu Dersler 5.0
SEK234 Yonetici Asistanligi Zorunlu Dersler 4.0
STJ106 Staj Zorunlu Dersler 5.0
TAR166 Atatiirk ilkeleri ve inkilap Tarihi Il Zorunlu Dersler 2.0
TUR126 Tark Dili Il Zorunlu Dersler 2.0
Secmeli Dersler 2.0
Mesleki Secmeli Dersler 3.0
Toplam 30
I.Yanyil
Ders Kodu Ders Turu
BiL827 Elektronik Sunum Yazilimlari Zorunlu Dersler 2.0
SEK235 Belge Yonetimi ve Dosyalama Zorunlu Dersler 3.0

SEK238 Ornek Olay Analizi Zorunlu Dersler 3.0
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l.Yanyil
Ders Kodu Ders Turu
SEK243 is ingilizcesi | (ENG) Zorunlu Dersler 3.0
S0S120 Orgiitsel Davranis Zorunlu Dersler 2.0
Secmeli Dersler 4.0
Mesleki Secmeli Dersler 13.0
Toplam 30
IV.Yariyil
Ders Kodu Ders Adi Ders Tiiru
BiL818 Veri Yonetimi ve Raporlama Zorunlu Dersler 3.0
BiL825 Gincel Bilgi ve iletisim Teknolojileri Zorunlu Dersler 3.0
ETK203 Meslek Etigi Zorunlu Dersler 3.0
SEK123 Protokol Bilgisi Zorunlu Dersler 3.0
SEK244 is ingilizcesi Il (ENG) Zorunlu Dersler 3.0
SEK246 Sektorel Uygulamalar Zorunlu Dersler 5.0
Mesleki Secmeli Dersler 10.0
Toplam 30

Mesleki Secmeli Dersler

Ders Kodu Ders Adi -lrJ?/Z:JiI;ma

CEV104 Cevre Koruma ve iklim Degisikligi (TR) 2+0 3.0
ECY219 is Saghigr ve Givenligi (TR) 2+0 2.0
iIKT118 Makro iktisat (TR) 2+0 3.0
isL210 insan Kaynaklari Yénetimi (TR) 1+1 2.0
iSL215 Zaman Yonetimi (TR) 1+1 3.0
iSL352 Orgutsel iletisim (TR) 2+0 3.0
RHI107 iletisim (TR) 1+1 2.0
TUR120 Tirk isaret Dili (TR) 3+0 3.0
BiL831 Gorsel Web Tasarimi (TR) 3+0 3.0
iSN102 Halkla iliskiler (TR) 340 3.0
SEK218 Kriz ve Stres Yonetimi (TR) 1+1 2.0
SEK219 Etkili ve Guzel Konusma (TR) 1+1 2.0
SEK232 Toplanti Yonetimi (TR) 2+0 3.0

S0S237 isletme Becerileri (TR) 2+0 3.0
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Mesleki Secmeli Dersler

Ders Kodu Ders Adi -lrJ?/;ﬂI;ma

S0S443 Surdurilebilirlik (TR) 2+0 2.0
BiM106 Ofis Programlari (TR) 0+3 4.0
FIN210 Kisisel Finans Yonetimi (TR) 2+0 3.0
iLT230 Telefonda Etkili iletisim (TR) 1+1 3.0
KOL212 Kariyer Yénetimi (TR) 240 3.0
SEK212 Kamu-Ozel Kesim Yapisi ve iliskileri (TR) 2+1 3.0
SEK229 Cagdas Yonetim Yaklasimlari (TR) 3+0 4.0
SEK248 Ekip Yonetimi ve Liderlik (TR) 3+0 4.0
SEK252 is Yasaminda Proje YOnetimi (TR) 3+0 4.0
S0S242 Toplumsal Cinsiyet Esitsizligi (TR) 3+0 3.0

Secmeli Dersler

Ders Kodu Ders Adi T 5

Uygulama
KUL199 Kalturel Etkinlikler (TR) 0+2 2.0
S0OS155 Halk Danslar (TR) 2+0 2.0

KUL195 Gonalluluk Cahsmalar (TR) 1+2 4.0
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DERS ICERIKLERI

BiL139 Elektronik Kelime isleme AKTS: 2,0
Belge Yaratma ve Kaydetme, Metin tasima, Kopyalama ve 6zetleme, Metnin gérinimun( degistirme, Belgeyi
yazdirma, Dizenleme verimliligini artirma, Sayfa yapisini kurma: Ustbilgi ve altbilgi yaratma, Belgenin farkli
bélimlerini numaralandirma, Dipnot ekleme; Bicem Kullanma, Formlari ve sablonlari kullanarak zaman
kazanma, Belgedeki degisiklikleri izleme, Anahat belirleme 6zelligini kullanarak bir belgeyi dliizenleme, Birlesik
belgeler yaratma ve yazdirma, Bir belgedeki metin ve grafikleri dizenleme, Hizli erisim ara¢ cubugu ve seridi
Ozellestirme, Adres mektup birlestirme.

BiL139 Electronic Word Processing ECTS: 2,0
Creating and Saving Document, Moving, Copying and summarizing text, Changing the appearance of text,
Printing the document, Increasing editing efficiency, Setting up the page structure: Creating headers and
footers, Numbering different parts of the document, Adding footnotes; Use styles, Save time using forms and
templates, Track changes in a document, Edit a document using outline, Create and print composite documents,
Edit text and graphics in a document, Customize the quick access toolbar and ribbon, Mail merge.

BiL186 Elektronik Hesap Tablolan AKTS: 2,0

Excel Ortaminda Calisiimasi: Excel'in baslatiimasi, Bir calisma kitabinda ve sayfasinda dolasiimasi; Excel’de veri
turleri; Calisma Sayfasinin Dizenlenmesi, Formullerin eklenmesi, Formullerde islec kullanimi, Formul olusturma,
Formdil tiirleri, Formiiller sekmesi ve islev ekle kullanimi, islem tablolarinda veri ydnetimi, Veri analiz araclari ile
calisma, Calisma sayfasinin bicimlendirilmesi, Grafiklerin 06zellestirilmesi, Calisma sayfalari ve grafiklerin
yazdirilmasi, Sarth bicimlendirmenin kullanilmasi, Siralama ve icice siralama islemleri, Otomatik sizme ve link
islemleri, Programlar arasi kopyalama islemleri, Ozel listeler olusturma.

BiL186 Spreadsheets ECTS: 2,0
Working in Excel: Starting Excel, Navigating in a workbook and sheet; Data types in Excel; Editing worksheet,
Adding Formulas, Using operators in formulas, Creating formulas, Formula types, using formulas tab and add
function, Managing data in spreadsheets, Working with data analysis tools, Formatting worksheet, Customizing
charts, Printing worksheets and charts, Using conditional formatting, Sorting and nesting operations, Automatic
filtering and link operations, Copying between programs, Creating custom lists.

BiL818 Veri Yonetimi ve Raporlama AKTS: 3,0
Verilerden Tablo Olusturabilme, Veri temizligi, Veri format degisikliklerini uygulayabilme, Veri kalitesi tespit
etme ydntemlerini uygulama, Gorsel raporlama ve 6zetleme sistemleri, Veri tablolari ile islemler, Farkl tipte
tablolardan veri cekme, Uyumsuz veri tespiti, istatistiksel olarak veri 6zetleme, Veride format degisiklikleri, Veri
Temizligi, Gorsel raporlama, Gorsel raporlama, Dinamik raporlama.

BiL818 Data Management and Reporting ECTS: 3,0
Creating Tables from Data, Data cleaning, Applying data format changes, Applying data quality determination
methods, Visual reporting and summarization systems, Operations with data tables, Data from different types of
tables Pulling, Incompatible data detection, Statistically summarizing data, Format changes in data, Data
Cleaning, Visual reporting, Visual reporting, Dynamic reporting.




Anadolu Universitesi Biiro Yénetimi ve Yénetici Asistanligi Programi Programi 2026-2027 Ogretim
Yili Ders Katalogu

BiL819 Klavye Kullanimi | AKTS: 3,0

Temel Kavramlar: F klavye tanitimi, F klavye kullanmanin énemi, Ergonomi kavrami, Temel oturma pozisyonu,
Ellerin klavye Uzerinde durusu, Parmaklarin vurus teknigi; Uygulama: Temel sira tuslari, Sag el temel sira
tuslarinin kullanimi, Sol el temel sira tuslarinin kullanimi, Ara cubugunun kullanimi, Enter kullanimi, Nokta tusu,
Virgiil tusu, Sag ve sol blyiik harf tuslari, Bliylik harf kilitleme tusu, Birinci grup alt ve Ust sira tuslari, ikinci grup
alt ve (st sira tuslari, Uciincli grup alt ve (st sira tuslari.

BiL819 Keyboarding | ECTS: 3,0

Basic Concepts: Introduction to the F keyboard, The importance of using the F keyboard, The concept of
ergonomics, Basic sitting position, Hand position on the keyboard, Finger stroke technique; Application: Base
row keys, Using the right hand base row keys, Using the left hand base row keys, Using the space bar, Using the
Enter key, Dot key, Comma key, Right and left capital letter keys, Caps lock key, First group lower and upper
row keys, Second group lower and upper row keys, Third group lower and upper row keys.

