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GENEL TANIM / GENERAL DESCRIPTION

Ders Adi / Course Name

Office Management / Office Management

Ders Kodu / Course Code

BY111B2

Ders Tirii / Course Type

Ders Seviyesi / Course Level

Pre-Bachelor / Pre-Bachelor

Ders Akts Kredi / ECTS 5.00
Haftalik Ders Saati (Kuramsal) / 2.00
Course Hours For Week

(Theoretical)

Haftalik Uygulama Saati / Course 1.00
Hours For Week (Objected)

Haftalik Laboratuar Saati / Course 0.00

Hours For Week (Laboratory)

Dersin Verildigi Yl / Year

1

Ogretim Sistemi / Teaching System

Normal Education / Normal Education

Egitim Dili / Education Language

Turkish / Turkish

On Kosulu Olan Ders(ler) /
Precondition Courses

Yok

None

Amaci / Purpose

Ogrencilere biirolan kavratmak, biirolarda yapilan hizmetleri 6gretmek ve biiro yénetimi ile
ilgili

temel bilgiler verilerek biiro yoneticiligine hazirlamak, biirolarda zaman ve kriz yonetimini
kazandirmak.

TTo help students understand offices, to teach the services provided in offices, and to
teach students about office management.

To prepare you for office management by giving basic information and to teach time
and crisis management in offices.

igerigi / Content

Yoénetim ve biro yonetimi. Biiro gesitleri ve kavramlari. Biirolarda etkin zaman yonetimi.
Burolarin tasarimi ve is yonetim teknikleri. Kriz ve stres yonetimi.

Administration and office management. Office types and concepts. Effective time
management in offices. Design of offices and business management techniques.
Crisis and stress management.

Onerilen Diger Hususlar / Yok None
Recommended Other

Considerations

Staj Durumu / Internship Status Yok None

Kitabi / Malzemesi / Onerilen
Kaynaklar / Books / Materials /
Recommended Reading

Biiro Yénetimi, Dog. Dr. ilhami YUCEL. Atatiirk Universitesi Acik Ogretim Fakiiltesi Yayini.
Erzurum, 2018

Biiro Yénetimi, Dog. Dr. ilhami YUCEL. Atatiirk Universitesi Acik Ogretim Fakaiiltesi
Yayini. Erzurum, 2018

Ogretim Uyesi (Uyeleri) / Faculty
Member (Members)

Ogr. Gér. Mustafa KARAMAN

Ogr. Gér. Mustafa KARAMAN




OGRENME GIKTILARI / LEARNING OUTCOMES

Birolarin anlami ve islevlerini 6grenme Learning the meaning and functions of offices

Birolarda is analizi ve personel ise alma yontemlerinin 6grenme Classical and Contemporary Office Types and Management
Birolarda iletisim yontemlerini ve kalite artirma yéntemlerini 6grenme Office Management and Functions

Birolara malzeme alim yontemleri ve dosyalama islemlerinin nasil yapildigini 6grenme Business Analysis in Offices

Birolarda performans degerlendirme yontemlerini 6grenme Recruitment and Training of Personnel in Offices

Burolarda zaman yénetimi, is ve meslek etik kurallarini 6renme Communication in Offices

HAFTALIK DERS ICERIGi / DETAILED COURSE OUTLINE
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Hafta / Week

Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
1 Birolarin ortaya ¢ikis nedenleri, anlami ve yaptiklari iglere gore
cesitleri
The reasons for the emergence of offices, their meanings and
according to their jobs
. . gretim Yont .. _—
Teorik Dersler / Theoretical Uygulama Lab '(I:')gl:ﬁi;(?;ri/(?l'r;:cmi\rgz Methods On Hazirlik / Preliminary
Techniques
2 Gegmisten glinimiize biro tirleri ve yonetim bigimleri
Office types and management styles from past to present
Teorik Dersler / Theoretical Uygulama Lab ?g;ﬁiﬁ:ﬁgtsgig Methods On Hazirlik / Preliminary
Techniques
3 Birolarin yénetim sekilleri ve isleyisi
Management styles and functioning of offices
. . Ogretim Yont - _
Teorik Dersler / Theoretical Uygulama Lab Tgl:ﬁill(rlgri/?rgsgig Methods On Hazirlik / Preliminary
Techniques
4 Birolarda yapilan igler
Work done in offices
gretim YO "
Teorik Dersler / Theoretical Uygulama Lab Ogretim Yontem ve On Hazirlik / Preliminary

