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GENEL TANIM / GENERAL DESCRIPTION

Ders Adi / Course Name

Office Management / Office Management

Ders Kodu / Course Code

ADL112.1B

Ders Tirii / Course Type

Ders Seviyesi / Course Level

Pre-Bachelor / Pre-Bachelor

Ders Akts Kredi / ECTS 3.00
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

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

Yoénetim ve Blro yénetimi kavramlari hakkinda bilgi sahibi olmasi. Buiro yénetimi
tekniklerini uygulayarak galisma kosullarini desteklemeyi 6grenmesi amaclanmaktadir.
Dersin temel hedefi, belirlenen amag ve hedeflere ulasmak igin takim ruhu ile hareket
eden, demokratik bir organizasyon yapisi igerisinde tim calisanlarin yénetime katilmasini
saglayan ve bilgi uzmanhgini temel gercek olarak kabul eden bir anlayisi gelecegin biro
yonetenlerine kavratmaktir.

The aim of the Course Management Office management concepts and to be
knowledgeable about . Bureau of applying management techniques to support the
working conditions are expected to learn . The main objectives of the designated goals
and objectives to achieve team spirit moving with a democratic organization within the
structure of all employees to participate in government in providing and information
expertise essential facts considered an understanding of the future office that
manages to get the understanding .

igerigi / Content

Biiro Yoneticisi olarak goreviniz; personel ile ilgili faaliyetler; biro igin standartlar ve
hedefler tespit etme; liderlik ve insan iligkilerinde becerilerin gelistiriimesi; iyi musteri
iliskilerin dnemi; 6zel problemler; blro gereg ve makinalarinin segim ve kullanma esaslari;
biroda ve is yerinde calisma kosullarinin ve yerlesme diizeninin gelistiriimesi.

Course description of your job as Office Manager ; personnel-related activities; to
identify standards and objectives for office ; development of leadership and human
relations skills ; The importance of good customer relations ; special problems ; The
selection of office supplies and equipment and use principles ; at work in the office and
improvement of working conditions and settlement patterns .

Onerilen Diger Hususlar / Yok None
Recommended Other

Considerations

Staj Durumu / Internship Status Yok None

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

Biro yonetimi kavramlar ve ilkeler, M. TOPALOGLU, H. KOG, 2002 2. Cagdas Biiro
Yoénetimi, D. TENGILIMOGLU, H. TUTAR, 2009.

Biro yonetimi kavramlar ve ilkeler, M. TOPALOGLU, H. KOG, 2002 2. Cagdas Biiro
Yoénetimi, D. TENGILIMOGLU, H. TUTAR, 2009.

Ogretim Uyesi (Uyeleri) / Faculty
Member (Members)




OGRENME GIKTILARI / LEARNING OUTCOMES

Yo6netim ve Buro yonetimi kavramlarini bilir. Administration and office management concepts knows.

Klasik ve Cagdas Buro Turlerini bilir. Know the Types of Classic and Contemporary Office .

Buro Elemanlarinin Gérev ve sorumluluklarini bilir. Duties and responsibilities of the Office Personnel knows.

Biirolarda is Analizi ve is degerlemesi ydntemlerini bilir. Office in Business Analysis and Business Valuation methods are known.
Birolarda Planlama ve Biirolarda Orgiitlenme konusunu kavrar. Office of Planning and Organising Bureau comprehend the subject .

HAFTALIK DERS iGERIGi / 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 Ydnetim ve Buro yonetimi kavramlari
Concepts of management and office management
. . gretim Yont .. _—
Teorik Dersler / Theoretical Uygulama Lab '(I:')gl:ﬁi;(?;ri/(?l'r;:cmi\rgz Methods On Hazirlik / Preliminary
Techniques
2 Biro Yonetimi
Office Management
. . Ogretim Yontem ve - -
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
3 Klasik ve Cagdas Buro Turleri ve yénetimi
Types of Classic and Contemporary Office and management
. . Ogretim Yont - _
Teorik Dersler / Theoretical Uygulama Lab Tgl:ﬁill(rlgri/?rgsgig Methods On Hazirlik / Preliminary
Techniques
4 Biro Elemanlarinin Goérevleri
Duties of Office Personnel
. . Ogretim Yontem ve = _
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Technigues
5 Biiro Elemanlarinin Sorumluluklari

