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Mission & Vision 

Mission  

      I t  i s  to  t ra in  p ro fess iona l  s ta f f  who  a re  

equ ipped  w i th  p ro fess iona l  knowledge to  fu l f i l l  a l l  

t he  requ i rements  o f  the  execu t i ve  ass is tan t  j ob  

requ i red  by  managers  i n  pub l i c  and  p r i va te  sec tor  

o rgan iza t i ons ,  and  who  can  use a l l  k i nds  o f  o f f i ce  

too ls  and  equ ipment .  

Vision 

 Büro  H izmet le r i  ve  Sek re te r l i k  a lan ında ;  

u lusa l  ve  u lus la ra ras ı  düzeyde  tan ınan  ve  te rc ih  

ed i l en  b i r  bö lüm o lmak t ı r .   
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Why Department of Office Services and Secretarial? 

     Depar tmen t  o f  Of f i ce  Serv ices  and 

Sec re ta r ia l ;  I t  i s  a  fou r -semes te r  h igher  educa t ion  

p rogram tha t  a ims  to  t ra in  qua l i f i ed  in te rmed ia te  

manpower  to  con t r ibu te  to  the  o f f i ce  work  o f  

managers  i n  pub l i c  i ns t i t u t i ons  and  o rgan iza t i ons  

and  p r i va te  sec to r  en te rp r i ses  and  to  take  par t  in  

o f f i ce  ac t i v i t i es .  P ro fess iona l  s ta f f  i n  the  f i e ld  o f  

o f f i ce  management  and sec re ta r ia l ;  He  i s  an  

o f f i ce  worker  who  has  exper ience in  o f f i ce  

management ,  can  show the  ab i l i t y  to  take  

respons ib i l i t y  w i thou t  tak ing  d i rec t  o rders ,  can  

make  dec is ions  w i th in  the  l im i t s  o f  the  au thor i t y  

g iven  to  h im,  as  we l l  as  imp lement  the  dec is ions  

and  respons ib i l i t i es  taken .  

      Depar tmen t  o f  Of f i ce  Serv ices  and 

Sec re ta r ia l ;  a ims  to  t ra in  execu t i ve  ass is tan ts  in  

the  management  f ie ld  o f  a l l  pub l i c  i ns t i tu t i ons  and  

o rgan iza t i ons  and  p r i va te  sec to r  en terp r i ses .  In  

an  env i ronment  where  i ndus t r i a l  and  commerc ia l  

deve lopments  a re  exper ienced,  bo th  pub l i c  and 

p r i va te  en te rp r i ses  a re  inc reas ing ,  i t  p lans  to  

t ra in  peop le  who  have  the  knowledge  and  sk i l l s  to  

ass is t  the  o f f i ce  work  o f  the  managers ,  and  who 

can  adap t  to  the  chang ing  and  deve lop i ng  

bus iness  wor ld  cond i t i ons .  In  l i ne  w i th  th i s  goa l ;  

I t  a ims  to  p rov ide  the  necessary  t ra in ing  and 

educat ion  fo r  the  exper t  work fo rce  tha t  can  fu l f i l l  

t he  o f f i ce  serv ice  accord ing  to  the i r  management  

func t i ons  and  make  an  e f fec t i ve  cont r i bu t i on  to  

the  manager 's  work  and  in te rna l  func t i on ing .  
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Job Opportunities of Our Graduates 

 

Our  g radua tes  f rom our  p rogram,  wh ich  has  a  

w ide  range  o f  j ob  oppor tun i t i es ,  have the  

oppor tun i t y  to  work  i n  bo th  p r i va te  sec to r  

o rgan iza t i ons  and  pub l i c  i ns t i t u t i ons .  Many 

ins t i t u t i ons  tha t  rec ru i t  th rough  the  pub l i c  

pe rsonne l  se lec t i on  exam emp loy  g radua tes  o f  

o f f i ce  management  and  execu t i ve  ass is tan t  

p rograms.  Our  g radua tes  who  know how to  use  

compute rs ,  have  o f f i ce  management  sk i l l s ,  s t rong  

commun ica t i on  sk i l l s ,  and  a re  equ i pped w i th  

p ro fess iona l  co r respondence  can  a lso  work  i n  

p r i va te  sec tor  o rgan iza t ions .  In  th is  p rogram,  

s tuden ts  a re  t ra ined  to  use  compute rs  and  o the r  

o f f i ce  too ls  necessary  fo r  modern  o f f i ce  

management .  The  p rogram inc ludes  no t  on l y  

theore t i ca l  in fo rmat ion ,  bu t  a lso  p rac t i ca l  

ac t i v i t i es .   
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Our Highest and Lowest Placement Scores by Central 

