OMYO217 -

GENEL TANIM / GENERAL DESCRIPTION

Ders Adi / Course Name

Ders Kodu / Course Code

OMYO217

Ders Tirii / Course Type

Ders Seviyesi / Course Level

Associate / Associate

Ders Akts Kredi / ECTS 1.00
Haftalik Ders Saati (Kuramsal) / 0.00
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

Daytime Class / Daytime Class

Egitim Dili / Education Language

On Kosulu Olan Ders(ler) /
Precondition Courses

Amaci / Purpose

Bu dersin amaci, 6grencilerin kurumsal yasamda gerekli olan protokol kurallari,
profesyonel iletisim becerileri, temsil yetkinligi ve davranis standartlarini 6grenmelerini
saglamaktir. Ogrencilerin is hayatinda, resmi yazismalarda, toplantilarda,
organizasyonlarda ve sosyal ortamlarda dogru iletisim yontemlerini kullanmalari
hedeflenmektedir. Ders, 6grencilerin hem kisisel hem de profesyonel durusunu
guclendirmeyi amaglar.

The aim of this course is to ensure that students learn the protocol rules, professional
communication skills, representation competence and behavioural standards required
in corporate life. The objective is for students to use the correct communication
methods in their working life, in formal correspondence, meetings, organisations and
social environments. The course aims to strengthen both the personal and
professional stance of students.

igerigi / Content

Ders kapsaminda; protokol kavrami, resmi ve kurumsal iletisim kurallari, hitap sekilleri,
temsil ve nezaket kurallar, is ortaminda profesyonel iletisim, toplanti ydnetimi, telefon ve e
-posta iletigimi, sosyal medya iletisim etigi, kurum igi iletisim stirecleri ve protokol
uygulamalari ele alinacaktir. Ogrenciler cesitli vaka 6rnekleri, rol oynama etkinlikleri ve
uygulamali caligmalar ile kurumsal iletisim becerilerini gelistireceklerdir.

The course will cover the concept of protocol, official and corporate communication
rules, forms of address, representation and courtesy rules, professional
communication in the workplace, meeting management, telephone and email
communication, social media communication ethics, internal communication
processes and protocol applications. Students will develop their corporate
communication skills through various case studies, role-playing activities and practical
exercises.

Onerilen Diger Hususlar /
Recommended Other
Considerations

Staj Durumu / Internship Status

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




Ogretim Uyesi (Uyeleri) / Faculty
Member (Members)

OGRENME GIKTILARI / LEARNING OUTCOMES

1 Ogrenciler, ulusal ve uluslararasi protokol kurallarini tanimlarken resmi iletisim siireglerinde dogru
sekilde uygular.

Students correctly apply national and international protocol rules when defining official communication
processes.

2 Ogrenciler, kurum igi ve kurumlar arasi iletisimde uygun hitap, iislup ve davranis kaliplarini kullanarak
etkili ve profesyonel iletisim saglar.

Students ensure effective and professional communication by using appropriate forms of address,
style and behaviour patterns in internal and inter-institutional communication.

Ogrenciler, temsil, nezaket, toplanti ydnetimi ve resmi yazisma kurallarnini uygulayarak is hayatinda
profesyonel iletisim yeterligi gelistirir.

Students develop professional communication skills for the workplace by applying rules of
representation, courtesy, meeting management and formal correspondence.

HAFTALIK DERS iGCERIGi / 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 1. Hafta: Protokol kavramina giris, tarihge ve temel ilkeler
Week 1: Introduction to the concept of protocol, history and
fundamental principles
. . gretim Yont .. _—
Teorik Dersler / Theoretical Uygulama Lab '(I:')gl:ﬁi;(?;ri/(?l'r;:cmi\rgz Methods On Hazirlik / Preliminary
Techniques
2 2. Hafta: Kurumsal protokol dlizeni ve hiyerarsi
Week 2: Corporate protocol order and hierarchy
Teorik Dersler / Theoretical Uygulama Lab ?g;ﬁiﬁ:ﬁgtsgig Methods On Hazirlik / Preliminary
Techniques
3 3. Hafta: Resmi yazisma kurallari ve yazili iletisim
Week 3: Official correspondence rules and written communication
. . Ogretim Yont - _
Teorik Dersler / Theoretical Uygulama Lab Tgl:ﬁill(rlgri/?rgsgig Methods On Hazirlik / Preliminary
Techniques
4 4. Hafta: Profesyonel e-posta ve dijital iletisim ilkeleri
Week 4: Professional email and digital communication principles
gretim YO .
Teorik Dersler / Theoretical Uygulama Lab Ogretim Yontem ve On Hazirlik / Preliminary