BiL820 Klavye Kullanimi 1l AKTS: 3,0
F klavyede harf tuslarinin kullanimina ait érneklerin yazimi, Cimle yazma c¢alismalari, Yabanci alfabelerdeki
harfler, Noktali virgul, Tire, iki nokta Uist Uste, Soru isareti, Unlem, Parantezler, Kesme, Tirnak, Kesir Cizgisi, Arti
tusu, Esit tusu, Diger sembol ve isaretler, Hiz calismalari, Hatasiz yazma calismalari, Sag elle yazilan rakam
tuslari, Sol elle yazilan rakam tuslari, Hatasiz yazma calismalari, Brut kelime hesaplama, Net kelime hesaplama.

BiL820 Keyboarding li ECTS: 3,0
Typing examples of the use of letter keys on the F keyboard, Sentence typing exercises, Letters in foreign
alphabets, Semicolons, Hyphen, Colon, Question mark, Exclamation, Parentheses, Quotation mark, Fraction line,
Plus key, Equal key, Other symbol and signs, Speed studies, Correct typing exercises, Right-handed number
keys, Left-handed number keys, Error-free typing exercises, Gross word calculation, Net word calculation.

BiL825 Giincel Bilgi ve iletisim Teknolojileri AKTS: 3,0

E-Posta Kullanimi: Etik kurallar, CC - BCC kullanimi; Elektronik Takvim ve Paylasimh Takvim Kullanimi: Davet
gonderme, Yonetici takvimi paylasma; Online Dokiman Kullanimi: Degisiklik takibi yapabilme, PDF formati;
Bulut Dosya Depolama ve Paylasim Sistemleri; Etkin Arama Motoru Kullanma: basit aramanin disinda veri tipine
gbére mantiksal aramalar yapabilme, Tarih filtreleri olusturabilme; internet Yayincihg - Web Sitesi Kurulumu:
Alan Adi kayit islemleri, DNS kayit sistemleri, Basit HTML formatlama; e-Imza: e-Imza calisma mantigi, e-imza
kurulumu; Yazici - Tarayici: Kurulumu kullanimi; Ag yonetimi: Kablolu ve kablosuz aglar, Ag glvenligi.

BiL825 Current Information and Communication Technologies ECTS: 3,0
Use of e-Mail:ethical rules, CC - BCC usage; Use of Electronic Calendar and Shared Calendar: Sending an
invitation, Share / view admin calendar; Online Document Use: Use track changes, PDF format; Cloud File
Storage and Sharing Systems; Effective Use of Search Engines:Logical searches according to data types, Date
filters; Internet Publishing - Website Setup: Domain Name registration procedures, DNS record systems and
processes, Simple HTML formatting;e-Signature: e-Signature what it is, Setup; Printer - Scanner: Setup and use;
Network Management: wired and wireless networks, Network security.

BiL827 Elektronik Sunum Yazilimlan AKTS: 2,0

Sunum ve Akilda Kaliciligi, Sunumun asamalari, Etkili sunum adimlari, Bazi sunu programlari ve calistirma
kosullari; (Microsoft Powerpoint, Google Slides, Prezi: Clearslide (Sliderocket), Slideshark, Haiku Deck, SlideDog,
KinetiCas...); Sunum Sirasinda Dikkat Edilmesi Gereken Noktalar, PowerPoint’in araylzind tanima, Yeni bir
sunum yaratma ve kaydetme, Cesitli programlarla asil slayt olusturma ve calisma: Ses, Video, Poster Cercevesi
Ekleme, Video stili degistirme, Slayt gosterisi ayarlama, Gorsel malzemelerin dogru kullanimi, Etkili bir sunumun
gerekleri, Ornek sunu olusturma asamalari, Google slaytlar ile sunu hazirlama.
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BiL827 Electronic Presentation Software ECTS: 2,0
Presentation and memorability, Stages of presentation, Effective presentation steps, Some presentation
programs and operating conditions; (Microsoft Powerpoint, Google Slides, Prezi: Clearslide (Sliderocket),
Slideshark, Haiku Deck, SlideDog, KinetiCas...); Points to consider during the presentation, Getting to know the
interface of PowerPoint, Creating and recording a new presentation, Creating and working with various
programs: Adding audio, video, poster frame, Changing video style, Setting slide show, Correct use of visual
materials, effective the requirements of a presentation, the stages of creating a sample presentation, preparing
a presentation with Google.

BiL831 Gérsel Web Tasarimi AKTS: 3,0
Web Tasarim Sireci ile iliskili Programlara ve Modern Teknolojilere Genel Bakis, Algida butinlik ve
tamamlayicilik ilkeleri, Web tasarim stUrecinde kullanilan XHTML, HTML ve HTML5 kavramlarina giris, Metinler,
Linkler, Frameler ile calisma, Listeler, Tablolar, Formlar ile calisma, Gorsel 6geler ve videolar ile calismak,
Uygulamali olarak web sayfalar hazirlamak, Web tasarim sirecinde kullanilan CSS ve CSS3 kavramlarina giris,
Uygulamali olarak web sayfalarina stiller vermek, Temel yapilar, degiskenler, Operatorler, Kosullar, Déongdler,
Proje sunumu.

BiL831 Visual Web Design ECTS: 3,0
An overview of the programs and modern technologies associated with the web design process, Principles of
integrity and complementarity in perception, Introduction to XHTML, HTML and HTML5 concepts used in the web
design process, Working with Texts, Links, Frames, Lists, Tables, Forms Working with visual elements and
videos, Preparing web pages in practice, Introduction to CSS and CSS3 concepts used in the web design
process, Giving styles to web pages in practice, Basic structures, variables, Operators, Conditions, Loops, Project
presentation.

BiM106 Ofis Programlari AKTS: 4,0

Ofiste bilgisayar ve ofis yazilimlarinin kullanim streci, ofis yazilimlarinin birlikte kullanilmasini; metinle
calismayi, sayfalama yapmayi, belgeleri gdrsellerle zenginlestirmeyi, cizim ve grafiklerle zenginlestirmeyi,
tablolar olusturmayi ve kullanmayi, farkh formatlarda formlar hazirlamayi, yazihimlari diger yazilimlarla birlikte
kullanarak etkilesimli sunumlar hazirlamayi, posta birlestirmeyi, alanlar ve makrolarla calismayi, farkh ¢iktilar
elde etmeyi, dosyalari ve belgeleri depolamayi ve paylasmayi ve bunlari yapay zeka ile birlikte kullanmayi igerir.

BiM106 Office Programs ECTS: 4,0
The process of using computers and office software in the office involves using office software together; working
with text, pagination, enriching documents with images, enriching documents with drawings and graphs,
creating and using tables, preparing forms in different formats, preparing interactive presentations by using
software in conjunction with other software, mail-merging, working with fields and macros, obtaining different
outputs, storing and sharing files and documents, and using them together with Ai.

CEV104 Cevre Koruma ve iklim Degisikligi AKTS: 3,0
Cevrenin Tarihi Gelisimi ve Cevreye iliskin Tanimlar: Cevre, Cevre bilimi, Cevre kirliligi, Ekoloji, Doga, Cevre
koruma, Atik, Geri kazanim; Cevre Yonetmelikleri; Dogal Kaynaklar; Dogal Kaynaklarin Kirlenmesi: Hava kirliligi,
Su kirliligi, Toprak kirliligi, Guriltl; Atik Yonetimi, Atik kontrol(; iklim Degisikligi; iklim nedir, iklime etki eden
faktorler, Sera etkisi ve sera gazlar, iklim degisikligiyle ilgili yapilan anlasmalar, iklim degisikligi tahmini ve
modelleri, iklim Degisikliginin cevresel etkileri, iklim degisikliginin cesitli sektdrlere etkisi (tarim, enerji, turizm).
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CEV104 Environmental Protection and Climate Change ECTS: 3,0

Historical Development of the Environment and Definitions Related to the Environment: Environment,
Environmental science, Environmental pollution, Ecology, Nature, Environmental protection, Waste, Recycling;
Environmental Regulations; Natural resources; Pollution of Natural Resources: Air pollution, Water pollution, Soil
pollution, Noise; Waste Management, Waste control; Climate Change; What is climate, factors affecting climate,
Greenhouse effect and greenhouse gases, Agreements on climate change, Climate change forecasts and
models, Environmental effects of climate change, Impact of climate change on various sectors (agriculture,
energy, tourism).

ECY219 is Saghg! ve Giivenligi AKTS: 2,0
is Sagligi ve Giivenligi Kavrami ve Onemi; is Saghg ve Glvenligi Hakkinda Yasal Durum: is saghgi ve guveligi
kanunu, is kanunu; Fiziksel Risk Etmenleri; Girilti, Titresim, Termal konfor, Basing; Kimyasal Risk Etmenleri:
Kimyasal maddelerle calismalarda saglik ve glivenlik 6nlemleri, Kanserojen ve mutajen maddlerle calisma;
Biyolojik Risk Etmenleri: Bakriler, Mantarlar, Viriisler, Parazitler, Hiicre kiltur(; is Kazalar: is kazasi kavramlari,
Tehlike, Risk, Is kazasinin nedenleri; Meslek Hastaliklari; Risk Dederlendirmesi ve is Sagligi ve Guvenligi Kurulu;
Acil Durumlar; ilk Yardim; Kisisel Koruyucu Donanim.