Responsibilities of the Office Personnel
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Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
6 Biirolarda is Analizi ve is degerlemesi
Office in Business Analysis and Business Valuation
. . Ogretim Yontem ve = .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Technigues
7 Biirolarda is Analizi ve is degerlemesi
Office in Business Analysis and Business Valuation
. . Ogretim Yoéntem ve . o
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
8 Burolarda Planlama + Vize sinavi
Planning in the Office + First Exam
gretim YO "
Teorik Dersler / Theoretical Uygulama Lab 'Cl')glzﬁmqeri/(')l'gt:cr:?\i\r,lz Methods On Hazirlik / Preliminary
Technigues
9 Biirolarda Orglitlenme
Organizing the Office
. . Ogretim Yoéntem ve x .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
10  |Biirolarda iletigim.
Office of Communications.
. . gretim Yont N -
Teorik Dersler / Theoretical Uygulama Lab '?eglzﬁill(r;;ri/(?rr;aeg;i\r/\z Methods On Hazirlik / Preliminary
Techniques
11 Birolarda insan iligkileri ve Eleman se¢me

Human relations and personnel selection in office
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Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
12 Burolarin Fiziksel Cevresi
Physical Environment of Office
gretim YO .
Teorik Dersler / Theoretical Uygulama Lab '?glzﬁgll(rlnerils)l'gt:é?]i\rgz Methods On Hazirlik / Preliminary
Technigues
13 Ergonomi
Ergonomics
. . Ogretim Yont - .
Teorik Dersler / Theoretical Uygulama Lab Tgl:ﬁill(l?;ri/s)rgsgiﬁz Methods On Hazirlik / Preliminary
Techniques
14 Buroda Verimliligi Artirma Teknikleri
Techniques to Increase Productivity in Office
gretim YO .
Teorik Dersler / Theoretical Uygulama Lab 'Cl')glzﬁmqeri/(')l'gt:cr:?\i\r,lz Methods On Hazirlik / Preliminary
Technigues
15 Final Sinavi
Final Exam
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DEGERLENDIRME / EVALUATION

. Savi/ Katki Yuzdesi /
Yanyil (Yil) Ii Etkinlikleri / Term (or Year) Learning Activities y Percentage of
Number - A
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 y Percentage of
Number o s
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:
iS YUKU / WORKLOADS
Siiresi | Toplam Is Yiikii
. Sayi/ (Saat) / (Saat) / Total
SR Er e e 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 2.00 28.00
Soru-Yanit / Question-Answer 14 2.00 28.00
Bireysel Calisma / Self Study 14 2.00 28.00
Ara Sinav igin Bireysel Calisma / Individual Study for Mid term Examination 1 5.00 5.00
Final Sinavi igin Bireysel Caligsma / Individual Study for Final Examination 1 8.00 8.00
Toplam / Total: 46 22.00 100.00
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Dersin AKTS Kredisi = Toplam Is Yiikii (Saat) / 30.00 (Saat/AKTS) = 100.00/30.00 = 3.33 ~ / Course ECTS Credit = Total Workload (Hour) / 30.00 (Hour / ECTS) = 100.00 / 30.00 = 3.33 ~

PROGRAM VE OGRENME CIKTISI / PROGRAM LEARNING OUTCOMES

Ogrenme Ciktilar / Program Ciktilari / Program Outcomes
Learning Outcomes 11112111212 1213|31.1 (321322 (331332341

1.Y6netim ve Biiro yonetimi
kavramlarini bilir. /
Administration and office
management concepts knows.

2.Klasik ve Gagdas Biro
Tdrlerini bilir. / Know the Types
of Classic and Contemporary
Office .

3.Biro Elemanlarinin Gorev ve
sorumluluklarini bilir. / Duties
and responsibilities of the
Office Personnel knows.

4 Biirolarda is Analizi ve Is
degerlemesi yontemlerini bilir. /
Office in Business Analysis and 5
Business Valuation methods
are known.

5.Birolarda Planlama ve
Biirolarda Orgiitlenme
konusunu kavrar. / Office of
Planning and Organising
Bureau comprehend the
subject .

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