BALIKESIR UNIVERSITESI
HAVRAN MESLEK YUKSEKOKULU

BURO HiZMETLERI VE SEKRETERLIK BOLUMOU
BURO YONETIMi VE YONETICi ASISTANLIGI PROGRAMI
2024-2025 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 Kategorif T | U | L | K [AKTS
BYY1140 |lIsletme-I z 3|00 3 3 |BYY1240 [Isletme-Il z 3l0|0]| 3 2
BYY1141 |Ticari Matematik z 211|025 3 |BYY1241 (Ekonomi z 3l0|0]| 3 2
BYY1142 |Temel Hukuk z 3]0|0| 3 3 |BYY1242 [Muhasebe z 4(0]0]| 4 3
BYY1143 |Klavye Teknikleri z 2120 3 4 |BYY1243 |Mesleki Yazigsmalar z 211(0] 25 3
BYY1144 |Bilgisayar Biro Programlari z 212(0] 3 3 [BYY1244 |Kamu ve Ozel Kesim Yapisi z 210f0 2 2
BYY1145 EL‘;;‘;;‘: ve Sosyal Davranis z | 3]|o0]o| 3| 3 |KRY1201 |Kariyer Planlama z |1lofo| 1] 2
BYY1146 |is Saghg ve Guvenligi z 110|225 3 |BYY1245 (Staj z o O 8
BYY1147 (Kalite Standartlari z 2100 2 2 SECMELI DERS 211|10]25 2
TOPLAM 19| 6| 0| 22| 24 TOPLAM 17 2| 0| 18 | 24
AIT1101 |Atatiirk llkeleri ve Inkilap Tarihi-I z 2100 2 2 |AIT1201 |Atatiirk llkeleri ve Inkilap Tarihi-Il z 2100 2 2
TDI1101 |Turk Dili-I 2100 2 2 |TDI1201 |Turk Dili-Il 210|0] 2 2
YDI1101 |Yabanci Dil-I (ingilizce) 2100 2 2 |YDI1201 [Yabanci Dil-ll (ingilizce) 210(0 2 2
GENEL TOPLAM 25| 6| 0| 28 | 30 |GENEL TOPLAM 23| 20| 24 | 30
1.SINIF 2.YARIYIL SEGMELI DERSLER
BYY1246 |Yasam Boyu Spor-I S 21110] 25 2
BYY1247 (Kiltir ve Sanat-I S 211|0(25 2
BYY1248 |Doga ve Cevre Koruma-| S 0| 25 2
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
BYY2140 |Biro Yonetimi z 3100 3 4 |BYY2240 |Yonetici Asistanligi z 310 35 4
BYY2141 |Orgiitsel Davranig z 3(0f0]| 3 3 |BYY2241 |Halkla lligkiler z 31]0(0 3 3
BYY2142 |Toplanti Yonetimi z 300 3 3 |BYY2242 (insan Kaynaklari Yénetimi z 3|11(0] 35 3
BYY2143 |Girigimcilik ve inovasyon z 211(0]25 5 |BYY2243 (Girisimcilik Uygulamalari z 2110 25 5
SEGMELI DERS-1 S 211(0f25 5 SEGMELI DERS-1 S 2110 25 5
SEGMELI DERS-2 S 2 10|25 5 SEGMELI DERS-2 2 11025 5
SEGMELI DERS-3 S 2 10|25 5 SEGMELI DERS-3 2 11025 5