ECY219 Occupational Health and Safety ECTS: 2,0
Terms and Importance of Occupational Health and Safety; Legal Status of Occupational Health and Safety:
Occupational health and safety law, Labour act; Physical Risk Factors; Noise, Vibration, Thermal comfort,
Pressure; Chemical Risk Factors: Health and safety precautions when working with chemical substances and
carcinogenic and mutagenic substances; Biological Risk Factors: Bacteria, Mushroom, Viruse, Parasite, Cell
culture; Occupational Accidents: Terms of occupational accidents, Danger, Risk, Causes of occupational
accidents; Occupational Diseases; Risk Assessment and Occupational Health and Safety Board; Personal
Protective Equipment.

ETK203 Meslek Etigi AKTS: 3,0
Ahlak ve Etik Kavramlari; Etik ve iIgiIi Kavramlar; Ahilik Kurumu ve Gelisimi; Etik Sistemleri I; Etik Sistemleri II;
Temel Etik ilkeler: Dogruluk, Duristlik, Adalet, Sadakat, Sorumluluk, Séziinde durmak, Milkemmeliyeti aramak,
Baskalarina saygi gostermek, Baskalarina yardim Etmek; Etik Tarleri I; Etik TUrleri Il; Etik Faktorleri I; Etik
Faktorleri Il; Standartlar; isletmelerde Yasanan Etik Sorunlar;

ETK203 Professional Ethics ECTS: 3,0
Concepts of Morality and Ethics; Ethics And Related ; Akhism Concept And its Development; Ethics Systems I;
Ethics Systems II; Basic Ethics Principles I: Truth, Honesty, Justice, integrity, Responsibility, Keeping your
mouthshut, Explains the pursuit of excellence, Helping other and responsibility; Types Of Ethics I; Types Of
Ethics Il; Ethics Factors I; Ethics Factors Il; Standards; Ethical Problems in Organizations;

FiN210 Kisisel Finans Yénetimi AKTS: 3,0
Finansal Okuryazarlik; Kisisel Finansal Planlama; Tasarruf ve Tuketim; BUtce; Yatirnm Kararlari ve Yatirrm Plani;
Yatirim Araci Secimi ve Risk Yénetimi; Yatirimlarda Risk Yénetimi. Yatinnmci iliskileri; Finansman Kaynaklari. Kredi
Kullanimi; Kredi Karti Kullanimi; Sermaye Piyasasi Kurumlarina Bakis; Menkul Kiymet ve Borsa Terminolojisi;
Sermaye Piyasasi Araclari; Yatinm Fonlari. Yatirnm Ortakliklar; Bireysel Emeklilik. Ekonomik Géstergeleri Okuma.

FiN210 Personal Finance Management ECTS: 3,0
Financial Literacy. Personal Financial Planning, Savings and Consumption; Budget. Investment Decisions and
Investment Plan; Selection of Investment Tool and Risk Management; Risk Management in Investments; Investor
Relations; Sources of Funding; Credit Usage; Credit Card Usage. Overview of Capital Market Institutions;
Securities and Exchange Terminology; Capital Market Tools. Mutual Funds; Investment Trusts. Private Pension;
Reading Economic Indicators.
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HUK117 Genel Hukuk Bilgisi AKTS: 2,0
Hukuk kavrami:Sosyal Dlzen kurallari, Hukuk kurallarinin konumu; Hukukun Dallari: Ozel ve Kamu Hukuku; Tirk
Yargi Sistemi:Hukukun Kaynaklari,Hukuk Sistemleri, Yasama, Yurtutme, Yargi; Kisiler hukuku: Hak kavrami, Hak
ehliyeti, Fiil ehliyeti; Aile Hukuku: Nisanlanma, Evlenme, Bosanma, Velayet; Esya Hukuku: Ayni hak, Mulkiyet
Hakki, Sinirli ayni haklar; Miras Hukuku: Muris, Varis, Olime bagl tasarruflar, Vasiyetname tiirleri; Borglar
Hukuku : Borg, Edim, icap, Kabul, Sézlesmeler ve uygulanmasi; is Hukuku: isci, isveren, isyeri, is akdi, calisma
sureleri, fesih, is giivencesi; Anayasa hukuku: Normlar, Anayasal haklar; idare hukuku: Kamu hizmeti, idari
teskilat yapisi.

HUK117 Fundamentals of Law ECTS: 2,0

Concept of law: Social Order rules, Position of legal rules; Branches of Law: Private and Public Law;Turkish
Judicial System: Sources of Law, Legal Systems, Legislative, Executive, Judiciary; Personal law: Concept of right,
Capacity to act, Capacity to act; Family Law: Engagement, Marriage, Divorce, Custody; Property Law:Right in
rem,Right of Ownership, Limited real rights; Inheritance Law: Heir, Heir, Death-related dispositions, Types of
Wills; Law of Obligations: Debt, Performance, Offer, Acceptance, Contracts and their implementation; Labor Law:
Employee, employer, workplace, employment contract, working hours, termination, job security;Constitutional
law:Norms...

iKT117 iktisada Giris AKTS: 3,0
iktisadin Temel Kavramlari: ihtiyac, Mal ve hizmet, Fayda, Deger, Uretim, Uretim faktorleri, Tiketim, is bélimi
ve verimlilik; Her Ekonominin Ana Sorunlari: Kithk, Ekonomi bilimi ve kitlik sorununun ¢6zimu; Ekonomilerdeki
Temel Sorunlar; Talep ve Arz Kavramlari: Talep, Arz ve piyasa dengesi; Arz ve Talep Esneklikleri; TUketici ve
Uretici Teorisi: Tuketici dengesi analizi; Uretici dengesi ve maliyet analizi; Kisa ve Uzun Dénem Uretim Modelleri:
Kisa donemde Uretim ve maliyetler, Uzun dénemde Gretim ve maliyetler; Ekonomideki Piyasa Turleri: Tam
rekabet piyasasi, Monopol piyasasi, Monopol rekabet piyasasi, Oligopol piyasasi; Gelir Dagilimi Politikasi.

iKT117 Introduction to Economics ECTS: 3,0
Basic Concepts of Economics: Needs, Goods and Services, Utility, Value, Production, Factors of Production,
Consumption, Division of Labor and Productivity; Major Problems of Every Economy: Scarcity, Economics and
the Solution to the Scarcity Problem; Fundamental Problems in Economies; Concepts of Supply and Demand:
Demand, Supply and Market Equilibrium; Elasticities of Supply and Demand; Consumer and Producer Theory:
Consumer equilibrium analysis; Producer equilibrium and cost analysis; Short and Long-Term Production Models:
Production and costs in the short run, Production and costs in the long run; Types of Markets in Economics:
Perfect competition market, Monopoly

iLT230 Telefonda Etkili iletisim AKTS: 3,0

Telefonda etkili iletisim tekniklerini 6grenir, Telefon gorlismelerinde sesini etkili bicimde kullanir, Etkili dinler,
Temel telefon kurallarini bilir ve uygular, Goriisme sirasinda karsi tarafin iletisim bicimini analiz eder ve uygun
bicimde yaklasir, Gérisme sirasinda karsi tarafin stresini yénetebilir ve sakinlestirir, Karsi tarafa aktarmak
istedigi mesaji kisa, 6z ve organize bicimde aktarir, Karsi tarafi dogru anlayabilmek icin uygun sorulari sorar,
Sikayetleri ve problemleri etkili bicimde ele alir ve ¢ézimler, Gorisme sirasinda stresiyle bas edebilir, Karsi
tarafa gliven verir, Konusma icerisinde pozitif, yapici ve dayanismaci bir dile sahip olur.
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iLT230 Effective Telephone Communication ECTS: 3,0
Learns effective communication techniques on the phone, Uses his voice effectively in telephone conversations,
Listens effectively, Knows and applies basic telephone rules, Analyses the communication style of the other
party during the interview and approaches appropriately, Manages and calms the stress of the other party
during the interview, To be able to convey the message he/she wants to convey to the other party in a short,
concise and organised manner, To be able to ask appropriate questions in order to understand the other party
correctly, To be able to handle and solve complaints and problems effectively, To be able to cope with stress
during the interview,

iNG143 ingilizce | AKTS: 5,0
Okudugunu Anlama, Listening Comprehension, Yapilarina Gore Cumle Turleri

iNG143 English | ECTS: 5,0
Reading Comprehension, Dinledigini Anlama, Sentence Types By Structure

iNG144 ingilizce 1l AKTS: 5,0
Simdiden Bahsetme, Gelecek Planlarindan Bahsetme, Gelecek Hakkinda Tahminde Bulunma, Soru Sorma ve
Cevaplama,Tavsiye Verme, Gereklilikten Bahsetme, Karsilastirma Yapma, Kosul Cimleleri Kurma,
Deneyimlerden Bahsetme, Email yazma, Paragraf Yazma, Tahminler, Tavsiyeler, Deneyimler hakkinda Okuma
ve Dinleme. (A2- A2+ Levels)

