BALIKESIR UNIVERSITESI

HAVRAN MESLEK YUKSEKOKULU

BURO HiZMETLERI VE SEKRETERLIK BOLUMU
BURO YONETIMi VE YONETICi ASISTANLIGI PROGRAMI
2023-2024 EGITIM-OGRETIM YILI DERS PLANI

1. SINIF 1. YARIYIL

1. SINIF 2. YARIYIL

DERS ) DERS )
KODU DERSIN ADI Kategori T [ U [ L| K |AKTS|KODU DERSIN ADI Kategorii T | U | L K |AKTS
BYY1101 |lIsletme-I z 3(0f0]| 3 5 |BYY1201 |lsletme-Il z 3100 3 3
BYY1102 [Ticari Matematik z 3100 3 4 |BYY1202 [Ekonomi z 31010 3 2
BYY1103 [Temel Hukuk z 3100 3 3 [BYY1203 |Muhasebe z 410]|0 4 3
BYY1104 |Klavye Teknikleri z 2(2(0]| 3 4 [BYY1207 [Mesleki Yazismalar z 21 1]0] 25 3
BYY1105 |Bilgisayar Bliro Programlari z 212(0f 3 4 |BYY1206 |Kamu ve Ozel Kesim Yapisi z 21010 2 2
BYY1106 ELC::;?: Ve Sosyal bavranis Z |8|0jojs3 | 4 SECMELI DERS-1 S |0]j0ojo| 0] 8
TOPLAM 16| 4 | 0 (18,0| 24 SECMELI DERS-2 S 2111025 3
AIT1101 |Atatiirk llkeleri ve Inkilap Tarihi-I z 2100 2 2 TOPLAM 16 2| 0 (17,0 24
TDI1101 |Turk Dili-I 2100 2 2 |AIT1201 |Atatiirk ilkeleri ve inkilap Tarihi-ll z 21010 2 2
YDI1101 |Yabanci Dil-l (ingilizce) 2(0f0]| 2 2 |TDI1201 |Turk Dili-Il 21010 2 2
YDI1201 |Yabanci Dil-ll (ingilizce) 21010 2 2
GENEL TOPLAM 22( 4| 0|24,0/ 30 |GENEL TOPLAM 22| 2 (0230 30
1.SINIF 2.YARIYIL SEGMELI DERSLER
BYY1210 (Staj S ojo0o|of| O 8
BYY1211 |Mesleki Uygulama S o|jofo| O 8
BYY1212 Yasam Boyu Spor-I S 211/[0(25 3
BYY1213 [Kiiltir ve Sanat-I S 2(1(0] 25 3
BYY1214 [Doga ve Cevre Koruma-| S 211/[0(25 3
2. SINIF 1. YARIYIL 2. SINIF 2. YARIYIL
DERS ) DERS )
KODU DERSIN ADI Kategori T [ U [ L| K |AKTS|KODU DERSIN ADI Kategorif T | U | L K |AKTS
BYY2101 |Biiro Yonetimi zZ 3]10(0 3 4 [BYY2201 |Yonetici Asistanhigi zZ 3(1]0{ 35 4
BYY2102 |Orgiitsel Davranis z 3100 3 3 |BYY2202 |Halkla lligkiler z 3|ofof 3 3
BYY2103 |Toplanti Yonetimi z 3(0f0]| 3 3 |BYY2229 |insan Kaynaklari Yénetimi z 3|1 1]0] 35 3
SEGMELI DERS-1 S 211(0]25 5 SEGMELI DERS-1 S 211]10f 25 5
SEGMELI DERS-2 S 211]10(25 5 SEGMELI DERS-2 S 21025 5
