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GENEL TANIM / GENERAL DESCRIPTION

Ders Adi / Course Name

Executive Assistant/ Executive Assistant

Ders Kodu / Course Code

BY116B2

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 2.00
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

Ogrenciye, sekreterlik meslegini genel hatlariyla taniyabilme, sekreterlik tiirlerini,
gorev ve sorumluluklarini 6grenebilme, sekreterin tagimasi gereken 6zellikleri bilme,
sekreterin mesleki niteliklerini kavrayabilme, genel olarak sekreterin gérevlerini
bilme, bilro hostesligi, nezaket ve gérgi kurallarini kavrama ve uygulama yetenegi
kazandirma.

To be able to know the student, secretarial profession in general, to learn secretarial
types, duties and responsibilities, to know the secretary's characteristics, to
understand the secretary's professional qualities, to know the secretary's duties in
general, to acquire and practice the office stewardship, courtesy and etiquette rules.

igerigi / Content

-Sekreterlik turleri ve 6zelliklerin bilir.
-Sekreterin gorev ve sorumluluklarini bilir
-Sekreterin kigisel ve mesleki 6zelliklerini bilir.
-Birolarda randevularn diizenleyebilir.

-Is gezilerini ve toplantilan organize edebilir.

- Secretarial types and properties are known.

- Know the secretary's duties and responsibilities

- Know the personal and professional characteristics of the secretary.
- He/She can arrange appointments in the offices.

- Organize business trips and meetings.

Onerilen Diger Hususlar /
Recommended Other
Considerations

Staj Durumu / Internship Status

Yok

None

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

Yénetici Asistanligi, Dog. Dr. Canan Nur KARABEY, Atatiirk Universitesi Agikégretim
Fakultesi Yayini, Erzurum, 2019

Yénetici Asistanligi, Dog. Dr. Canan Nur KARABEY, Atatiirk Universitesi Agikégretim
Fakultesi Yayini, Erzurum, 2019

Ogretim Uyesi (Uyeleri) / Faculty
Member (Members)

Ogr. Gér. Mustafa KARAMAN

Ogr. Gér. Mustafa KARAMAN




OGRENME GIKTILARI / LEARNING OUTCOMES

e . L . To understand the definition of administrative assistant, its historical development, duties and

Yonetici asistaninin tanimi tarihsel gelisimi, gérev ve sorumluluklarini kavrayabilme, .
responsibilities,

Yonetici Asistanin kurumsal igleri planlama ve organizasyon becerisini kavrayabilme, Understanding the Executive Assistant's ability to plan and organize corporate affairs,
Kurumsal kriz yonetimi ve kriz durumlarinda nasil bir davranis sergileyecegini kazandirma, Corporate crisis management and how to behave in crisis situations
Yonetici asistanin sorunlara bakisi ve sorun ¢c6zme becerisi kazandirma, Gaining the executive assistant's perspective on problems and problem-solving skills,
Yonetici asistaninin yénetim gemberindeki yeri ve personel egitim becerisinin nasil kazandirlacagini Understanding the place of the administrative assistant in the management circle and how to provide
kavrayabilme, personnel training skills,
Yonetici asistaninin personel yonetim becerisi ve kullanilacak olan iletisim kanallarini belirleme Developing administrative assistant's personnel management skills and methods of determining the
yontemlerini gelistirme , communication channels to be used,

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 Ydnetimin tanimi ve ydneticinin 6zellikleri
Definition of management and characteristics of the manager
. . gretim Yont .. _—
Teorik Dersler / Theoretical Uygulama Lab '(I:')gl:ﬁi;(?;ri/(?l'r;:cmi\rgz Methods On Hazirlik / Preliminary
Techniques
2 Kurum veya kuruluslarda yonetici asistanlik mesleginin geligimi
Development of the administrative assistant profession in institutions
or organizations
Teorik Dersler / Theoretical Uygulama Lab ?g;ﬁiﬁ:ﬁgtsgig Methods On Hazirlik / Preliminary
Techniques
3 Bir yOnetici asistani nasil olmali
What should an administrative assistant be like?
. . Ogretim Yont - _
Teorik Dersler / Theoretical Uygulama Lab Tgl:ﬁill(rlgri/?rgsgig Methods On Hazirlik / Preliminary
Techniques
4 Yonetici yardimcisisin 6zellikleri nasil olmali
What should be the characteristics of an administrative assistant?
gretim YO .
Teorik Dersler / Theoretical Uygulama Lab Ogretim Yontem ve On Hazirlik / Preliminary