iNG144 English 1l ECTS: 5,0
Talking About Now, Making Predictions, Future Plans & Intentions, Asking & Answering Questions, Giving Advice,
Necessity, Comparatives & Superlatives, Conditionals, Talking about Experiences, Writing an informal email and
a paragraph, Listening and Reading for Specific Purposes. (A2- A2+ Levels)

iSN102 Halkla iliskiler AKTS: 3,0
Halkla iliskilerin yeri ve 6nemi, Halkla iliskiler kavrami ve tarihi, Halkla iliskiler ile ilgili kavramlar, Halkla
iliskilerin uygulama alanlari, Halkla iliskiler streci-arastirma ve planlama, Halkla iliskiler sureci-uygulama ve
degerlendirme, Halkla iliskiler araclari, Sponsorluk, Kurumsal itibar, Turizm konulu tanitim filmleri, Kriz iletisimi
ve halkla iliskiler, Halkla iliskiler ve yaraticilik, Halkla iliskiler ve kurumsal sosyal sorumluluk, Turizm
sektoérunden 6rnek olay incelemesi

iSN102 Public Relations ECTS: 3,0
The importance and place of PR, The concept & history of PR, Concepts related to PR, Practice areas of PR, PR
process-Research & Planning, PR process-Action & Evaluation, Tools of PR, Sponsorship, Corporate reputation,
PR & Crisis communication, PR & Creativity, PR & Corporate social responsibility, Case studies from tourism
sector

iSL155 Genel isletme AKTS: 3,0
isletmecilik Tarihine Genel Bir Bakis: isletmenin yénetim tarihine bakis, isletme kavraminin gelisimine tarihsel
bakis; isletmeciligin anlam ve temelleri: insan istek ve ihtiyaclari, Uretim ve iretim 6geleri, Mal ve hizmet
tanimi, isletme tanimi, Talep ve talep olusumunun sartlari; isletmelerin Hukuksal Yapilari: Kamu isletmeleri, Ozel
sermayeli isletmeler, Yabanci sermayeli isletmeler; isletmelerde Biiyiikliik ve Kapasite: Kiiclik, orta ve blyiik
isletmeler, isletmeler arasi yapilan anlasmalar; isletmelerde Ekiplerin Ydnetimi: Ekiplerin tanimi, Ekipleri
Yonetimi; Stres Yénetimi: Stresin tanimi, stresi ydnetme teknikleri; Orgltsel iletisim: iletisimin tanimi, énemi.
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iSL155 Introduction to Business ECTS: 3,0

An Overview of Business History: Overview of the management history of the business, Historical perspective on
the development of the concept of business; Meaning and foundations of business: Human wants and needs,
Production elements, Definition of goods and services, Definition of business, Demand and conditions of
demand formation; Legal Structures of Businesses: Public enterprises, Enterprises with private capital,
Enterprises with foreign capital; Size and Capacity in Enterprises: Small, medium and large enterprises,
Agreements between enterprises; Team Management in Business: Definition of Teams, Team Management;
Stress Management: Definition of stres.

isL210 insan Kaynaklar Yénetimi AKTS: 2,0
insan kaynaklari yénetimine giris; is analizi ve is dizayni; insan kaynaklari planlamasi; Personel temini; Personel
secimi; Personel egitimi ve gelisimi; Performans degerlendirme; kariyer planlama; Ucret yéntemi; is
degerleme;is goéren saghgi ve giivenligi; calisanlarin is ortamina uyumu

i$L210 Human Resources Management ECTS: 2,0
Introduccin to human resource management; Job analysis and Job design; Labor planning; Providing employee;
selection personnel; Developing and training human resources; Evaluating oerformance; Career planning; Pay
setting and anaysis; Job valuation; Employee healts and social securitiy; Labor orientation

iSL215 Zaman Yonetimi AKTS: 3,0
Zaman Kavrami; Zaman Yonetimi; Tarihte Zaman Yonetimi; Zaman Yok Ediciler; Yetki Devri-Hayir Diyebilmek;
Paradigma ve Aliskanliklarimiz; Zaman Yoénetimine Yardimci Teknikler; Klasik Zaman Yonetimi Teknikleri; Birinci,
ikinci, Uctincii Dénem; Zaman Kullanim Matrisi; iletisim ve Kisisel Gelisim; Tiim Konulari Kapsayan Ornek Olay
Calismalari.

iSL215 Time Management ECTS: 3,0
The Concept of Time; Time Management; Time Management in History; Time Wasters; Delegation and Saying
"No"; Paradigms and Habits; Techniques to Aid Time Management; Classic Time Management Techniques; First,
Second, and Third Generations; Time Usage Matrix; Communication and Personal Development; Comprehensive
Case Studies Covering All Topics.

iSL352 Orgiitsel iletisim AKTS: 3,0
Orgiitsel iletisimin Tanimi ve Onemi; Orgiit Kuramlar ve iletisim; Orgiitsel iletisimin Fonksiyonlari; Orgiitsel
iletisim Sureci; Orgiitsel iletisim Kanallari; Orgltlerde iletisim Yéntem ve Araclar; Orgltsel iletisim ve Ydnetsel
islevler; Orglt Kultari ve iletisim; Orgutsel iletisimi Engelleyen Faktoérler; Orgitsel iletisimi Gelistirme
Yontemleri.

i$L352 Organizational Communication ECTS: 3,0
Definition and Significance of Organizational Communication; Functions of Organizational Communication;
Organizational Communication Process; Channels of Organizational Communication; Communication Methods
and Tools in Organizations: Organizational Communication and Managerial Function; Organizational Culture and
Communication; Barriers to Organizational Communication; Developing Methods of Organizational
Communication.

KUL195 Goniilluliikk Calismalan AKTS: 4,0
Gonulltuluk Alanlari (Afet ve Acil Durum, Cevre, Egitim ve Kultlr, Spor, Saglk ve Sosyal Hizmetler vd.); Gonalld
Calismalarla ilgili Proje Gelistirme ve Sahada Génillii Calismalara Katihm; Gonulli Calismalarda Etik, Ahlaki,
Dini, Geleneksel Degerler ve ilkeler; Kamu Kurumlari, Yerel Yonetimler ve Sivil Toplum Kuruluslarinda (STK)
Gonullt Calismalara Katilm; Toplumda Risk Gruplari ve Gonulluluk; Gégmenler ve Gonulluluk.
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KUL195 Volunteer Work ECTS: 4,0

Concepts of Management and Organization; Concept of Volunteering and Volunteer Management; Basic
Volunteering Areas (Disaster and Emergency, Environment, Education and Culture, Sports, Health and Social
Services, etc); Project Development and Participation in Volunteer Field Work; Ethical, Moral, Religious, and
Traditional Values and Principles in Volunteer Work; Participation in Volunteer Work in Public Institutions, Local
Governments and NGOs; Risk Groups and Volunteering in Society; Migrants and Volunteering.

KUL199 Kultirel Etkinlikler AKTS: 2,0
Spor Faaliyetlerine Aktif Olarak veya Seyirci Olarak Katilim; Rehberlik Merkezi Tarafindan Duizenlenen
Faaliyetlere Katilim; Sanat Atdlyelerine Katilim; Mize Egitimi; Sanat Gezilerine Katilmak; Kiltlrel Gezilere
Katilmak; Sinema, Tiyatro, Bilimsel Toplanti vb. Etkinliklere katilmak ve gorev almak; KullUplerde Goérev Almak;
Ogrenci Temsilcisi Olmak ve Cevre Faaliyetlerine Katilmak.

KUL199 Cultural Activities ECTS: 2,0
Participating Actively or as a Spectator in Sports Activities; Participating in Activities Arranged by the Counseling
Center; Participating in Workshops in Art; Education on Museums; Participating in Art Trips; Participating in
Cultural Trips; Participating in and Taking Duty in Activities such as Cinema, Theatre, Scientific Meeting etc.;
Taking Duty in Clubs; Being a Student Representative and Participating in Environmental Activities.

KUL212 Kariyer Yonetimi AKTS: 3,0
Kariyer Kavrami, Kariyer planlama ve asamalari, Bireysel kariyer gelisimi, Kariyer stratejisinin olusturulmasi,
Kariyer planlama modeli, ilgili kariyer secenekleri, Ozgecmis hazirlama ve 6zgecmis cesitleri, CV formati ve
drnekleri, CV hazirlamada dikkat edilecek noktalar, Kapak yazilari, Tanitim mektuplari, is gériismesi, Amaclari,
Yontem ve turleri, Gérismeye hazirlik ve gérisme asamalari, Gorismelerde karsilasabilecek durumlar; Soru
Tipleri, Vicut dili-bedensel isaretler.

KUL212 Career Management ECTS: 3,0
Career concept, Career planning and stages, Individual career development, Creation of career strategy, Career
planning model, Related career options, CV preparation and CV types, CV format and examples, Points to
consider in CV preparation, Cover letters, Introduction letters, Job interview, aims, methods and types,
Preparation and stages of interview, Situations that may encounter in interviews; Question Types, Body
language-bodily Signs.