Teknikleri/Teaching Methods
Technigues

5 Personelin ise alinmasi ve egitimi

Recruitment and training of staff
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Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
6 Biiro iletigimi
Office Communication
. . Ogretim Yontem ve = .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Technigues
7 Burolarda kaliteyi artirma yontemleri
TMethods to improve quality in offices
. . Ogretim Yoéntem ve . o
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
8 Ara Sinav
Midterm
gretim YO "
Teorik Dersler / Theoretical Uygulama Lab 'Cl')glzﬁmqeri/(')l'gt:cr:?\i\r,lz Methods On Hazirlik / Preliminary
Technigues
9 Buro dizayni ve ¢aligma ortami olugturma
Office design and work environment creation
. . Ogretim Yoéntem ve x .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
10 Birolarda kullanilan programlar ve gerekli malzemeler
Programs and necessary materials used in offices
. . gretim Yont .. -
Teorik Dersler / Theoretical Uygulama Lab '?eglzﬁill(r;;ri/(?rr;aeg;i\r/\z Methods On Hazirlik / Preliminary
Techniques
11 Birolarda Dosyalama

Filing in Offices
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Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
12 Kuruluslarda yazisma yontemleri
Methods of order in organizations
gretim YO .
Teorik Dersler / Theoretical Uygulama Lab '?glzﬁgll(rlnerils)l'gt:é?]i\rgz Methods On Hazirlik / Preliminary
Technigues
13 Biro ¢alisanlarinin performans yonetimi
Performance management of office employees
. . Ogretim Yont - .
Teorik Dersler / Theoretical Uygulama Lab Tgl:ﬁill(l?;ri/s)rgsgiﬁz Methods On Hazirlik / Preliminary
Techniques
14 Birolarda Zaman Yonetimi
Time Management in Offices
gretim YO .
Teorik Dersler / Theoretical Uygulama Lab 'Cl')glzﬁmqeri/(')l'gt:cr:?\i\r,lz Methods On Hazirlik / Preliminary
Technigues
15 Burolarda etik kavrami

The concept of ethics in offices
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DEGERLENDIRME / EVALUATION

Katki Yiizdesi /

Yariyil (Yil) igi Etkinlikleri / Term (or Year) Learning Activities Nii)l/tlaér Percentage of
Contribution (%)
Ara Sinav / Midterm Examination 1 100
Toplam / Total: 1 100
Basar Notuna Katki Yiizdesi / Contribution to Success Grade(%): 40
Savi/ Katki Yuzdesi /
Yanyil (Yil) Sonu Etkinlikleri / End Of Term (or Year) Learning Activities Nun¥ber Percentage of

Contribution (%)

Final Sinavi / Final Examination 1 100
Toplam / Total: 1 100
Basari Notuna Katki Yiizdesi / Contribution to Success Grade(%): 60

Etkinliklerinin Basar Notuna Katki Yiizdesi(%) Toplami / Total Percentage of Contribution (%) to Success Grade: 100

Degerlendirme Tipi / Evaluation Type:
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IS YUKU / WORKLOADS

Siiresi | Toplam Is Yiikii
- Sayi/ (Saat) / (Saat) / Total

ST EHAL LT TS Number | Duration Work Load

(Hours) (Hour)
Ara Sinav / Midterm Examination 1 1.00 1.00
Final Sinavi / Final Examination 1 2.00 2.00
Derse Katilim / Attending Lectures 14 3.00 42.00
Tartigsma / Discussion 14 1.00 14.00
Soru-Yanit / Question-Answer 14 1.00 14.00
Bireysel Calisma / Self Study 14 2.00 28.00
Ara Sinav igin Bireysel Calisma / Individual Study for Mid term Examination 5 4.00 20.00
Final Sinavi igin Bireysel Caligsma / Individual Study for Final Examination 5 3.00 15.00
Toplam / Total: 68 17.00 136.00

Dersin AKTS Kredisi = Toplam is Yiikii (Saat) / 30.00 (Saat/AKTS) = 136.00/30.00 = 4.53 ~ / Course ECTS Credit = Total Workload (Hour) / 30.00 (Hour / ECTS) = 136.00 / 30.00 = 4.53 ~

718




PROGRAM VE OGRENME CIKTISI / PROGRAM LEARNING OUTCOMES

Ogrenme Ciktllan / Program Ciktilari / Program Outcomes
Learning Outcomes 1111211 (212|311 3.12 (321|331 (332 |34.1|342

1.Burolarin anlami ve islevlerini
o6grenme / Learning the
meaning and functions of
offices

2.Burolarda is analizi ve
personel ise alma
yontemlerinin 6grenme / 2 4 4 2 2 1 2 4 1 3
Classical and Contemporary
Office Types and Management

3.Biirolarda iletisim
yoéntemlerini ve kalite artirma
yontemlerini 6grenme / Office
Management and Functions

4 .Birolara malzeme alim
yontemleri ve dosyalama
islemlerinin nasil yapildigini 4 3 2 2 4 2 2 3 3 4
6grenme / Business Analysis in
Offices

5.Birolarda performans
degerlendirme yontemlerini
6grenme / Recruitment and
Training of Personnel in Offices

6.Burolarda zaman yonetimi, is
ve meslek etik kurallarini
6renme / Communication in
Offices

Katki Dizeyi / Contribution Level : 1-Cok Diistk / Very low, 2-Diistik / Low, 3-Orta / Moderate, 4-Yuksek / High, 5-Cok Yiiksek / Very high
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