SEGMELI DERS-3 S 211]10(25 5 SEGMELI DERS-3 S 21025 5
SEGMELI DERS-4 S 211]|10(25 5 SEGMELI DERS-4 S 21025 5
TOPLAM 17| 4| 0 (19,0| 30 TOPLAM 17| 6 | 0 [ 20,0| 30
2.SINIF 1.YARIYIL SEGMELI DERSLER 2.SINIF 2.YARIYIL SEGMELI DERSLER
BYY2104 |Etkili ve Giizel Konusma S 2|11(0]|25 5 |BYY2204 |iletisim S 2(1]0] 25 5
BYY2110 |Meslek Etigi S 21110125 5 |[BYY2210 (Bilgisayar Muhasebe Yazilimlari S 211/[0]f25 5
BYY2111 |Bilgi ve lletisim Teknolojisi S 21110125 5 [BYY2225 [Dosyalama ve Arsivleme S 211([0]f25 5
BYY2112 |Sektérel Uygulamalar-I S 21110125 5 |[BYY2212 |Sektorel Uygulamalar-II S 2(1]10] 25 5
BYY2113 |Bilgi Yonetimi S 2(1]10]25 5 |[BYY2213 |Teknoloji Kullanimi S 2|11(10] 25 5
BYY2114 |Musteri iligkileri Yénetimi S 2(1]10]25 5 |BYY2214 |E-Ticaret S 2|11(10] 25 5
BYY2115 |istatistik S 2(1]10]25 5 |[BYY2203 |Kalite Yonetim Sistemleri S 2|11(10] 25 5
BYY2116 |Tlketici Davraniglari S 21110125 5 [BYY2217 [Kalite Glivencesi ve Standartlar S 21101 25 5
BYY2117 |is ve Sosyal Giivenlik Hukuku S 2(1]10]25 5 |[BYY2218 |Mesleki Yabanci Dil-ll S 2|11(10] 25 5
BYY2118 |Mesleki Yabanci Dil-I S 2(1]10]25 5 |[BYY2219 |Kriz ve Stres Yoénetimi S 2|11(10] 25 5
BYY2119 |is Saghg ve Givenligi S 2(1]10]25 5 |BYY2220 |Yasam Boyu Spor-IlI S 2|11(10] 25 5
BYY2120 |Yasam Boyu Spor-II S 2(1]10]25 5 |[BYY2221 |Kdltir ve Sanat-IlI S 2|11(10] 25 5
BYY2121 [Kiltir ve Sanat-II S 21110125 5 |[BYY2222 [Doga ve Gevre Koruma-lll S 21101 25 5
BYY2122 |Doga ve Cevre Koruma-Il S 21110125 5 |BYY2223 |Arastirma Yontem ve Teknikleri-Il S 211101 25 5
BYY2123 |Arastirma Yoéntem ve Teknikleri-I S 211]10(25 5 |BYY2224 [Takim Calismasi S 211(0] 25 5
BYY2124 |k Yardim S 211025 5 |[BYY2226 |Mantik Oyunlari S 2|11(10] 25 5
BYY2125 |isaret Dili S 2(1]10]25 5 |BYY2227 [Sunum Teknikleri S 2|11(10] 25 5
BYY2132 |Girisimcilik S 2(1]10]25 5 |BYY2232 |Girigimcilik Uygulamalari S 2|11(10] 25 5
BYY2133 |Gondllilik Caligmalar S 2(1]10]25 5 |[BYY2234 |Emlak Yonetimi S 2|11(10] 25 5
KATEGORI :
z Zorunlu
S Segmeli




