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GENEL TANIM / GENERAL DESCRIPTION

Ders Adi / Course Name

COMMUNICATION AND OFFICE MANAGEMENT / COMMUNICATION AND OFFICE MANAGEMENT

Ders Kodu / Course Code

1YP1132018837

Ders Tirii / Course Type

Ders Seviyesi / Course Level

Associate / Associate

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

1

Ogretim Sistemi / Teaching System

Formal Education / Formal Education

Egitim Dili / Education Language

Turkish / Turkish

On Kosulu Olan Ders(ler) /
Precondition Courses

Yok

None

Amaci / Purpose

Bu ders ile 6grencinin bilro yonetimiyle ilgili is akisina hakim olmasi ve iletisimin etkin
kurulmasi amaciyla gerekli bilgilerin veriimesi amaglanmaktadir

The students involved in the management of the office workflow to dominate and to
establish effective communication is intended to provide information

igerigi / Content

Biro y6netimi kavrami ve uygulama alanlari ile érgutlerde calisanlarin iletisim etkinliklerini
kapsamaktadir.

Office management concepts and applications and includes communication activities
of employees in organizations.

Onerilen Diger Hususlar / Yok None
Recommended Other

Considerations

Staj Durumu / Internship Status Yok None

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

Ozlem SAKAR, Nazife KUGUKASLAN, Biiro Yénetimi Ve lletisim Teknikleri, Ekin Kitapevi,
5. Baski, Bursa-2010 )
Ramazan Goéra, Biiro Yoénetimi ve lletisim Teknikleri, Gazi Kitabevi 2007

Ozlem SAKAR, Nazife KUGUKASLAN, Biiro Yénetimi Ve lletisim Teknikleri, Ekin
Kitapevi, 5. Baski, Bursa-2010

Ramazan Gora, Biiro Yénetimi ve iletisim Teknikleri, Gazi Kitabevi 2007

Ogretim Uyesi (Uyeleri) / Faculty
Member (Members)

Ogr. Gor. Gokay CIVELEK




OGRENME GIKTILARI / LEARNING OUTCOMES

Biiro yonetimi ve yonetim hakkinda genel bilgi kazanma

Office management and administration of winning general information about

Calisma ve is arkadasi iletisimini kurma becerisi kazanma

Ability to work and communicate with colleagues, gain

Sosyal alanda bilgi, beceri ve goérgli kazanma

In the social field of knowledge, skills and experience to win

HAFTALIK DERS iGERIGi / DETAILED COURSE OUTLINE
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Hafta / Week

. . Ogretim Yont - I
Teorik Dersler / Theoretical Uygulama Lab Tglz(neill(rlgri/(?rr;a?gi\r/]z Methods On Hazirlik / Preliminary
Techniques
Genel olarak yénetim ve buro yonetimi
1
Overall management and office management
. . gretim Yont N _—
Teorik Dersler / Theoretical Uygulama Lab '(I:')gl:ﬁi;(?;ri/(?l'r;:cmi\rgz Methods On Hazirlik / Preliminary
Techniques
2 Buro tirleri ve sekilleri
Office types and shapes
. . Ogretim Yontem ve - -
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
3 Biiro ¢alisanlari kavrami
The concept of office workers
. . Ogretim Yont - _
Teorik Dersler / Theoretical Uygulama Lab Tgl:ﬁill(rlgri/?rgsgig Methods On Hazirlik / Preliminary
Techniques
4 Zaman yonetimi
Time management
. . Ogretim Yontem ve = _
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Technigues
5 is basitlestirme teknikleri
Work simplification techniques
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Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
6 Temel kavramlar
Basic concepts
. . Ogretim Yontem ve = .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Technigues
7 Kriz surecinin agamalari ve stresi yénetme
Phases of crisis and stress management
. . Ogretim Yoéntem ve . o
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
8 Ara sinav
Midterm Exam
gretim YO .
Teorik Dersler / Theoretical Uygulama Lab 'Cl')glzﬁmqeri/(')l'gt:cr:?\i\r,lz Methods On Hazirlik / Preliminary
Technigues
9 Genel olarak iletisim
Overall communication
. . Ogretim Yoéntem ve x .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
10 Sozlu iletisim kurmak
Verbal communication
. . gretim Yont .. -
Teorik Dersler / Theoretical Uygulama Lab '?eglzﬁill(r;;ri/(?rr;aeg;i\r/\z Methods On Hazirlik / Preliminary
Techniques
11 Yazili iletisim kurmak

Written communication
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Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
12 Sozsiiz iletisim kurmak
Nonverbal communication
. . Ogretim Yontem ve = .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Technigues
13 Bicimsel (Formal) iletisim kurmak
Formal (formal) to communicate
. . Ogretim Yoéntem ve . o
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
14 Bigimsel olmayan (informal) iletisim kurmak
Non-formal (informal) to communicate
gretim YO "
Teorik Dersler / Theoretical Uygulama Lab 'Cl')glzﬁmqeri/(')l'gt:cr:?\i\r,lz Methods On Hazirlik / Preliminary
Technigues
15 lletisim modelleri
Communication models
. . Ogretim Yoéntem ve x .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
16 Ddénem sonu sinavi

Final exam
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DEGERLENDIRME / EVALUATION

Savi/ Katki Yuzdesi /
Nun}llber Percentage of
Contribution (%)
Ara Sinav / Midterm Examination 1 100
Toplam / Total: 1 100
Basar Notuna Katki Yiizdesi / Contribution to Success Grade(%): 40
Katki Yuzdesi /
Sayi /
Percentage of
e 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 1.00 1.00
Butlinleme Sinavi / Makeup Examination 1 1.00 1.00
Derse Katilim / Attending Lectures 14 2.00 28.00
Ornek Vaka incelemesi / Case Study 14 1.00 14.00
Ara Sinav igin Bireysel Calisma / Individual Study for Mid term Examination 1 6.00 6.00
Final Sinavi igiin Bireysel Calisma / Individual Study for Final Examination 1 9.00 9.00
Toplam / Total: 33 21.00 60.00
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Dersin AKTS Kredisi = Toplam is Yiikii (Saat) / 30.00 (Saat/AKTS) = 60.00/30.00 = 2.00 ~ 2.00 / Course ECTS Credit = Total Workload (Hour) / 30.00 (Hour / ECTS) = 60.00 / 30.00 = 2.00 ~ 2.00

PROGRAM VE OGRENME CIKTISI / PROGRAM LEARNING OUTCOMES

Ogrenme Ciktilan / Program Ciktilari / Program Outcomes
Learning Outcomes 111 (112|113 (114|211 |212[21.3|3.1.1|312|31.3 (314 (315|321 (322 (323(331|332|333|34.1 342|343

1.Buiro yonetimi ve yénetim

hakkinda genel bilgi kazanma /
Office management and 1 1 3 1
administration of winning
general information about

2.Calisma ve is arkadasi
iletisimini kurma becerisi
kazanma / Ability to work and 3 5 2 4 2
communicate with colleagues,
gain

3.Sosyal alanda bilgi, beceri ve
g6rgl kazanma / In the social 5 P 1 3
field of knowledge, skills and
experience to win

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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