2023 - 2024 / BY210B2 - Meeting Management / Meeting Management

GENEL TANIM / GENERAL DESCRIPTION

Ders Adi / Course Name

Meeting Management / Meeting Management

Ders Kodu / Course Code

BY210B2

Ders Tirii / Course Type

Ders Seviyesi / Course Level

Pre-Bachelor / Pre-Bachelor

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

(Theoretical)

Haftalik Uygulama Saati / Course 0.00
Hours For Week (Objected)

Haftalik Laboratuar Saati / Course 0.00
Hours For Week (Laboratory)

Dersin Verildigi Yl / Year 2

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

Bu ders ile 6grenci toplanti yonetimi yapma yeterlilikleri kazanacaktir.

With this course, students will gain proficiency in meeting management.

igerigi / Content

Toplanti gindemi belirleyebilir.

Gundeme uygun toplantiya hazirlanarak toplantiya katilabilir.
Toplanti tutanaklarini tutabilir.

Departmanlar arasi toplanti diizenleyebilir.

Can set the meeting agenda.

One can attend the meeting by preparing for the meeting in accordance with the
agenda.

Can keep meeting minutes.

Can organize interdepartmental meetings.

Onerilen Diger Hususlar / Yok None
Recommended Other

Considerations

Staj Durumu / Internship Status Yok None

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

Zaman ve Toplanti Yénetimi, Dog. Dr. Muhammed Kirsat TIMIROGLU, Dr. Ogr. Uyesi
MUSTAFA KESKINKILIC, Atatlrk Universitesi Ackdgretim Fakiltesi Yayini, Erzurum,
2017

Zaman ve Toplanti Yénetimi, Dog. Dr. Muhammed Kiirsat TIMIROGLU, Dr. Ogr.
Uyesi MUSTAFA KESKINKILIC, Atatiirk Universitesi Agkdgretim Fakdltesi Yayini,
Erzurum, 2017

Ogretim Uyesi (Uyeleri) / Faculty
Member (Members)

Ogr. Gér. Mustafa KARAMAN

Lecturer Mustafa KARAMAN




OGRENME GIKTILARI / LEARNING OUTCOMES

Toplanti giindemi hazirlayabilme ve zaman yénetimim kavrayabilme,

Understanding the meeting agenda and time management,

Toplanti 6ncesi hazirliklar yapabilme,

Being able to make preparations before the meeting,

Toplanti tutanaklarini tutabilir.

writes the reports ot the meetings

Departmanlararasi toplanti diizenleyebilir.

orginazes the meeting between the departments

Toplanti sonrasi nelerin yapilabilecegini kavrayabilme,

Understanding what can be done after the meeting,

HAFTALIK DERS iGERIGi / DETAILED COURSE OUTLINE
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Hafta / Week

Ogretim Yontem ve

Teknikleri/Teaching Methods On Hazirlik / Preliminary

Teorik Dersler / Theoretical Uygulama Lab

Techniques

1 Zamanin tanimi ve zamani algilama yontemleri nelerdir?

What are the definition of time and the methods of perceiving time?

Teorik Dersler / Theoretical Uygulama Lab ?g{ﬁ;ﬂ;}ﬁgg&i\éz Methods On Hazirlik / Preliminary

Techniques

2 Zaman yOnetim asamalari

Time management stages

Teorik Dersler / Theoretical Uygulama Lab ?g;ﬁiﬁ:ﬁgtsgig Methods On Hazirlik / Preliminary

Techniques

3 Zaman yoOnetimi ile ilgili yaklagimlar

Approaches to time management

Teorik Dersler / Theoretical Uygulama Lab ?g&ﬁ;g;:{ﬁg:&ig Methods On Hazirlik / Preliminary

Techniques

4 Kisiden kaynaklanan zaman degerlendirme tuzaklari

Personal time management traps

gretim YO "
Teorik Dersler / Theoretical Uygulama Lab '?glzﬁgll(rlnerils)l'gt:é?]i\r’:; Methods On Hazirlik / Preliminary

Technigues

5 Kurumdan ve isten kaynaklanan tuzaklar

Traps arising from the institution and work
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Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
6 Toplantinin tanimi ve toplanti ydnetimi nasil yapilir
Definition of the meeting and how to manage the meeting
. . Ogretim Yontem ve = .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Technigues
7 Toplanti 6ncesi yapilmasi gerekenler
Things to do before the meeting
. . 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 Toplanti gesitleri
Meeting types
. . Ogretim Yoéntem ve x .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
10 Toplanti sirasinda yapilmasi gerekenler ve sunum hazirlama
Things to do during the meeting and preparing a presentation
. . gretim Yont N -
Teorik Dersler / Theoretical Uygulama Lab '?eglzﬁill(r;;ri/(?rr;aeg;i\r/\z Methods On Hazirlik / Preliminary
Techniques
11 Toplantilarda kullanilan iletisim yéntemleri

Communication methods used in meetings
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Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
12  |ikna edici toplanti ydntemleri
Persuasive meeting methods
gretim YO .
Teorik Dersler / Theoretical Uygulama Lab '?glzﬁgll(rlnerils)l'gt:é?]i\rgz Methods On Hazirlik / Preliminary
Technigues
13 Toplantilarda karar nasil alinir
How decisions are made in meetings
. . Ogretim Yont - .
Teorik Dersler / Theoretical Uygulama Lab Tgl:ﬁill(l?;ri/s)rgsgiﬁz Methods On Hazirlik / Preliminary
Techniques
14 Verimli toplanti salonu nasil olusturulur
How to create an efficient meeting room
gretim YO .
Teorik Dersler / Theoretical Uygulama Lab 'Cl')glzﬁmqeri/(')l'gt:cr:?\i\r,lz Methods On Hazirlik / Preliminary
Technigues
15 Toplanti sonrasinda yapilmasi gerekenler ve raporlama iglemleri

What to do after the meeting and reporting procedures
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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
Tartisma / Discussion 2 2.00 4.00
Soru-Yanit / Question-Answer 5 2.00 10.00
Bireysel Calisma / Self Study 4 2.00 8.00
Ara Sinav igin Bireysel Calisma / Individual Study for Mid term Examination 5 2.00 10.00
Final Sinavi igin Bireysel Calisma / Individual Study for Final Examination 5 2.00 10.00
Derse Katilim / Attending Lectures 14 2.00 28.00
Toplam / Total: 37 15.00 73.00

Dersin AKTS Kredisi = Toplam is Yiikii (Saat) / 30.00 (Saat/AKTS) = 73.00/30.00 = 2.43 ~ / Course ECTS Credit = Total Workload (Hour) / 30.00 (Hour / ECTS) = 73.00 / 30.00 = 2.43 ~

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.Toplanti glindemi
hazirlayabilme ve zaman
yonetimim kavrayabilme, / 2 1 2 3 2 3 2 1 3 1
Understanding the meeting
agenda and time management,

2.Toplanti 6ncesi hazirliklan
yapabilme, / Being able to
make preparations before the
meeting,

3.Toplanti tutanaklarini
tutabilir. / writes the reports ot 1 3 4 1 3 1 1 2 4 2
the meetings

4.Departmanlararasi toplanti
diizenleyebilir. / orginazes the
meeting between the
departments

5.Toplanti sonrasi nelerin
yapilabilecegini kavrayabilme, /
Understanding what can be
done after the meeting,

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