TOPLAM 17410 19| 30 TOPLAM 1716 | 0| 20 30
2.SINIF 1.YARIYIL SEGMELI DERSLER 2.SINIF 2.YARIYIL SEGMELI DERSLER
BYY2144 |Meslek Etigi S 211(0]25 5 |BYY2244 |Bilgisayar Muhasebe Yazilimlari S 211|0(25 5
BYY2145 |Bilgi ve lletisim Teknolojisi S 211]0(25 5 |BYY2245 [Dosyalama ve Arsivleme S 211|0(25 5
BYY2146 [Sektérel Uygulamalar-I S 211]0(25 5 |BYY2246 [Sektérel Uygulamalar-II S 2(1|0(25 5
BYY2147 |Bilgi Yonetimi S 211]0(25 5 [BYY2247 [Teknoloji Kullanimi S 2(110]| 25 5
BYY2148 |Musteri lligkileri Yonetimi S 2|11]|0]25 5 |BYY2248 [E-Ticaret S 211|10] 25 5
BYY2149 |istatistik S 211]0(25 5 |BYY2249 (Kalite Yonetim Sistemleri S 2(110]| 25 5
BYY2150 |Tiketici Davranislari S 211]0]25 5 [BYY2250 [Mesleki Yabanci Dil-ll S 21110]| 25 5
BYY2151 |is ve Sosyal Giivenlik Hukuku S 212|025 5 [BYY2251 [iletisim S 21025 5
BYY2152 |Mesleki Yabanci Dil-I S 211]0]25 5 [BYY2252 [Yasam Boyu Spor-lll S 21110]| 25 5
BYY2153 [Yasam Boyu Spor-II S 211]0(25 5 |BYY2253 (Kiiltir ve Sanat-lII S 211|0(25 5
BYY2154 (Kiltir ve Sanat-II S 211]0(25 5 |BYY2254 [Doga ve Cevre Koruma-lil S 211|0(25 5
BYY2155 [Doga ve Cevre Koruma-Il S 211]0(25 5 |BYY2255 |Arastirma Yontem ve Teknikleri-ll S 211|0(25 5
BYY2156 [Arastirma Yéntem ve Teknikleri-I S 211]0(25 5 |BYY2256 [Takim Calismasi S 211|0(25 5
BYY2157 |k Yardim S 211]0(25 5 |BYY2257 [Mantik Oyunlari S 211|0(25 5
BYY2158 |isaret Dili S 211]0(25 5 |BYY2258 [Sunum Teknikleri S 211|0(25 5
BYY2159 (Etkili ve Glizel Konugsma S 211]0(25 5 |BYY2259 [Kooperatif¢ilik S 211|0(25 5
BYY2160 [Gondllilik Caligmalari S 211]0(25 5 |BYY2260 [Emlak Yonetimi S 211|0(25 5
BYY2161 |Hukuk Biiro Yénetimi Sekreterligi s |2|1|o0|25]| 5 |BYY2261 \S(ggg't‘irfi'etme'e””de Buro s |2|2|1]25] s
BYY2162 |Kriz ve Stres Yonetimi S 211]0]25 5 |BYY2262 [Mesleki Uygulama S 21110] 25 5
BYY2163 “BA%?:EZ"E ve Bagimiilikla S 211]0(25 5 |BYY2263 |Yapay Zeka Uygulamalari S 21|0(25 5
KATEGORI :
z Zorunlu
S Secmeli