BALIKESIR UNIVERSITY
HAVRAN VOCATIONAL SCHOOL

OFFICE AND SECRETARIAT SERVICES DEPARTMENT
OFFICE MANAGEMENT AND ASSISTANTSHIPS PROGRAM EXECUTIVE
2023-2024 ACADEMIC YEAR COURSE PLAN

1.CLASS 1.SEMESTER

1.CLASS 2.SEMESTER

COURSE COURSE
CODE COURSE NAME Category | T| A|L| C [ECTS CODE COURSE NAME Category| T| A| L | C |ECTS
BYY1101 |Business-I o] 3|0[0f 3 5 |BYY1201 (Business-II C 3(0|0] 3 3
BYY1102 (Business Mathematics C 3100 3 4 |BYY1202 [Economy C 300 2
BYY1103 |Basic Law C 3|]0[0f 3 3 |BYY1203 [Accounting C 410|004 3
BYY1104 |Keyboard Techniques (o} 2(2(0]| 3 4 [BYY1207 |Professional Correspondence C 21110125 3
BYY1105 |Computer Office Programs c |2|2]o| 3| 4 [Byyiooe [Structure of the Public and c |2lolol2]| 2
Private Sector
BYY1106 |Protocol and Social Conduct C 3100 3 4 ELECTIVE COURSE-1 E 0|0(|0]| O 8
TOTAL 16| 4 | 0 (18,0| 24 ELECTIVE COURSE-2 E 2111025 3
AiT1101 [Atatlrk Principles and c |2|ofo|l 2| 2 TOTAL 16| 2 | 0 [17,0] 24
Revolution History-I
TDI1101 |Turkish Language-I 2|olo| 2| 2 |aTi201 [Atatlrk Principles and c 2|ofo] 2
Revolution History-II
YDI1101 |Foreign Language-I (English) C 2(0f0]| 2 2 |TDI1201 |Turkish Language-II (o} 2(0]|0]| 2 2
YDI1201 |Foreign Language -Il (English) (e} 2(0]|0]| 2 2
GRAND TOTAL 22| 4| 0|24,0] 30 |GRAND TOTAL 22| 2| 0 (23,0 30
1.CLASS 2.SEMESTER ELECTIVE COURSES
BYY1210 |Internship E 0)j]0(0] O 8
BYY1211 |Professional Practice E ojofof| O 8
BYY1212 |Lifetime Sports-I E 211[10(25| 3
BYY1213 |Culture and Art-I E 211(0(25] 3
BYY1214 Nature land Environment E 201]0l25 3
Protection-I
2.CLASS 1.SEMESTER 2.CLASS 2.SEMESTER
COURSE COURSE
CODE COURSE NAME Category | T| A|L| C [ECTS CODE COURSE NAME Category| T| A| L | C |ECTS
BYY2101 |Office Management C 3100 3 4 |BYY2201 [Executive Assistant C 3[1]0(35| 4
BYY2102 |Organizational Behavior C 3|]0[0f 3 3 |BYY2202 [Public Relations C 3(0]|0] 3 3
BYY2103 [Meeting Management (e} 3(0f0]| 3 3 |BYY2229 |Human Resources Management C 311(0]35| 3
Elective Course 1 E 21110125 5 Elective Course 1 E 211(10(25 5
Elective Course 2 E 21110125 5 Elective Course 2 E 2(110(25 5
Elective Course 3 E 21110125 5 Elective Course 3 E 2(110](25 5
Elective Course 4 E 21110125 5 Elective Course 4 E 2(110(25 5
TOTAL 17| 4| 0 (19,0| 30 TOTAL 17| 6 | 0 20,0/ 30
2.CLASS 1.SEMESTER ELECTIVE COURSES 2.CLASS 2.SEMESTER ELECTIVE COURSES
BYY2104 |Effective Speech E 211(0]25 5 [BYY2204 |Communication E 2111025 5
BYY2110 |Professional Ethics E 211]10(25 5 |BYY2210 [Computer Accounting Software E 211(10]25| 5
Byy2111 |Information and E |2|1]0|25| 5 [BYY2225 |Filing and Archiving E |2]|1]0]25]| 5
Communications Technology
BYY2112 [Sectoral Applications-I E 21110125 5 |[BYY2212 [Sectoral Applications-II E 211[10(25| 5
BYY2113 |Knowledge Management E 211]10(25 5 |BYY2213 [Use of Technology E 2(1(10]25| 5
BYYy2114 |Customer Relationship E |2]1]0]25| 5 [BYv2214 |E-Commerce E |2|1]o025] 5
Management
BYY2115 |Statistics E 211]10(25 5 |BYY2203 [Quality Management Systems E 211(10]25| 5
BYY2116 |Consumer Behavior E 2|1]0]25| 5 |Byyazry |Quality Assurance and E 2|1]0|25| 5
Standards
BYY2117 |Labour and Social Security Law E 2|1)0]25]| 5 |BYY2218 ﬁmfess'ma' Foreign Language E 21]0]25]| 5
BYY2118 Iprofesm”a' Foreign Language E 2|1]|0|25]| 5 |BYY2219 |Crisis and Stress Management E 2(1]|0|25| 5
BYY2119 |Occupational health and Safety E 21110125 5 |BYY2220 [Lifetime Sports-Ill E 21110(25| 5
BYY2120 |Lifetime Sports-II E 211]10(25 5 [BYY2221 |Culture and Art-lll E 211(10]25 5
BYY2121 |Culture and Art-li E 21|0|25| 5 |Byyzeze |Natureand Environment E 2|1]0|25| 5
Protection-lll
BYY2122 Nature gnd Environment E 2111025 5 |BYY2223 Resealrch Methods and E 211025 5
Protection-II Techniques-II
ByY2123 |Research Methods and E |2]|1]|0]25| 5 |BYv2224 |Team work E |2|1]o025] 5
Techniques-I
BYY2124 |First aid E 211]10(25 5 |[BYY2226 [Logic Games E 211(10]25 5
BYY2125 [Sign language E 21110125 5 |BYY2227 [Presentation Techniques E 21110(25| 5
BYY2132 |Entrepreneurship E 21110125 5 |BYY2232 |Entrepreneurship Practices E 21110(25| 5
BYY2133 |Volunteering Activities E 21110125 5 |BYY2234 [Property Management E 21110(25| 5
CATEGORY:
C Compulsory
E Elective