MAT827 Genel Matematik AKTS: 2,0
Sayl Kimeleri: Sayma sayilari kiimesi, Dogal sayilar kiimesi, Tamsayilar kiimesi, Rasyonel sayilar kiimesi, Reel
(Gercel) sayilar kiimesi; Tamsayilarda ve Rasyonel Sayilarda islemler; Ondalik Kesirler; Kolay Hesaplama
Teknikleri; Yizde Hesaplari; Oran ve Oranti Hesaplari: Dogru oranti, Ters oranti, Bilesik oranti, Oranlh bélme ve
sirket hesaplari; Alis, Maliyet, Satis ve Kar; Denklemler: Birinci ve ikinci dereceden denklemler; Logaritma; Ustel
sayllar; Faiz Hesaplari: Basit faizi Bilesik faiz; Anuite: Normal ve Pesin AnUlite; Karisim, Bilesim ve Alisim
Hesaplari; Duzlemsel Sekillerde Cevre-Alan-Hacim.

MAT827 General Mathematics ECTS: 2,0

Sets of Numbers: Set of counting numbers, Set of natural numbers, Set of integers, Set of rational numbers, Set
of real numbers; Operations on Integers and Rational Numbers; Decimal Fractions; Easy Calculation Techniques;
Percentage Calculations; Ratio and Proportion Calculations: Direct proportion, Inverse proportion, Compound
proportion, Proportional division and company calculations; Buying, Cost, Sales and Profit; Equations: First and
Second Degree Equations; Logarithm; Exponential numbers; Interest Calculations: Simple interest Compound
interest; Annuity: Normal and Advance Annuity; Mixture, Composition and Calculations; Perimeter-Area-Volume
in Planar Shapes
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RHi107 iletisim AKTS: 2,0
Hizmet sektériinde iletisimin yeri ve énemi, iletisim kavrami, iletisim siirecindeki 6geler, Sdzsiiz iletisim, S6zl{
iletisim, SozlU iletisim turleri, Toplantilar, Yazili iletisim, Yazil iletisim tdrleri, Konuklarla iletisim, Telefonda
iletisim, Kitle iletisimi, Orgit ici iletisim, Pazarlama iletisimi, ikna edici iletisim, Kurumsal iletisim, Kriz iletisimi,
Sosyal medya ve iletisim

RHi107 Communicating ECTS: 2,0
The place and importance of communication in the service sector, The concept of communication, Elements in
the communication process, Non-verbal communication, Verbal communication, Oral communication types,
Meetings, Written communication, Written communication types, Communication with guests, Communication
on the phone, Mass communication, Internal communication, Marketing communication, Persuasion Effective
communication, Corporate communication, Crisis communication, Social media and communication

SEK122 is Yazismalan AKTS: 3,0
is Yazilarinin Onemi, Genel ilke ve kurallar, is yazilarinin sekli kurallari, Dilekce yazimi, Ozgecmis anlatimi ve
orneklerin hazirlanmasi, is yazilari mektup cesitlerinin anlatimi ve uygulamalarinin yapilmasi; Ozel Mektuplarin
(tesekkiir, tebrik, bassaghg: ve teselli, davetiyeler gibi) Anlatimi ve Orneklerin Verilen Siire Zarfinda
Hazirlanmasi, Resmi olmayan mektuplarin hazirlanmasi, Resmi yazilar, Resmi yazilarda sekli kurallar, Resmi yazi
cesitlerinden dilekge, tutanak, s6zlesme, sartname vb. anlatilmasi ve uygulamasinin yaptirilmasi, Resmi yazi
cesitlerinden mizekkere, genelge ve diger resmi yazilarin anlatilmasi érneklerinin hazirlatiimasi.

SEK122 Business Correspondence ECTS: 3,0

Importance of Business Letters, general principles and rules, Rules for the format of business letters, petition
writing, CV narrative and preparation of examples, Explanation and applications of business letters letter types;
Expression of Private Letters (thank you, congratulations, condolences and consolation, invitations) and
Preparation of Samples within the Given Time, Preparation of informal letters, Official letters, Formal rules in
official letters, Petitions, minutes, contracts, specifications, etc. Explaining and making the application,
Preparing the examples of writs, circulars and other official writings, which are among the official writing types.

SEK123 Protokol Bilgisi AKTS: 3,0
Protokol Kavrami; Terbiye, Nezaket, Gorgu ve Zerafet Kurallari; Protokol Listeleri; Toplumsal Yasami Duzenleyen
Kurallar: Toplumsal yasamda birey toplum iliskisi ve sosyal roller, toplumsal baris acisindan dizenleyici
kurallarin 6nemi; is Yasamini Diizenleyen Kurallar: Orgiit hiyerarsisi ve protokol kurallari:Hitaplar, Tanisma ve
Tanistirma:Selamlasma, tokalasma vb.; Yazili ve Sézlii iletisimde Protokol; Araclarda Protokol; Acilis, Térenlerde
Protokol; Bayrak Protokolu; Toplanti ProtokolU; Davet ve Ziyaret Protokolu.

SEK123 Basics of Protocol ECTS: 3,0

Protocol Concept; Rules of Decency, Courtesy, Etiquette and Elegance; Protocol Lists; Rules Regulating Social
Life: Individual-society relationship and social roles in social life, the importance of regulatory rules in terms of
social peace; Rules Regulating Business Life: Organizational hierarchy and protocol rules: Addresses, Meet and
Introductions: Greetings, handshakes, etc.; Protocol in Written and Verbal Communication; Protocol in Vehicles;
Protocol in Opening, Ceremonies; Flag Protocol; Meeting Protocol; Invitation and Visit Protocol.

SEK212 Kamu-Ozel Kesim Yapisi ve iliskileri AKTS: 3,0
Kamu Kesimi-Ozel Kesim: Temel Kavramlar ve Kurumlar; Yarg: Kuruluslari; Kamu Yénetiminin Teskilat Yapisi:
Merkezl Yénetim ve Tasra Teskilati; Yerinden Yénetim Kuruluslari; Anayasada Diizenlenen idari Kamu Kurumlari;
Uluslararasi Kuruluslar ve Yabanci Temsilcilikler; Kamu ve Ozel isletmeler ve Hukuksal Yapisi; Kamu-Ozel
Birlikteliginde Yonetilen Kuruluslar.
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SEK212 Public Sector and Private Sectors ECTS: 3,0

Public Sector-Private Sector: Basic Concepts and Institutions; Judicial Institutions; Organizational Structure of
Public Administration: Central Administration and Provincial Organization; Decentralization Institutions;
Administrative Public Institutions Regulated in the Constitution; International Organizations and Foreign
Representatives; Public and Private Businesses and Legal Structure; Organizations Managed by Public-Private
Partnerships.

SEK217 Biiro Yonetimi AKTS: 5,0

Bu ders, yonetim ve blro yonetiminin temel kavramlarini; yoneticilerin ve biro personelinin gorevlerini, blro
tdrlerini ve temel biro islevlerini tanitir. Konular arasinda burolarin érgutlenmesi, yonetim fonksiyonlari
(planlama, orgltleme, kadrolama, koordinasyon, yoneltme, denetim), ofis otomasyonu, veri tabani olusturma,
ergonomi, is analizi, insan gucu planlamasi, blro dizeni, form ydnetimi, sistem iyilestirme calismalari ve
blrolarda etkili zaman kullanimi yer alir.

SEK217 Office Management ECTS: 5,0
This course introduces key concepts of management and office administration, including the roles of managers
and office staff, types of offices, and basic office functions. Topics include office organization, management
functions (planning, organizing, staffing, coordinating, directing, controlling), office automation, database
creation, ergonomics, job analysis, workforce planning, office layout, forms management, system improvement,
and effective time management.

SEK218 Kriz ve Stres Yonetimi AKTS: 2,0

Stres: Stres tirleri, Orgiit ortaminda stres; Kriz Kavrami: Kriz yénetim siireci, Orgitlerde kriz yonetimi; Krize
Yanit Siireci: Krize yaniitta stretejik éncelikler; Kriz iletisim Sureci: Kriz iletisiminde yeni medya.

SEK218 Crisis and Stress Management ECTS: 2,0
Stress: Types of stress, Stress in organizational environment; Crisis Concept: Crisis management process, Crisis
management in organizations; Crisis Response Process: Strategic priorities in crisis response; Crisis
Communication Process: New media in crisis communication.

