OMVU103 - Office Management / Office Management

GENEL TANIM / GENERAL DESCRIPTION

Ders Adi / Course Name

Office Management / Office Management

Ders Kodu / Course Code

OMVU103

Ders Tirii / Course Type

Ders Seviyesi / Course Level

Associate / Associate

Ders Akts Kredi / ECTS 6.00
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

Daytime Class / Daytime Class

Egitim Dili / Education Language

Turkish / Turkish

On Kosulu Olan Ders(ler) /
Precondition Courses

On kosulu yoktur.

It has no prerequisites.

Amaci / Purpose

Ogrencilerin ofis ydnetimini 6grenmesi

Students learn about office management

igerigi / Content

Bu ders kapsaminda, 6rgutlerin yonetilmesinde insan kaynaklarinin énemine vurgu
yapilacaktir. is géren tedariki ve daha sonraki asamalarda is géreni gelistirme konularnin
detaylarn, 6grencilere kavratilacaktir. Ogrencinin hem is géren hem de yénetici oldugu
durumlarda, érgutlerle nasil bir iliski kurmasi gerektigi anlatilacaktir.

In this course, the importance of human resources in the management of
organizations will be emphasized. The details of employee procurement and later
stages of employee development will be made to students. In cases where the student
is both an employee and a manager, it will be explained how to establish a relationship
with organizations.

Onerilen Diger Hususlar / YOK NO
Recommended Other

Considerations

Staj Durumu / Internship Status YOK NO

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

Ofis Yénetimi El Kitabi/ Ogr. Gér. Hilal OZTURK-Ogr. Gér. Duygu TOPAL YILDIRIM/
Seckin Yayincilik Ankara

Office Management Hand Book / Lecturer Hilal OZTURK- Lecturer Duygu TOPAL
YILDIRIM / Segkin Publishing Ankara

Ogretim Uyesi (Uyeleri) / Faculty
Member (Members)

Ogretim Gorevlisi Timur KOSE




OGRENME GIKTILARI / LEARNING OUTCOMES

Yo6netim kavrami ve anlayislarini kavramak Understanding the concept and understanding of management

2.Biiro islerini planlamak, biiro kisilerini belirlemek, biiroda yapilacak islerin takvimini hazirlamak ve Planning office work, determining office personnel, preparing and supervising the schedule of work to
denetlemek be done in the office.

Biro faaliyet alanlarini agiklamak, biiro hizmetlerini siralayabilmek Explain the fields of activity of the office and list the office services.

iletisim tanimini ve iletisim tiirlerini agiklayabilmek Be able to explain the definition of communication and types of communication.

HAFTALIK DERS iGERIGi / DETAILED COURSE OUTLINE

217




Hafta / Week

Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods

On Hazirlik / Preliminary

Techniques

1 Buiro kavrami, birolarin iglev ve fonksiyonlari

Office concept, functions and functions of offices

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

Techniques

2 Birolarin siniflandinimasi, klasik ve gagdas burolar

Classification of offices, classical and contemporary offices

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

Techniques

3 Biro galisanlari, biiro yonetimi ile isletme yonetimi arasindaki farklar

Differences between office workers, office management and business
management

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

Techniques

Yonetim kavrami, yonetimin kaynaklari, yonetsel diizeyler ve
beceriler

Management concept, management resources, managerial levels
and skills

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

Technigues

5 Yoénetimin fonksiyonlari, planlama, birolarda planlama

Functions of management, planning, planning in offices
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Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
6 Orgiitleme, yéneltme ve denetim
Organizing, directing and controlling
. . Ogretim Yontem ve = .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Technigues
7 Burolarda ig analizi ve is degerleme
Job analysis and job evaluation in offices
. . 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 Burolarda verimlilik, etkinlik, etkililik yonetimi.
Productivity, efficiency and effectiveness management in offices.
. . Ogretim Yoéntem ve x .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
10 Biiro organizasyonu ve sistem iyilestirme teknikleri, is etlidi; metod
etlidu, is 6lcimu
Office organization and system improvement techniques, work study;
method study, work measurement
. . gretim Yont .. -
Teorik Dersler / Theoretical Uygulama Lab '?eglzﬁill(r;;ri/(?rr;aeg;i\r/\z Methods On Hazirlik / Preliminary
Techniques
11 Bilgi sistemleri ve biiro otomasyonu

Information systems and office automation
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Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
12 Biirolarda toplam kalite yonetimi
Total quality management in offices
gretim YO .
Teorik Dersler / Theoretical Uygulama Lab '?glzﬁgll(rlnerils)l'gt:é?]i\rgz Methods On Hazirlik / Preliminary
Technigues
13 Ofislerde zaman ve stres yonetimi
Time and stress management in offices
. . Ogretim Yont - .
Teorik Dersler / Theoretical Uygulama Lab Tgl:ﬁill(l?;ri/s)rgsgiﬁz Methods On Hazirlik / Preliminary
Techniques
14 Ofislerde kriz yonetimi
Crisis management in offices
gretim YO .
Teorik Dersler / Theoretical Uygulama Lab 'Cl')glzﬁmqeri/(')l'gt:cr:?\i\r,lz Methods On Hazirlik / Preliminary
Technigues
15 Final
Final Exam
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DEGERLENDIRME / EVALUATION

. Savi/ Katki Yuzdesi /
Yanyil (Yil) Ii Etkinlikleri / Term (or Year) Learning Activities Nun}llber 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 Nurr¥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:
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
Ara Sinav igin Bireysel Calisma / Individual Study for Mid term Examination 2 20.00 40.00
Bireysel Calisma / Self Study 1 20.00 20.00
Final Sinavi / Final Examination 1 1.00 1.00
Final Sinavi igiin Bireysel Calisma / Individual Study for Final Examination 2 20.00 40.00
Okuma / Reading 1 38.00 38.00
Toplam / Total: 8 100.00 140.00

Dersin AKTS Kredisi = Toplam Is Yiikii (Saat) / 25.00 (Saat/AKTS) = 140.00/25.00 = 5.60 ~ / Course ECTS Credit = Total Workload (Hour) / 25.00 (Hour / ECTS) = 140.00 / 25.00 = 5.60 ~
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PROGRAM VE OGRENME CIKTISI / PROGRAM LEARNING OUTCOMES

Ogrenme Ciktilari / Program Ciktilar / Program Outcomes
Hzailifg QUERES 111 (112113 (114|115 [ 116 | 1.1.7 [ 1.1.8 | 1.1.9 [1.1.10(1.1.11[1.1.12|1.1.13|1.1.14 [1.1.15

1.Y6netim kavrami ve
anlayislarini kavramak /
Understanding the concept and
understanding of management

2.2.Biiro islerini planlamak,
baro kigilerini belirlemek,
bilroda yapilacak iglerin
takvimini hazirlamak ve
denetlemek / Planning office 3 3 3 3 4 4 4 4 3 3 3 4 4 4 4
work, determining office
personnel, preparing and
supervising the schedule of
work to be done in the office.

3.Biiro faaliyet alanlarini
aciklamak, biiro hizmetlerini
siralayabilmek / Explain the 3 4 4 4 4 3 4 3 4 3 4 4 3 3 3
fields of activity of the office
and list the office services.

4 iletisim tanimini ve iletisim
trlerini agiklayabilmek / Be
able to explain the definition of 3 4 4 4 4 4 4 4 4 4 4 4 3 4 3
communication and types of
communication.

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