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GENEL TANIM / GENERAL DESCRIPTION

Ders Adi / Course Name

FRONT OFFICE MANAGEMENT / FRONT OFFICE MANAGEMENT

Ders Kodu / Course Code

TRZ1052018839

Ders Tirii / Course Type

Ders Seviyesi / Course Level

Associate / Associate

Ders Akts Kredi / ECTS 5.00
Haftalik Ders Saati (Kuramsal) / 3.00
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

Formal Education / Formal Education

Egitim Dili / Education Language

On Kosulu Olan Ders(ler) /
Precondition Courses

Yok

None

Amaci / Purpose

Bu derste 6n biro hizmetlerinin yurutilmesine rehberlik etme ile ilgili yeterliklerinin
kazandinimasi amacglanmaktadir.

The objective of this lecture is quiding to get qualifying in giving front office service

igerigi / Content

On biiro Hizmetleri. Uniforma Kontroliinde Dikkat Edilecek Hususlar, Onbiiro
Departmaninda Konuklar Karsilayarak Bagajlarini Tagima ve Araglarini Park Etme,
Onbiiro Departmani ile Kat Hizmetleri Departmani, Yiyecek icecek Departmani, Mali ve
idari isler Departmani ile Teknik Servis Departmani Arasindaki iliskiler, Onbiiro
Departmani ile Satis Pazarlama Departmani Arasindaki iliski, On biiro- Yiyecek igecek
Hizmetleri Departmanlari Arasindaki Koordinasyonu Saglayan Raporlar ve Formlar,
Onbiiro Departmani ile Giivenlik Departmani Arasindaki iligki.

Front office service, Guest welcoming ,carrying luggage , parking car at front office
service departments, Relationship between front office service and housekeeping
departments,Relationship between front office service and technic service
departments,Reports and forms which ensures the coordination between front office
service and food and beverage departments,Reports and forms which ensures the
coordination between front office service and technic service departments,

Onerilen Diger Hususlar / Yok None
Recommended Other

Considerations

Staj Durumu / Internship Status Yok None

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

Ogretim Uyesi (Uyeleri) / Faculty
Member (Members)

Yrd. Dog. Dr. Saffet SARI




OGRENME GIKTILARI / LEARNING OUTCOMES

On biiro hizmetlerini taniyabilme

To have the knowledge about the front office service ;

Kisisel hazirlik yapabilme

To be able to make personel arrangement ;

is organizasyonu yapabilme

To be able to make a working organization;

On biiro islemlerinin yiritiilmesini saglayabilme

To be able to practice front office service;

Diger departmanlarla koordinasyonu saglayabilme

To be able to ensure interdepartmental coordination ;

On biiroda kullanilan sistemleri taniyabilme

To have knowledge about the systems which are used for front office service ;

Rezervasyon C/in, C/out islemleri yapabilme

To be able to make reservation and learn how to Check /in, Check /out ;

Musteri hesaplari ve 6zelliklerini uygulayabilme

To be able to implement procedure about costumer accounts and properties ;

HAFTALIK DERS ICERIGi / DETAILED COURSE OUTLINE

217




Hafta / Week

Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
1 On biiro Hizmetleri
Front office service
. . gretim Yont .. _—
Teorik Dersler / Theoretical Uygulama Lab '(I:')gl:ﬁi;(?;ri/(?l'r;:cmi\rgz Methods On Hazirlik / Preliminary
Techniques
2 Vicut Bakiminda Dikkat Edilecek Hususlar
Points to be paid attention to while making body care
Teorik Dersler / Theoretical Uygulama Lab ?g;ﬁiﬁ:ﬁgtsgig Methods On Hazirlik / Preliminary
Techniques
3 Uniforma Kontroliinde Dikkat Edilecek Hususlar
Points to be paid attention to while controlling uniform
. . Ogretim Yont - _
Teorik Dersler / Theoretical Uygulama Lab Tgl:ﬁill(rlgri/?rgsgig Methods On Hazirlik / Preliminary
Techniques
4 Calisma Cizelgesi ve Dagilimi Yapilirken Dikkat Edilecek Hususlar
Points to be paid attention to while making a working organization
gretim YO .
Teorik Dersler / Theoretical Uygulama Lab Ogretim Yontem ve On Hazirlik / Preliminary

Teknikleri/Teaching Methods
Technigues

Onbiiro Departmaninda Konuklar Karsilayarak Bagajlarini Tagima ve
5 Araclarni Park Etme