SEK219 Etkili ve Glizel Konusma AKTS: 2,0
Genel kapsami ile iletisim ve iletisim kurabilme becerisi, Konusmanin psikolojik hazirligi, Etkili ve glze
konusmanin 6zellikleri, Fiziksel, yazinsal ve anlatimsal hazirlik, Dinleyiciye hakimiyet/dinleyiciyi kavramak, Gtizel
konusmanin altin kurallari, S6zIG anlatim ydntemleri, Kitleye, gruba, bireye karsi etkin ve glzel konusmanin
temel adimlari, Emlak sektérinde etkili ve glizel konusmanin 6nemi

SEK219 Effective Speech ECTS: 2,0
Communication and ability to communicate in its general context, Psychological preparation of speaking,
Characteristics of effective and good speaking, Physical, literary and expressive preparation, Domination of the
audience/understanding the audience, Golden rules of eloquence, Oral expression methods, Effective and good
manners towards the audience, the group, and the individual. The basic steps of speaking, The importance of
speaking effectively and beautifully in the real estate sector

SEK229 Cagdas Yonetim Yaklasimlari AKTS: 4,0
Yénetim bilimi; Yaraticilik ve yaraticilik yonetimi; isletmelerde zaman yénetimi; Kariyer yénetimi; Stres ve stres
yonetimi; Kiyaslama; Toplam kalite yonetimi; Kriz ve kriz yoénetimi; Dis kaynak kullanimi; Mdasteri iliskileri
ybnetimi; Sanal organizasyonlar; Ogrenen érgiitler; Personel giiclendirme; isletme stratejilerinin belirlenmesi.
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SEK229 Contemporary Management Approaches ECTS: 4,0
Management science; Creativity and creativity management; Time management in business; Career
management; Stress and stress management; Benchmarking; Total quality management; Crisis and crisis
management; Outsourcing; Customer relationship management; Virtual organizations; Empowerment;
Determining of business strategies.

SEK232 Toplanti Yonetimi AKTS: 3,0

Toplanti Kavrami: Toplanti tarleri; Toplanti Planlama; Sanal Toplantilar ve Teknoloji; Grup Catismalarini
Yénetmek

SEK232 Meeting Management ECTS: 3,0
Types of meetings; Meeting planning; Virtual meetings and technology; Managing group conflicts

SEK234 Yonetici Asistanhgi AKTS: 4,0
Sekreterlik Mesleginin Tarihsel Gelisimi; Orgiit icinde Sekreter ve Yénetici Asistaninin Roll; Yénetici Asistaninin
Sorumluluklari; Yénetici Asistaninin Kisisel Nitelikleri; Yénetici Asistaninin Mesleki Nitelikleri; Ydneticinin
Asistanindan Beklentileri; Yonetici Asistaninin Yénetsel Fonksiyonlara Katkisi; Yénetici Asistaninin Orgiiti ve
Yoneticisini Temsil Gérevi; Etkin Yonetimde Yénetici Asistaninin Rolii; Etkin iletisimde Yénetici Asistaninin Rol.

SEK234 Executive Secretarial Training ECTS: 4,0
Historical development of secretarial; Secretary and executive assistant's roles in an organization;
Responsibilities of Executive assistant; Personal characteristics of an Executive assistant; Professional
characteristics of an Executive assistant; Contribution of the Executive assistant to the Managerial Function;
Executive assistant's representation duty for the organization and the executive;The role of executive assistant
in efficient Management; The role of executive assistant in efficient communication.

SEK235 Belge Yonetimi ve Dosyalama AKTS: 3,0
Belge ve Belge YOnetimi Kavramlarini ve Farklarini Tanimlayabilme, Belge karakteristiklerini tanimlayabilme,
Belge diizenleme, indeksleme, dosyalama, Ayiklama ve imhasi ile ilgili ydntemleri kavrama, Dosyalama
sistemlerini tanimlayabilme, Standart dosya planini kavrama, Standart dosya plani ve arsiv uygulamalarini
kullanabilme, Belge yasam déngusu: Belge Uretimi, Dizenlenmesi, Dosyalanmasi, Saklanmasi, Ayiklanmasi ve
imhasi; Belge Diizenleme, indeksleme, Envanter bilgilerinin ¢ikartiimasi yontemleri, Belge saklama ve ayiklama
planlarinin olusturulmasi, Belge yénetimi standartlari ve yasal dizenlemeler TSE 13298 ve 15489, Dosyalama
sistemleri, Standart dosya plani.

SEK235 Document Management and Filing ECTS: 3,0

Defining the concepts of document and document management and their differences, Defining document
characteristics, Comprehending methods of document editing, indexing, filing, sorting and destruction, Defining
filing systems, Understanding standard file plan, Standard file plan and archive Using applications, Document
life cycle: Document production, editing, filing, storage, sorting and destruction; Document editing, indexing,
methods of extracting inventory information, Creation of document storage and sorting plans, Document
management standards and legal regulations TSE 13298 and 15489, Filing Systems, Standard File Plan.

SEK238 Ornek Olay Analizi AKTS: 3,0
Kuramsal bilgilerin gercek is yasamindan alinan érnek kesitler Gzerinde tartisiimasi, Blrolarda Buro Yénetimi ve
Sekreterlik alaninda yasananlari g6z 6nliine serme bu konuda 6grencilerin distnmelerini, tartismalarini ve
¢o6zUmler Uretmelerini saglama, Eldeki bilgilere dayanarak, ¢6zim o6nerileri Gretme, Bunlari savunma,
Gerektiginde yeni dlislnceler olusturma, Blro calisanlarinin yaptiklari hatalari belirleme, Tartisma ve ¢6zim
yollar gelistirme.
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SEK238 Case Analysis ECTS: 3,0

This course focuses on discussing theoretical knowledge through real-life cases selected from business and
office environments. It aims to present situations encountered in Office Management and Secretarial fields,
encouraging students to think critically, engage in discussions, and develop solutions. Students learn to
generate solution proposals based on available information, defend their ideas, and formulate new perspectives
when necessary. The course also covers identifying mistakes made by office personnel, discussing these issues,
and developing appropriate solutions.

SEK243 is ingilizcesi | AKTS: 3,0
Etkili Temel is iletisimi: Telefon gériismeleri: Genel kaliplar ve éfkeli kisilerle basa ¢cikma; Mesajlar ve
Randevular, Konusmalari anlama, Konuklari karsilama; Otel, Restoran ve Ucak Rezervasyonlari, Temas kurma,
Problemlerin ¢d6ziimi; Siparisler, Banka ve finans, iletisim bilgileri sorma ve tarif etme, Talimat verme ve alma,
Kendini tanitma ve tanistirma, Toplantilar, is sunumlar gelistirme, S6zsiiz iletisim, Sunum ve konusmada
organizasyon, Bilgilendirme sunumlari, ikna sunumlari, is sunumlari pratikleri, Kisiler arasi is iletisimi, Olumsuz
haber ve kriz iletisimi.

SEK243 Business English | ECTS: 3,0
Effective Basic Business Communication: Phone calls: Dealing with common patterns and angry people;
Messages and appointments, Understanding conversations, Welcoming guests; Hotel, Restaurant and Flight
Reservations, Making contact, Solving problems; Orders, Bank and finance, Asking and describing contact
information, Giving and receiving instructions, Introducing and introducing oneself, Meetings, Developing
business presentations, Nonverbal communication, Organization in presentation and speaking, Information
presentations, Persuasion presentations, Business presentation practices, Interpersonal business
communication, Negative news and crisis communication.

SEK244 is ingilizcesi Il AKTS: 3,0
Etkili is Yazismalari, Yazi hazirhdi, Yazma, Yaziyi gézden gecirme ve sunma, Yazma slrecinde geribildirim, is
yazimi pratikleri, ingilizce is yazisi tiirleri ve dzellikleri: Satis, istek, Davet, Usteleme, Kutlama, istifa yazilari,
Ozgecmis yazma, Tesekkiir, Bassagligi mektubu, Dogrulama, Cevap mektubu, Sikdyet mektubu, Randevu yazisi,
Rezervasyon yazisi, Kabul ve ret yazilari, Onay mektubu, Oneri isteme mektubu, Tavsiye, Referans,
Memorandum; Temel ingilizce-Tlirkce Ceviri ve Tirkce-ingilizce Ceviri ilkeleri, Kelime bilgisi, is terimleri ve
kompozisyon, Temel gramer, Karsilastirmali gramer, Ceviri uygulamalari.

SEK244 Business English Il ECTS: 3,0
Effective Business Correspondence, Writing, Writing, Reviewing and presenting, Feedback in the writing
process, Business writing practices, Types and features of business writing in English: Sales, Request, Invitation,
Resignation, Celebration, Resignation letters, Writing a CV, Acknowledgment, Condolence letter, Confirmation,
Reply letter, Complaint letter, Appointment letter, Reservation letter, Acceptance and rejection letters, Approval
letter, Proposal request letter, Recommendation, Reference, Memorandum; Basic English-Turkish translation
and Turkish-English Translation Principles, Vocabulary, Business terms and composition, Basic grammar,
Comparative grammar.

SEK246 Sektorel Uygulamalar AKTS: 5,0

Sektorel Arastirma Yapma, Sektorde basarili elemanlarin arastiriilmasi, Basari hikayelerinin irdelenmesi, Sektorel
deneyime sahip mesleki uygulayicilarin ve yoneticilerin derse davet edilmesi, Sektor ile ilgili medya haberlerinin
yorumlanmasi, Marka olmus isletmelerin analizi, Rol ¢alismalari, Tiyatral sunumla ofis calisma sistematiginin
gelistirilmesi, Ustlenilen roller ve goérevler ile uygulamada karsilasilan farkhhklarin irdelenmesi, tartisiimasi ve
¢c6zumlenmesi Uzerine grup gérusmeleri yapilmasi.
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SEK246 Sectoral Practices ECTS: 5,0

Making Sectoral Research, Searching for successful personnel in the sector, Examining success stories, Inviting
professional practitioners and managers with sectoral experience, Interpreting media news about the sector,
Analysis of branded businesses, Role studies, Theatrical Developing office work systematics with presentations,
Conducting group discussions on the roles and tasks undertaken and the differences encountered in practice,
discussing and resolving.

