BALIKESIR UNIVERSITESI
BALIKESIR MESLEK YUKSEKOKULU
BURO HIZMETLERI| VE SEKRETERLIK BOLUMU
BURO YONETIMIi VE YONETICI ASISTANLIGI PROGRAMI
2020-2021 EGITIM-OGRETIM YILI DERS PLANI

1.SINIF 1.YARIYIL 1.SINIF 2.YARIYIL
perskoou |PERSIN ADI Kategori T u L K AKTS |oerskopy  |DERSIN ADI Kategori TlU|L K AKTS
BHY1101 Isletme-| z 3 0 0 3.0 3 BHY1201 Isletme-II z 3 0 0 3.0 3
BHY1102 Ticari Matematik z 3 0 0 3.0 3 BHY1202 Ekonomi z 3 0 0 3.0 3
BHY1103 Temel Hukuk z 3 0 0 3.0 3 BHY1203 Muhasebe z 4 0 0 4.0 4
BHY1104 Klavye Teknikleri z 2 2 0 3.0 4 BHY1204 Mesleki Yazigmalar z 3 1 0 3.5 4
BHY1105 Bilgisayar Biiro Programlari z 2 2 0 3.0 4 |BHY1205 Dosyalama ve Arsivieme z 30 ]of 30 3
BHY1106  [FroloKol ve Sosyal Davranis z 3| o] o] 30 3 [BHY1206  |Kamu ve Ozel Kesim Yapisi z |2]o]o]| 20| 3
SECMELI DERS-1 S 0ojo o 0 8
TOPLAM 16 4 0 18.0 20 |TOPLAM 18] 1 18.5 28
AIT1101 Atattirk ilkeleri ve inkilap Tarihi-I z 2 0 0 2.0 2 AIT1201 Atatiirk ilkeleri ve inkilap Tarihi-Il z 2 0 (1] 2.0 2
TDI1101 Trk Dili-I z 2 0 0 2.0 2 |TDI1201 Trk Dili-Il z 210]0 2.0 2
YDI1101 Yabanci Dil-l (ingilizce) z 2 0 0 2.0 2 |YDI1201 Yabanci Dil-ll (ingilizce) A 2 0 0 2.0 2
GENEL TOPLAM 22 4 0 24.0 30 |GENEL TOPLAM 24| 1 0| 245 34
1.SINIF 2. YARIYIL SEGMELI DERSLER
STJ1201 Staj S 0 0 0 0 8
STJ1202 Alan Uygulamalari S 0 0 0 0 8
2.SINIF 1.YARIYIL 2.SINIF 2.YARIYIL
perskopu |PERSIN ADI Kategori T u L K AKTS [DERS KODU  |DERSIN ADI Kategori Tlu]|L K | AkTs
BHY2101 Biiro Yoénetimi z 3 0 0 3.0 4 BHY2201 Yonetici Asistanligi z 3 1 0 3.5 5
BHY2102 Orgiitsel Davranis z 3 0 0 3.0 4 |BHY2202 Halkla lligkiler z 3100 30 3
BHY2103 Toplanti Yonetimi z 2 0 0 2.0 3 BHY2203 Kalite Yonetim Sistemleri z 2 0 0 2.0 3
BHY2104 Etkili ve Giizel Konusma z 2 1 0 25 4  |BHY2204 iletigim z 310710 3.0 4
SECMELI DERS-1 S 1 2 0 2.0 4 SECMELI DERS-1 S 1 2|0 2.0 4
SECMELI DERS-2 S 2 0 0 2.0 3 SECMELI DERS-2 S 1 1 0 1.5 3
SECMELI DERS-3 S 2 1 0 25 4 SECMELI DERS-3 S 2 1 0 25 4
SECMELI DERS-4 S 2 1 0 25 4 SECMELI DERS-4 S 2 1 0 25 4
TOPLAM 17 5 19.5 30 |TOPLAM 171 6 | 0 | 20.0 30
2. SINIF 1. YARIYIL SEGMELi DERSLER 2. SINIF 2. YARIYIL SEGMELI DERSLER
BHY2110 Meslek Etigi S 2 1 0 2.5 4 BHY2210 Bilgisayar Muhasebe Yazilimlari S 2 1 0 25 4
BHY2111 Insan Kaynaklari Yénetimi S 2 1 0 25 4 BHY2211 Arastirma Yontem ve Teknikleri S 1 1 0 1.5 3
BHY2112 Sektorel Uygulamalar-| S 1 2 0 2.0 4 BHY2212 Sektorel Uygulamalar-Ii S 1 2 0 2.0 4
BHY2113 Bilgi Yonetimi S 2 0 0 2.0 3 BHY2213 Teknoloji Kullanimi S 1 1 0 1.5 3
BHY2114 Musteri lligkileri Yénetimi S 2 0 0 2.0 3 BHY2214 E-Ticaret S 2 1 0 25 4
BHY2115  [istatistik s 2o o] 20 3 [sHvzets 3;1‘1".13'.'_;7 ve Kiigik Isletme s 2|1 ]of 25 | 4
BHY2116 Tiketici Davraniglar S 2 1 0 25 4 BHY2216 Bilgi ve lletigim Teknolojileri S 2 1 0 25 4
BHY2117 Is ve Sosyal Giivenlik Hukuku S 2 0 0 2.0 3 BHY2217 Kalite Glivencesi ve Standartlar S 2 1 0 25 4
BHY2118 Mesleki Yabanci Dil-I S 2 1 0 25 4 BHY2218 Mesleki Yabanci Dil-Il S 2 1 0 25 4
KATEGORI :
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BALIKESIR UNIVERSITY
BALIKESIR VOCATIONAL SCHOOL
OFFICE AND SECRETARIAT SERVICES DEPARTMENT
OFFICE MANAGEMENT AND ASSISTANTSHIPS EXECUTIVE PROGRAM
2020-2021 ACADEMIC YEAR COURSE PLAN