Teknikleri/Teaching Methods
Technigues

5 5. Hafta: Hitap sekilleri, unvanlar ve dogru kullanim

Week 5: Forms of address, titles and correct usage
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Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
6 6. Hafta: Temsil, nezaket ve gorgi kurallan
Week 6: Representation, courtesy and etiquette
. . Ogretim Yontem ve = .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Technigues
7 7. Hafta: Toplanti planlama, yénetme ve toplanti protokolii
Week 7: Meeting planning, management and meeting protocol
. . Ogretim Yoéntem ve . o
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
8 Vize
Midterm
gretim YO .
Teorik Dersler / Theoretical Uygulama Lab 'Cl')glzﬁmqeri/(')l'gt:cr:?\i\r,lz Methods On Hazirlik / Preliminary
Technigues
9 9. Hafta: Kurum igi iletigsim, is ortaminda davranis ve etik
Week 9: Internal communication, workplace behaviour and ethics
. . Ogretim Yoéntem ve x .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
10 10. Hafta: Davet, téren ve resmi organizasyon protokoll
Week 10: Invitations, ceremonies and official event protocol
. . gretim Yont .. -
Teorik Dersler / Theoretical Uygulama Lab '?eglzﬁill(r;;ri/(?rr;aeg;i\r/\z Methods On Hazirlik / Preliminary
Techniques
11 11. Hafta: Sosyal medya ve dijital platformlarda iletisim etigi

Week 11: Communication ethics on social media and digital platforms
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Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
12 12. Hafta: Kurumsal kimlik, imaj yonetimi ve temsil becerileri
Week 12: Corporate identity, image management and representation
skills
gretim YO "
Teorik Dersler / Theoretical Uygulama Lab '?glzﬁ;LT;ri/%Zt:g;li\éz Methods On Hazirlik / Preliminary
Technigues
13. Hafta: Uygulamali protokol galismalari (rol canlandirma, vaka
13 "
analizi)
Week 13: Practical protocol studies (role-playing, case analysis)
. . Ogretim Yont - .
Teorik Dersler / Theoretical Uygulama Lab Tgl:ﬁill(rlrt\eri/s)l'r;sgiﬁge; Methods On Hazirlik / Preliminary
Techniques
14 14. Hafta: Genel degerlendirme, vaka sunumlari ve dersin kapanigi

Week 14: Overall assessment, case presentations and conclusion of
the course
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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:

6/8




IS YUKU / WORKLOADS

Siiresi | Toplam Is Yiikii
- Sayi/ (Saat) / (Saat) / Total

S e et eEes 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 1 1.00 1.00
Beyin Firtinasi / Brain Storming 14 1.00 14.00
Bireysel Calisma / Self Study 1 1.00 1.00
Final Sinavi / Final Examination 1 1.00 1.00
Final Sinavi igiin Bireysel Calisma / Individual Study for Final Examination 1 1.00 1.00
Okuma / Reading 1 1.00 1.00
Uygulama/Pratik / Practice 14 1.00 14.00
Toplam / Total: 34 8.00 34.00

Dersin AKTS Kredisi = Toplam is Yiikii (Saat) / 25.00 (Saat/AKTS) = 34.00/25.00 = 1.36 ~ / Course ECTS Credit = Total Workload (Hour) / 25.00 (Hour / ECTS) = 34.00 / 25.00 = 1.36 ~

718




PROGRAM VE OGRENME CIKTISI / PROGRAM LEARNING OUTCOMES

Ogrenme Ciktilari / Program Ciktilari / Program Outcomes
Hzailifg QUERES 111112113 [ 114 [ 115 [ 116 [ 1.1.7 | 1.1.8 | 1.1.9 [1.1.10[1.1.11 1.1.12

1.0grenciler, ulusal ve
uluslararasi protokol kurallarini
tanimlarken resmi iletisim
sureglerinde dogru sekilde
uygular. / Students correctly 2 3 2 4 3 3 3 3 3 3 3
apply national and international
protocol rules when defining
official communication
processes.

2.0grenciler, kurum ici ve
kurumlar arasi iletisimde uygun
hitap, Uslup ve davranis
kaliplarini kullanarak etkili ve
profesyonel iletisim saglar. /
Students ensure effective and 3 3 3 4 3 3 3 4 3 2 2
professional communication by
using appropriate forms of
address, style and behaviour
patterns in internal and inter-
institutional communication.

3.Ogrenciler, temsil, nezaket,
toplanti yénetimi ve resmi
yazisma kurallarini uygulayarak
is hayatinda profesyonel
iletisim yeterligi gelistirir. /
Students develop professional 2 2 3 3 4 2 4 4 3 3 3
communication skills for the
workplace by applying rules of
representation, courtesy,
meeting management and
formal correspondence.

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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