SEK248 Ekip Yonetimi ve Liderlik AKTS: 4,0
Grup, Takim, Ekip Kavramlari; Ekip Calismasi ve insan iliskileri; Ekip Calismasinin Temel Faktérleri; Ekip
Calismasinin Yonetsel ilkeleri; Ekip Calismasinda Motivasyon; Ekip Calismasinda Odiil: Tesvik ve hedef yénetimi;
Ekip Calismasinda Guven, Ekip Calismasi ve Stres yonetimi; Yonetimde Gug, Yetki ve liderlik, Liderlik Teorileri;
Catisma Yonetimi ve CozUmleyici Liderlik; Liderlik ve Degisim; Liderlik ve Performans Degerlemesi.

SEK248 Team Management and Leadership ECTS: 4,0
Group, Team, Team concepts, Teamwork and human relations, Basic factors of teamwork, Managerial principles
of teamwork, Motivation in teamwork, Reward, Incentive and goal management in teamwork, Teamwork trust,
Teamwork and stress management, Power, Authority and Leadership in management, Leadership theories,
Conflict management and analytical leadership, Leadership and change, Leadership and performance
evaluation.

SEK252 is Yasaminda Proje Yénetimi AKTS: 4,0

Proje Kavram ve Tanimi, Benzer kavramlardan farkliliklari, Mevcut uygulamalarla profesyonel proje yonetimi
uygulamalarinin karsilastiriimasi; Projelerde Basari Kavrami, Proje yonetiminde slrecler ve bilgi alanlari, Yasam
déngiileri ve fazlar, Orgiitsel proje ydnetimi, Portféy ve program kavramlari, Proje ydnetim metodolojisi,
Niteliklerine gére projeler, Orgiitsel yapilarin proje ydénetimine etkileri, Olasi problemleri énleyebilecek
yontemler, Problem ¢6zimdi; Proje Bazli Organizasyonlar, Proje yOonetim ofislerinin islevi, Paydas tanimi ve
paydas yonetiminin proje basarisinda 6nemi, Sponsor ve proje yoneticisinin rolleri ve sorumluluklari aralarindaki
iliskiler.

SEK252 Project Management in Business Life ECTS: 4,0
Project Concept and Definition, Differences from Similar concepts, Comparison of current practices and
professional project management practices; Concept of Success in Projects, Processes and knowledge areas in
project management, Life cycles and phases, Organizational project management, Portfolio and program
concepts, Project management methodology, Projects according to their characteristics, Effects of
organizational structures on project management, methods to prevent possible problems, Problem solving;
Project-Based Organizations, Functions of project management offices, Stakeholder definition and importance of
stakeholder management in project success, Roles.

S0S120 Orgiitsel Davranis AKTS: 2,0
Orgltsel davranisa giris; Birey, grup, 6rgit ve cevre kavramlarinin aciklanmasi, érgitsel davranisin tarihsel
gelisimi ve yaklasimlar. Orgiitsel davranisin arastirma teknikleri; Orgiitsel davranis bilimde yéntem, veri toplama
teknikleri; gézlem, goriisme, isletme kayitlarinin incelenmesi. Orgiit icinde birey kisilik; Kisiligin olusumu ve
etkileyen faktorler, kisiligin is hayatindaki 6nemi, kisilik tipleri. Davranis, tutum ve is tatmini; Davranis, deger ve
tutum kavramlari, érgit kiltirinin énemi, érgit kiltirind 6grenme ve gelistirme. Orgiitlerde grup calismasi
teknikleri; Grubun 6nemi ve cesitleri, 6rgutlerde grupla calisma teknikleri, ¢
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S0S120 Organizational Behavior ECTS: 2,0
Introduction to organizational behavior; definitions and explanations of the concepts of individual, group,
organization, and environment; historical development of organizational behavior and major approaches.
Research techniques in organizational behavior; methods used in organizational behavior science and data
collection techniques such as observation, interviews, and the analysis of organizational records.Individual
personality within the organization; formation of personality and influencing factors, the importance of
personality in business life, and personality types.Behavior, attitudes, and job satisfaction; concepts of behavior,
values, and attitudes; the

S0S155 Halk Danslan AKTS: 2,0
Tuark Danslari; Halk Danslarinin Olusum Kosullari; Anadolu Halk Danslari: Anadolu halk danslarinin
kiimelendirilmesi, Anadolu halk danslari eslik calgilari; Halk Danslarinin Derlenmesi: Halk danslarini derleme
yontemleri, Halk danslarini derleme teknikleri, Halk danslarini derleme sorunlari; Halk Danslarinin Ogretimi:
Tlrkiye'de halk danslari ve 6gretimi, Halk danslarinin egitim ve 6gretimi; Halk Danslarinin Sahneye
Uygulanmasi: Sahne, Sahne estetigi ve Koreograf, Oryantasyon ve Koreografi.

S0S155 Folkdance ECTS: 2,0

Turkish Dances; Conditions for the Formation of Folk Dances; Anatolian Folk Dances: Clustering of Anatolian folk
dances, Anatolian folk dance accompaniment instruments; Compilation of Folk Dances: Methods of compiling
folk dances, Techniques of compiling folk dances, Problems of compiling folk dances; Teaching of Folk Dances:
Folk dances and their teaching in Turkiye, Education and training of folk dances; Application of Folk Dances on
Stage: Stage, Stage Aesthetics and Choreographer, Orientation and Choreography.

S0S237 isletme Becerileri AKTS: 3,0
isletme Yénetimi; isletmelerde Sorun Cézme; Catisma Yodnetimi; Orgiitsel iletisim; Toplanti Yénetimi; Yetki Devri-
Hayir Diyebilmek; Paradigma ve Aliskanliklarimiz;isletmelerde Sorumluluk; isletmelerde iletisim; isletmelerde
iletisim Teknikleri; Modern Dénem isletmeleri; isletmelerde Kriz ve Stres Ydnetimi; iletisim ve Kisisel Gelisim;
Tim Konulari Kapsayan Ornek Olay Calismalari.

S0S237 Business Skills ECTS: 3,0

Business Management; Problem Solving in Businesses; Conflict Management; Organizational Communication;
Meeting Management; Delegation and the Ability to Say "No"; Paradigms and Habits; Responsibility in
Businesses; Communication in Businesses; Communication Techniques in Businesses; Modern-Era Businesses;
Crisis and Stress Management in Businesses; Communication and Personal Development; Comprehensive Case
Studies Covering All Topics.

S0S242 Toplumsal Cinsiyet Esitsizligi AKTS: 3,0
Toplumsal Cinsiyeti Anlamak: Toplumsal cinsiyet kavrami, Toplumsal cinsiyetin sosyal ve kultirel insasi,
Toplumsallasma sureci, Toplumsal cinsiyet normlari, Rol ve sorumluluklari, Toplumsal cinsiyete dayali isbolimu:
Uretim ve yeniden Uretim iliskileri, Ozel ve kamusal alanda toplumsal cinsiyet ériintileri, Ataerkil sistemi
anlamak, Ataerkil sistemin dayanaklari ve isleyis surecleri, Aile ve cinsellik; Din, Hukuk ve Egitim; Sanat ve
Edebiyat, Kitle iletisim araclari; Siyaset ve Ekonomi, Toplumsal cinsiyet ve siddet, Toplumsal cinsiyet ve sosyal
politikalar, Feminist kuram I-ll, Feminist metodoloji.
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S0S242 Gender Inequality ECTS: 3,0
Understanding Gender: The concept of gender, Social and cultural construction of gender, Socialization process,
Gender norms, Roles and responsibilities. Gender-based division of labor: Production and reproduction relations,
Gender patterns in private and public spheres, Understanding the patriarchal system, Foundations and
functioning processes of the patriarchal system, Family and sexuality; Religion, Law and Education; Art and
Literature, Mass media; Politics and Economics, Gender and violence, Gender and social policies, Feminist
theory I-1l, Feminist methodology.