Placement 

Accord ing  to  the  ÖSYS p lacement  resu l ts  

announced  by  the  Pres idency o f  the  Assessment ,  

Se lec t i on  and  P lacement  Cen te r  i n  2022 ,  the  

s tuden ts  p laced  w i th  the  h ighe s t  sco re  o f  

175 .56273 ,  wh i l e  the  s tuden ts  w i th  the  l owes t  

sco re  o f  248 ,00257  were  p laced  in  ou r  

depar tmen t .   
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Course Catalogue 

 

1.Semester Course Plan  

Course 

Code 
Course Name T+A+L Compulsory/Elective       ECTS 

 
AİİT 101 

Atatürk's Principles and History of Turkish 

Revolution - I 
2+0+0 Compulsory 2 

  

 
BRY 101 Office Management 2+1+0 Compulsory 4 

  

 
BRY 103 micro economy 2+1+0 Compulsory 4 

  

 
BRY 105 Mathematics 2+1+0 Compulsory 4 

  

 
BRY 107 Basic Law 2+1+0 Compulsory 4 

  

 
BRY 111 COMMERCIAL LAW 2+0+0 Compulsory 2 

  

 
ENF 101 Office Softwares 2+0+0 Compulsory 3 

  

 
TD 101 Turkish Language I 2+0+0 Compulsory 2 

  

 
YD 101 Foreign Language I 2+0+0 Compulsory 3 

  

 
BRY 113 Desktop Publishing 2+0+0 Elective 2 

  

    
Total ECTS 30 

  
 

2.Semester Course Plan  

Course Code Course Name T+A+L Compulsory/Elective       ECTS 

 
AİİT 102 

Atatürk's Principles and History of Turkish 
Revolution II 

2+0+0 Compulsory 2 
  

 
BRY 102 Accounting 2+1+0 Compulsory 5 

  

 
BRY 106 Keyboard Techniques 1 1+1+0 Compulsory 3 

  

 
BRY 122 GENERAL BUSINESS 2+1+0 Compulsory 4 

  

 
BRY 126 statistics 2+1+0 Compulsory 4 

  

 
TD 102 Turkish Language II 2+0+0 Compulsory 2 

  

 
YD 102 Foreign Language II 2+0+0 Compulsory 3 

  

 
BRY 118 Meeting Management 2+0+0 Elective 3 

  

 
BRY 124 MACRO ECONOMY 2+1+0 Elective 4 

  

    
Total ECTS 30 
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3.Semester Course Plan 

Course Code Course Name T+A+L Compulsory/Elective       ECTS 

 
BRY 203 Protocol and Social Behavior Rules 2+1+0 Compulsory 3 

  

 
BRY 205 Advanced Office Applications 2+1+0 Compulsory 4 

  

 
BRY 207 Total Quality Management 2+0+0 Compulsory 2 

  

 
BRY 209 Foreign Language for Specific Purpose 2+0+0 Compulsory 2 

  

 
BRY 215 KEYBOARD TECHNIQUES II 1+1+0 Compulsory 3 

  

 
BRY 221 PUBLIC RELATIONS 2+1+0 Compulsory 3 

  

 
ST 201 Internship I 0+4+0 Compulsory 4 

  

 
BRY 211 Enterprise 3+1+0 Elective 4 

  

 
BRY 213 Computer Accounting Software 3+0+0 Elective 3 

  

    
Total ECTS 28 

  

 

4.Semester Course Plan 

 
BRY 202 Correspondence for Specific Purpose*** 2+1+0 Compulsory 4 

  

 
BRY 206 Electronic Trade 1+1+0 Compulsory 2 

  

 
BRY 208 Web Design 2+1+0 Compulsory 3 

  

 
BRY 214 Conflict And stress Management 2+0+0 Compulsory 2 

  

 
BRY 218 HUMAN RESOURCES MANAGEMENT 2+0+0 Compulsory 3 

  

 
BRY 220 MANAGEMENT AND ORGANIZATION 2+1+0 Compulsory 3 

  

 
BRY 222 Customer Relations and Management 2+1+0 Compulsory 3 

  

 
ST 202 Internship II 0+0+0 Compulsory 4 

  

 
AHL 222 ETHICS AND PROFESSIONAL ETHICS 2+0+0 Elective 3 

  

 
BRY 212 Negotiable instrument law 2+0+0 Elective 3 

  

    
Total ECTS 30 

  

 

WCH: Weekly Course Hours 

T+U/K: Theorical + Application/Credit 

ECTS: European Credit Transfer System 

C/E: Compulsory/Elective 
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