Guest welcoming ,carrying luggage , parking car at front office
service departments
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Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
6 Onbiiro Departmaninda Kullanilan Donanimlar ve Formlar
Equipments and forms which are used at front office services
department
. . Ogretim Yontem ve = .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Technigues
7 Onbiiro Departmani ile Kat Hizmetleri Departmani Arasindaki iligki
7Relationship between front office service and housekeeping
departments
. . Ogretim Yoéntem ve . o
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
8 ARA SINAV
Midterm exam
Teorik Dersler / Theoretical Uygulama Lab ?g{ﬁh‘:};:{ﬁgggﬂ\r/‘z Methods On Hazirlik / Preliminary
Technigues
9 Onbiiro Departmani ile Yiyecek icecek Departmani Arasindaki iliskiler
Relationship between front office service and financial and
administrative affairs departments
. . Ogretim Yoéntem ve x .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
10 Onbiiro Departmani ile Mali ve idari isler Departmani Arasindaki iligki
Relationship between front office service and technic service
departments
. . gretim Yont .. -
Teorik Dersler / Theoretical Uygulama Lab '?eglzﬁill(r;;ri/(?rr;aeg;i\r/\z Methods On Hazirlik / Preliminary
Techniques
11 Onbiiro Departmani ile Teknik Servis Departmani Arasindaki iligki

Relationship between front office service and sales and marketing
departments
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Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
12 Onbiiro Departmani ile Satis Pazarlama Departmani Arasindaki iligki
Reports and forms which ensures the coordination between front
office service and food and beverage departments
. . Ogretim Yontem ve = .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Technigues
On biiro- Yiyecek icecek Hizmetleri Departmanlari Arasindaki
13 Koordinasyonu Saglayan Raporlar ve Formlar
Relationship between front office service and security departments
. . Ogretim Yoéntem ve . o
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
14 Onbiiro Departmani ile Giivenlik Departmani Arasindaki iligki
Reports and forms which ensures the coordination between front
office service and technic service departments
gretim YO .
Teorik Dersler / Theoretical Uygulama Lab 'Cl')glzﬁmqeri/(')l'gt:cr:?\i\r,lz Methods On Hazirlik / Preliminary
.. Technigues
On biro- Teknik Servis Departmanlari Arasindaki Koordinasyonu
15 Saglayan Raporlar ve Formlar
Reports and forms which ensures the coordination between front
office service and technic service departments
. . Ogretim Yont - .
Teorik Dersler / Theoretical Uygulama Lab Tgl:ﬁiw:eri/?rr;:(r‘}]ﬁ\rg Methods On Hazirlik / Preliminary
Techniques
16 Yil sonu sinvi
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
Derse Katilim / Attending Lectures 14 3.00 42.00
Uygulama/Pratik / Practice 14 2.00 28.00
Bireysel Calisma / Self Study 14 3.00 42.00
Ara Sinav igin Bireysel Calisma / Individual Study for Mid term Examination 6 3.00 18.00
Final Sinavi igiin Bireysel Calisma / Individual Study for Final Examination 6 2.00 12.00
Toplam / Total: 56 15.00 144.00
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Dersin AKTS Kredisi = Toplam Is Yiikii (Saat) / 30.00 (Saat/AKTS) = 144.00/30.00 = 4.80 ~ / Course ECTS Credit = Total Workload (Hour) / 30.00 (Hour / ECTS) = 144.00 / 30.00 = 4.80 ~

PROGRAM VE OGRENME CIKTISI / PROGRAM LEARNING OUTCOMES

Ogrenme Ciktilari /
Learning Outcomes

Program Ciktilar / Program Outcomes

2.1.1

212

3111312 (321 (331341342

1.0n biiro hizmetlerini
taniyabilme / To have the
knowledge about the front
office service ;

2 Kisisel hazirlik yapabilme / To
be able to make personel
arrangement ;

3.Is organizasyonu
yapabilme / To be able to
make a working organization;

4.0n biiro iglemlerinin
yuritilmesini saglayabilme /
To be able to practice front
office service;

5.Diger departmanlarla
koordinasyonu saglayabilme /
To be able to ensure
interdepartmental
coordination ;

6. On biiroda kullanilan
sistemleri taniyabilme /To
have knowledge about the
systems which are used for
front office service ;

7.Rezervasyon C/in, C/out
islemleri yapabilme / To be
able to make reservation and
learn how to Check /in,
Check /out ;

8.Musteri hesaplari ve
ozelliklerini uygulayabilme / To
be able to implement
procedure about costumer
accounts and properties ;

Katki Dlizeyi / Contribution Level : 1-Cok Duisiik / Very low, 2-Diisiik / Low, 3-Orta / Moderate, 4-Yiksek / High, 5-Cok Yiiksek / Very high
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