1.CLASS 1.SEMESTER 1.CLASS 2.SEMESTER
COURSE  |COURSE NAME caesor | T | A | L[ ¢ [ects[SS0RSE  |coursE NAME eaosor| T| A c [ects
BHY1101 Business-| C 3 0 0 3.0 3 |BHY1201 |Business-Il cl|3|o 30| 3
BHY1102  |Business Mathematics C 3 0 0 3.0 3 |BHY1202 |Economy c|3]o0 30| 3
BHY1103  |Basic Law C 3]1]0]o0 3.0 3 |BHY1203 |Accounting cl4] O 40| 4
BHY1104  |Keyboard Techniques C 2|2)|0]| 30 4 |BHY1204 |Professional Correspondence cl|3|1 35| 4
BHY1105 |Computer Office Programs C 2|2)|0] 30 4 |BHY1205 |Filing and Archiving cl|3|o 30| 3
BHY1106  |Protocol and Social Conduct| C | 3 [0 | 0 | 30 | 3 [sHvizes [Structure of the Public and clz2fo 20| 3
Private Sector
ELECTIVE-1 EJO] O 0 8
TOTAL 16| 4 0 | 18.0 | 20 |TOTAL 18] 1 18.5| 28
AIT1101 Atatlirk Principles and c 2 0 0 20 2 |ami201 Atatlirk Prlnc!ples and clalo 20| 2
Revolution History-| Revolution History-Il
TDI1101 Turkish Language-| C 210])]0 2.0 2 |TDI1201 Turkish Language-II cl2]o0 20| 2
'YDI1101 Foreign Languag(English)-I C 2]10]o0 2.0 2 |YDI1201 Foreign Languag(English)-II cl2]0 20| 2
GRAND TOTAL 221 4 0 | 24.0 | 30 |GRAND TOTAL 24| 1 245]| 34
1.nd YEAR 2.0PTIONAL COURSES
STJ1201 Internship = O ] 0 8
STJ1202 Field Applications = O ] 0 8
2.CLASS 1.SEMESTER 2.CLASS 2.SEMESTER
COURSE COURSE
CoDE COURSE NAME Categ{ T| A| L C ECTS|CODE COURSE NAME Cate{ T| A C |EcCTs]
BHY2101  |Office Management C 3]1]0]o0 3.0 4 |BHY2201 |Executive Assistant cC 3|1 35| 5
BHY2102  |Organizational Behavior C 3]1]0]o0 3.0 4 |BHY2202 |Public Relations cl3|o 30| 3
BHY2103 |Meeting Management C 210])]0 2.0 3 |BHY2203 |Quality Management Systems cl2|o 20| 3
BHY2104  |Effective Speech C 2 |1]0] 25 4 |BHY2204 |Communication cl3|o 30| 4
ELECTIVE-1 E 1 2 0 2.0 4 ELECTIVE-1 E|1] 2 20| 4
ELECTIVE-2 E 2 0 0 2.0 3 ELECTIVE-2 E|1]1 15| 3
ELECTIVE-3 E 2 1 0 25 4 ELECTIVE-3 E|2]|1 25| 4
ELECTIVE-4 E 2 1 0 25 4 ELECTIVE-4 E|2]|1 25| 4
TOTAL 171 5 0 | 19.5 | 30 |TOTAL 17| 6 20.0] 30
ELECTIVES ELECTIVES
BHY2110  |Professional Ethics E 2 1 (1] 25 4 |BHY2210 |Computer Accounting Software | E | 2 | 1 25| 4
BHY2111 Human Resources E 2 1 0 25 4 |BHY2211 Resealrch Methods and el1] 1 15| 3
|Management Technigues
BHY2112  |Sectoral Applications-I E 1 2 0 2.0 4 |BHY2212 |Sectoral Applications-II E|1] 2 20| 4
BHY2113  |Knowledge Management E 2 0 0 2.0 3 |BHY2213 |Use of Technology E|1]1 15| 3
BHY2114 [SuStomer Relationship E|l2|ofof 20| 3 [BHy2214 [E-Commerce Ef2]1 25| 4
|Management
BHY2115  [Statistics E 2|00 20] 3 [sHveeis [Entrepreneurship and Smal E2]1 25| 4
Business Management
BHY2116  [Consumer Behavior E|2|1]|0] 25| a [prveeie [nformationand E2]1 25| 4
Communications Technology
BHY2117 Labour and Social Security E 210lo0 20 3 |BHY2217 Quality Assurance and Elal 1 25| 4
Law Standards
BHY2118 IF’rofesswnal Foreign E 2 1 0 25 4 |BHY2218 Professional Foreign Language ela2l 1 25| 4
Language | Il
CATEGORY
(o3 : Compulsory
E : Elective

Ogr. Gor. Dr. Pinar ERKAL

Biiro Hizmetleri ve Sekreterlik B6liim Bagkani



	Türkçe
	İngilizce