BALIKESIR UNIVERSITY

HAVRAN VOCATIONAL SCHOOL

OFFICE AND SECRETARIAT SERVICES DEPARTMENT
OFFICE MANAGEMENT AND ASSISTANTSHIPS PROGRAM EXECUTIVE
2024-2025 ACADEMIC YEAR COURSE PLAN

CLASS | SEMESTERI|

CLASS | SEMESTER I

COURSE COURSE
CODE COURSE NAME Categ T|U|L| K |AKTS|CODE COURSE NAME Categoryl T | U | L | K [AKTS
BYY1140 |Business-| C 3|]0(0 3 3 |BYY1240 |Business-II 3(0]0 3 2
BYY1141 |Commercial Mathematics C 211(0(25 3 [BYY1241 |Economy C 3(0]0 3 2
BYY1142 |General Law C 3|00 3 3 |BYY1242 |Accounting (03 410]|0 4 3
BYY1143 |Keyboard Techniques C 2120 3 4 |BYY1243 |Professional Correspondence C 211]10| 25 3
BYY1144 |Computer Office Programs C 2120 3 3 [BYY1244 |Public and Private Sector Structure C 2(0]0 2 2
BYY1145 |Protocol and Social Conduct Rules C 3|00 3 3 [KRY1201 |Career Planning C 11010 1 2
BYY1146 |Occupational Health and Safety C 2(1(0]25 3 |BYY1245 |Internship C ojo0foO 0 8
BYY1147 [Quality Standards 2100 2 2 ELECTIVE COURSE 211|025 2
TOTAL 19( 60| 22 24 TOTAL 171 2| 0| 18 24
AIT1101 AFaturk's Principles and Revolution c >lolo 2 > |AIT1201 AFaturk's Principles and Revolution c >lolo 2 2
History-I History-II
TDI1101 |Turkish Language-I C 2(0|0] 2 2 |TDI1201 |Turkish Language-Il 21010 2 2
YDI1101 |Foreign Language-I (English) C 210(0 2 2 |YDI1201 |Foreign Language-Il (English) 2010 2 2
GENERAL TOTAL 25| 6|0 28 30 |GENERAL TOTAL 232 (0| 24 30
CLASS | SEMESTER Il ELECTIVE COURSES
BYY1246 [Lifetime Sports-I E 211|025 2
BYY1247 |Culture and Art-I E 21025 2
BYY1248 Nature _and Environmental E 2110 25 2
Protection-I
CLASS Il SEMESTERI| CLASS Il SEMESTERIII
COURSE COURSE
CODE COURSE NAME Categoryl T [ U | L | K |AKTS|CODE COURSE NAME Categoryl T| U | L | K |AKTS
BYY2140 (Office Management 3(0f0] 3 4 |BYY2240 [Executive Assistant 311]0] 35 4
BYY2141 |Organizational Behavior C 3100 3 3 [BYY2241 |Public Relations C 3(0]0 3 3
BYY2142 [Meeting Management C 3(0f0] 3 3 |BYY2242 |Human Resources Management C 310|235 3
BYY2143 [Entrepreneurship and Innovation C 2(1(0]25 5 |BYY2243 |Entrepreneurial Practices C 211]10] 25 5
ELECTIVE COURSE | E 2 110(25 5 ELECTIVE COURSE | E 2 110 2,5 5
ELECTIVE COURSE Il E 211]|0|25 5 ELECTIVE COURSE Il E 211|025 5
ELECTIVE COURSE IlI E 2]11]|0|25 5 ELECTIVE COURSE IlI E 211|025 5
TOTAL 17( 4]0 19 30 TOTAL 171 6 | 0| 20 30
CLASS Il SEMESTER | ELECTIVE COURSES CLASS Il SEMESTER Il ELECTIVE COURSES
BYY2144 |Professional Ethics E 2(1(0]25 5 |BYY2244 |Computer Accounting Software E 21025 5
Information and Communication - .
BYY2145 Technology E 2(1]0(25 5 |BYY2245 [Filing and Archiving E 211]10] 25 5
BYY2146 [Sectoral Applications-I E 211]|0|25 5 |BYY2246 [Sectoral Applications-II E 211|025 5
BYY2147 |Information Management E 21110125 5 |BYY2247 |Use of Technology E 211025 5
BYY2148 [Customer Relations Management E 21110125 5 |BYY2248 |E-Commercial E 21025 5
BYY2149 |Statistic E 211|025 5 |BYY2249 [Quality Management Systems E 21025 5
BYY2150 |Consumer Behavior E 211]0(25 5 |BYY2250 |Professional Foreign Language-Il E 21110125 5
BYY2151 |Labor and Social Security Law E 211|025 5 |BYY2251 |Communication E 21025 5
BYY2152 |Professional Foreign Language-I E 211]0(25 5 |BYY2252 |Lifetime Sports-IlI E 211|101 25 5
BYY2153 |Lifetime Sports-II E 211|025 5 |BYY2253 [Culture and Art-lI E 21025 5
BYY2154 |Culture and Art-I E |2|1|0|25]| 5 |Byyazss [NaWreand Environmental E |2|1]o025] 5
Protection-lll
Byy2155 |Nature and Environmental E |2|1]0]25| 5 |BYY2255 |Research Methods and Techniques-t | E |2 |1 |o| 25| 5
Protection-II
BYY2156 |Research Methods and Techniques-I E 21110]|25 5 |BYY2256 |Team Work E 2(1(0]| 25 5
BYY2157 (First Aid E 211]|0|25 5 |BYY2257 |Logic Games E 211|025 5
BYY2158 |Sign Language E 211|025 5 |BYY2258 |Presentation Techniques E 21025 5
BYY2159 [Effective and Beautiful Speaking E 21110125 5 |BYY2259 [Cooperatives E 21025 5
BYY2160 |Vocational Practice E 211|025 5 |BYY2260 |Property Management E 21025 5
BYY2161 Legal Of_flce Management £ 21l0]2s 5 |BYY2261 Offl(_:g_Management in Healthcare £ 20211125 5
Secretariat Facilities
BYY2162 (Crisis and Stress Management E 21110125 5 |BYY2262 |Vocational Practice E 21025 5
BYY2163 |Addiction and Combating Adiction E 211]10(25 5 [BYY2263 |Atrtificial Intelligence Applications E 211]10] 25 5
CATEGORY:
C Compulsory
E Elective