Teknikleri/Teaching Methods
Technigues

5 Yonetici Asistaninin planlama ve organizasyon davranisglar

Planning and organizational behaviors of the Executive Assistant
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Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
6 Yonetici Asistanliginda objektif sorun ¢dzme yontemleri
Objective problem solving methods in Executive Assistantship
. . Ogretim Yontem ve = .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Technigues
7 Ydnetici Asistaninin kendini gelistirme yontemleri
Self-improvement methods of the Executive Assistant
. . 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 Yonetici Asistanliginda zeka yonetimi
Intelligence management in Executive Assistantship
. . Ogretim Yoéntem ve x .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
10 Yonetici Asistanliginda kurumsal politika yéntemleri
Corporate policy methods in Executive Assistantship
. . gretim Yont .. -
Teorik Dersler / Theoretical Uygulama Lab '?eglzﬁill(r;;ri/(?rr;aeg;i\r/\z Methods On Hazirlik / Preliminary
Techniques
1M Yonetici Asistaninin olumsuz gelismelere kargl yapmasi gerekenler

What an Executive Assistant should do against negative
developments
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Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
12 Yonetici Asistaninin sorunlara bakisi ve tarafsizlik ilkesi
Executive Assistant's perspective on problems and the principle of
impartiality
gretim YO .
Teorik Dersler / Theoretical Uygulama Lab '?glzﬁgll(rlnerils)l'gt:é?]i\rgz Methods On Hazirlik / Preliminary
Technigues
13 Yonetici yardimcisinin egitim planlama ve yéntemlerini gelistirme
Developing assistant manager's training planning and methods
. . Ogretim Yont - .
Teorik Dersler / Theoretical Uygulama Lab Tgl:ﬁill(l?;ri/s)rgsgiﬁz Methods On Hazirlik / Preliminary
Techniques
14 Yonetici Asistaninin personel almak igin izlenecek yollar
belirleyebilme becerisi
Administrative Assistant's ability to determine the paths to be followed
to recruit personnel
gretim YO .
Teorik Dersler / Theoretical Uygulama Lab 'Cl')glzﬁmqeri/(')l'gt:cr:?\i\r,lz Methods On Hazirlik / Preliminary
Technigues
15 Yonetici Asistaninin Kariyer Geligimi

Career Development of the Executive Assistant
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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
Son | S | Gaan o

(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 4.00 56.00
Tartisma / Discussion 14 1.00 14.00
Soru-Yanit / Question-Answer 14 1.00 14.00
Proje Tasarimi /Y6netimi / Project Design/Management 2 3.00 6.00
Bireysel Calisma / Self Study 5 2.00 10.00
Ara Sinav igin Bireysel Calisma / Individual Study for Mid term Examination 7 2.00 14.00
Final Sinavi igin Bireysel Calisma / Individual Study for Final Examination 6 3.00 18.00
Rapor / Report 1 2.00 2.00
Toplam / Total: 65 21.00 137.00

Dersin AKTS Kredisi = Toplam is Yiikii (Saat) / 30.00 (Saat/AKTS) = 137.00/30.00 = 4.57 ~ / Course ECTS Credit = Total Workload (Hour) / 30.00 (Hour / ECTS) = 137.00 / 30.00 = 4.57 ~

PROGRAM VE OGRENME CIKTISI / PROGRAM LEARNING OUTCOMES
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Ogrenme Ciktilari /
Learning Outcomes

Program Ciktilar / Program Outcomes

2.1.1

212

3.1.1

3.1.2

3.2.1

3.3.1

3.3.2

3.4.1

34.2

1.Y0netici asistaninin tanimi
tarihsel gelisimi, gérev ve
sorumluluklarini kavrayabilme, /
To understand the definition of
administrative assistant, its
historical development, duties
and responsibilities,

2.Y0netici Asistanin kurumsal
isleri planlama ve organizasyon
becerisini kavrayabilme, /
Understanding the Executive
Assistant's ability to plan and
organize corporate affairs,

3.Kurumsal kriz yonetimi ve
kriz durumlarinda nasil bir
davranis sergileyecegini
kazandirma, / Corporate crisis
management and how to
behave in crisis situations

4.Yonetici asistanin sorunlara
bakisi ve sorun ¢dzme becerisi
kazandirma, / Gaining the
executive assistant's
perspective on problems and
problem-solving skills,

5.Y6netici asistaninin yénetim
cemberindeki yeri ve personel
egitim becerisinin nasil
kazandinlacagini
kavrayabilme, / Understanding
the place of the administrative
assistant in the management
circle and how to provide
personnel training skills,

6.Yonetici asistaninin personel
yonetim becerisi ve
kullanilacak olan iletisim
kanallarini belirleme
yontemlerini gelistirme , /
Developing administrative
assistant's personnel
management skills and
methods of determining the
communication channels to be
used,
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Katki Dlzeyi / Contribution Level : 1-Cok Diistk / Very low, 2-Dislik / Low, 3-Orta / Moderate, 4-Yuksek / High, 5-Cok Yiiksek / Very high
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