S0S443 Surdurulebilirlik AKTS: 2,0
Yoksulluga son; Acliga son; Saglik ve kaliteli yasam; Nitelikli egitim, Toplumsal cinsiyet esitligi; Temiz su ve
sanitasyon; Erisilebilir ve temiz enerji; insana yakisir is ve ekonomik biiyiime; Sanayi, yenilikcilik ve altyapi;
Esitsizliklerin azaltilmasi; Surdardlebilir sehirler ve topluluklar; Sorumlu Uretim ve tiketim; iklim eylemi; Sudaki
yasam; Karasal yasam; Baris, adalet ve glcli kurumlar; Amaclar icin ortaklklar

S0S443 Sustainability ECTS: 2,0

No poverty; Zero hunger; Good health and well-being; Quality education; Gender equality; Clean water and
sanitation; Affordable and clean energy; Decent work and economic growth; Industry, innovation and
infrastructure; Reduced inequalities; Sustanable cities and communities; Responsible consumption and
production; Climate action; Life below water; Life on land; Peace, justice and strong institutions; Partnerships for
the goals

STJ106 Staj AKTS: 5,0
Staj Yapilacak Kurum ile Yiksekokul Arasinda Blirokratik islemler; isyeri Oryantasyonu; Alani ile ilgili Temel
Diizeydeki Bir Calismanin Yuratilmesi; Alani ile ilgili Uygulamalarda Karsilasilan ve Ongériilemeyen Karmasik
Sorunlari Cézmek icin Ekip Uyesi Olarak Sorumluluk Alinmasi; Alaninda Edinilen Temel Diizeydeki Bilgi ve
Becerilerin Degerlendirilmesi; Alinan Derslerin Uygulamalarla iliskisinin Kurulmasi ve Uygulamalarda Karsilasilan
Sorunlar; Alaninin Gerektirdigi Bilgisayar Yazilimi ile Birlikte Bilisim ve iletisim Teknolojilerinin Kullanilmasi;
Yabanci Dil Kullanarak Alanindaki Bilgileri izleyebilmesi ve Meslektaslari ile iletisim Kurabilmesi.

STJ106 Internship ECTS: 5,0
Completion of the Bureaucratic Affairs Between the Vocational School and Internship Institution; Workplace
Orientation; Carrying Out a Basic Work in His/Her Major Independently; Taking Responsibility as a Member of a
Team to Solve Unexpected and Complex Problems Faced in Work Placement; Ability to Carry Out the Activities
Which Improves the Skills of the Staff in His/Her Responsibility Along with a Project; Evaluating the Basic
Information and Skill He/She Acquired in His/Her Major Through a Critical Perspective; Using Information and
Communication Technologies Together with the Computer Software Required by the Major Field; Ability to
Communicate with Colleagues.

TAR165 Atatiirk ilkeleri ve inkilap Tarihi | AKTS: 2,0

Osmanl Toplum ve Devlet Duzeninin Geri Kalmasi ve Yapilan Reform Hareketleri; Osmanli Devleti'nin Birinci
DlUnya Savasi'na Girmesi; Osmanli Devleti'nin Parcalanmasi ve Milli Mlicadele'nin Baslamasi; Mustafa Kemal
Pasa'nin Anadolu'da Milli Miicadele'yi Orgiitlemesi; Birinci Tiirkiye Biyiik Millet Meclisi'nin Acilmasi Acilmasi ve
Yapisi; 1920-1922 Yillari Arasi Askeri ve Siyasal Gelismeler; Lozan Baris antlasmasi ve Yeni Donem

TAR165 Atatirk's Principles and History of Turkish Revolution | ECTS: 2,0
The decline of Ottoman society and state regulation and the reform movements; Introduction of the Ottoman
Empire into the First World War; The fragmentation of the Ottoman Empire and the beginning of the National
Struggle; Mustafa Kemal Pasha organizing the National Struggle in Anatolia, Opening and Construction of the
First Turkish Grand National Assembly; Military and Political Developments between 1920 and 1922; Lausanne
Peace Treaty and New Period
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TAR166 Atatiirk ilkeleri ve inkilap Tarihi Il AKTS: 2,0
Cumbhuriyetin ilk Yillarinda Genel Géraniim: Tarim, Ulasim ve Ekonomik Yapi; idari Reformlar; Siyasi Devrimler:
Saltanatin Kaldirilmasi, Halifeligin Kaldirilmasi, 1923-1938 Yillari Arasinda Yapilan Sosyal ve Ekonomik
Devrimlerin Yapisi;Siyasi Muhalefet; Halkevleri; Atatiirk ilkeleri; Kiltir Calismalari; Atatiirk Dénemi Tirk Dis
Politikasi; 1938-2002 Yillari Arasinda Ekonomik Gelismeler; 1938-2002 Yillari Arasinda Turk Dis Politikasi;
Atatdrk'ten Sonra Turkiye'nin Genel GOrunumu; 1938-2002 Yillari Arasinda Sosyal, Kulturel ve Sanatsal
Degismeler

TAR166 Atatiirk's Principles and History of Turkish Revolution Il ECTS: 2,0
General View in the Early Years of the Republic:Agriculture, Transportation and Economic Structure;
Administrative Reforms;Political Revolutions:Abolition of the Sultanate; The Structure of Social and Economic
Revolutions Between 1923-1938;Political Opposition;People's Houses;Ataturk's Principles;Culture
Studies;Foreign Policy of Atatlrk Period;Economic Developments Between 1938-2002;Turkish Foreign Policy
Between 1938-2002;General View of Turkey After Ataturk;Social, Cultural and Artistic Changes between
1938-2002

TUR120 Turk isaret Dili AKTS: 3,0
isaret Diline Genel Bakis; Diinyada isaret Dili Tarihi; Tirk isaret Dili Tarihi; Tiirk isaret Diline Giris: Parmak
abecesi, Zamirlerin gdsterilisi, Kendini, ailesini ve yakinlarini tanitma, Selamlasma, Tanisma, iliski sézleri; Temel
Sozcuklerin Gosterilisi: Sifatlarin gosterilisi: Nitelik sifatlari, Nicelik sifatlari, Eylemlerin goésterilisi: Zit anlamlilar,
Simdiki zaman, Gegcmis zaman, Gelecek zaman, Zaman zarflari; Saghkli Yasam: Saglikla ilgili problemleri ifade
edebilme, Spor terimleri, Gereklilik ifade etme; Bankada: Bankada temel islemleri yapabilmek icin gerekli
iletisim kaliplari; Tatil Bashyor: Tatil ile ilgili temel sézcukler.

TUR120 Turkish Sign Language ECTS: 3,0
Overview of Sign Language; History of Sign Language in the World; History of Turkish Sign Language;
Introduction to Turkish Sign Language: Finger alphabet, Pronouns, Introducing oneself and family, Greetings,
Meeting, Relationship words; Showing Basic Words: Adjectives: Adjectives of quality, Adjectives of quantity;
Verbs: Present tense, Past tense, Future tense, Time adverbs, Antonyms; Healthy Living: Expression of
healthrelated problems, Sports terms, Expressing requirements; In a Bank: Expressions required to carry out
basic procedures in a bank; Vacation: Basic words about vacation.

TUR125 Turk Dili | AKTS: 2,0
Dil: Bilimsel bakimdan dilin 6zellikleri, Dil-distince ve duygu baglantisi, Dillerin dogusu ile ilgili kuramlar, Dil
tarleri, Turkcenin DUlnya dilleri arasindaki yeri; Dil-Kultar iliskisi; Turk Dilinin Gelisimi ve Tarihsel Dénemleri;
Tlrkcenin Yaziminda Kullanilan Alfabeler; Turk Dili Calismalari; Yazi Devrimi; Ses Bilgisi: Ses olaylari; Bicim
Bilgisi ve SOz Dizimi; Turkcenin Anlatim GuUcU; Tarkgenin Tldretme GuUcU; Turk Dilinin Zenginlik Alanlari: Dinya
dillerinin Turk diline etkisi, Turk dilinin Dinya dillerine etkisi, Turk dilinin yayilma alanlari; Turk Dilinin Karsi
Karsiya Bulundugu Sorunlar; S6zclUk ve Terim Tlretme; S6zlU ve Yazili Anlatim Bozukluklari

TUR125 Turkish Language | ECTS: 2,0
Language: Particularities of Language in the Scientific approach; Language-thinking and sentiment connection;
Theories relating the naissance of the languages; Types of languages; Place of Turkish language among world
languages; Relations between language and culture: Evolution of Turkish Language and its historical periods;
Alphabets used for writing of Turkish language; Turkish language studies; Revolution of Writing.




Anadolu Universitesi Biiro Yénetimi ve Yénetici Asistanligi Programi Programi 2026-2027 Ogretim
Yili Ders Katalogu

TUR126 Tiirk Dili Il AKTS: 2,0
Kompozisyon Bilgileri: Yazili kompozisyonun olusturulmasi, paragraf ve paragrafta anlatim bicimleri; Noktalama
isaretleri; Yazim Kurallari; Yazili Anlatim Tuarleri ve Uygulamalari I: DUsUnce yazilari; Yazili anlatim tarleri ve
uygulamalari II: Sanatsal yazilar; Bilimsel Yazilar ve Yazisma Turleri: Bilimsel yazilar, Yazisma turleri; Okuma ve
Dinleme: Okuma, Okudugunu anlama stratejileri, Elestirel okuma; Dinleme; Okuma Dinleme iliskisi; S6zl{
Anlatim: Dogru, glzel ve etkili konusmanin temel ilkeleri; Beden Dili ve S6zIU Anlatimdaki Yeri; Konusma Trleri;
Basarili Sunum ilkeleri ve Teknikleri; S6zl(i Anlatimda Bazi Séyleyis Ozellikleri.

TUR126 Turkish Language Il ECTS: 2,0
Composition: Rules of writing a composition, paragraphs and wording in paragraphs; Punctuation; Rules of
Writing; Types of written expression and practices I: Think pieces; Types of written expression and practices Il:
Art Writings; Scientific Writings and Types of Writings; Reading and Listening: Reading, Strategies on
understanding of the reading; Critical Reading; Relation Between reading and listening.



