T.C.
BALIKESIR UNIVERSITESI
HAVRAN MESLEK YUKSEKOKULU
BURO HiZMETLERI VE SEKRETERLIK BOLUMU

BURO YONETIMi VE YONETICI ASISTANLIGI PROGRAMI

2026-2027 EGITIM-OGRETIM YILI DERS PLANI

1. SINIF 1. YARIYIL

DERS KODU DERSIN ADI kaogori| T 1 U | L1 K |akTs Yariyil igi Olgme Iiaaliyetleri (%40)
Yazih Sinav| Diger Olgme Faaliyetleri*
BUR1101 |Genel Isletme z 3(0f0] 3 3 40%
BUR1102 [Genel Ekonomi A 3(0f0] 3 3 40%
BUR1103 |Temel Hukuk z 2(0]0]| 2 2 40%
BUR1104 |Bilgisayar Buro Programlari Z 2(2(0] 3 4 20% 20% Uygulama
BUR1105 |is Sagligi ve Giivenligi z 210|0] 2 2 30% 10% Kisa Sinav
BUR1106 |Ticari Matematik Z 2(0f0] 2 2 40%
BUR1107 |Klavye Teknikleri z 212|0] 3 4 20% 20% Uygulama
BUR1108 |Protokol ve Sosyal Davranig Kurallari z 2(0]0] 2 2 40%
TOPLAM 18( 4|10 20| 22
AIT1101 |Atatiirk Ilkeleri ve inkilap Tarihi z 4(0|0]| 4 4 40%
TDI1101 |Turk Dili z 410|0]| 4 4 40%
GENEL TOPLAM 26| 4 (0| 28| 30
1. SINIF 2. YARIYIL
DERS KODU DERSIN ADI kaogor| T | U | L] K |akTs Yariyil igi Olgme Iiaaliyetleri (%40)
Yazili Sinav| Diger Olgme Faaliyetleri*
BUR1201 |Yonetici Asistanligi z 3|1]0|0]| 3 3 40%
BUR1202 |Mesleki Yazigsmalar z 211(0(25 3 30% 10% Uygulama
BUR1203 |Etkili Konusma ve Sunum Teknikleri z 211]0]25 3 30% 10% Uygulama
KRY1201 |Kariyer Planlama Z 1]0(f0f 1 2 40%
SECMELIi DERS-1** S 2(1]0|25| 3
SECMELI DERS-2** S 2]11]0f25] 3
SECMELI DERS-3** S 2(1]0|25| 3
SECMELI DERS-4** S 2]11]0f25] 3
SECMELI| DERS-5** S 2(1]0|25| 3
TOPLAM 18| 7| 0]215| 26
YDI1101 |Yabanci Dil (ingilizce) z 4100 4 4
GENEL TOPLAM 22 7| 0]255| 30
1.SINIF 2.YARIYIL SECMELI DERSLER
BUR1251 |Genel Muhasebe** S 2110125 3 30% 10% Uygulama
BUR1252 |Halkla iligkiler** S 211]0]25 3 30% 10% Odev
BUR1253 [Y&netim ve Organizasyon** S 211]0]25 3 30% 10% Odev
BUR1254 (Veri Bilimine Girig** S 2(1(0]25 3 30% 10% Uygulama
BUR1255 |E-Ticaret** S 211]0]25 3 30% 10% Uygulama
BUR1256 |Bilgi ve lletisim Teknolojisi** S 211]0]25 3 30% 10% Uygulama
BUR1257 (Bilgi Yonetimi** S 211]0]25 3 30% 10% Uygulama
BUR1258 |Miisteri lligkileri Yénetimi** S 2(1(0]25 3 30% 10% Uygulama
BUR1259 |istatistige Girig** S 211(0(25 3 30% 10% Kisa Sinav
BUR1260 |Tuketici Davraniglar™* S 2(1(0]25 3 30% 10% Uygulama
BUR1261 |iletisim** S 2|11|0]|25| 3 30% 10% Odev
BUR1262 [Saglikh Yagsam** S 2(1(0]25 3 30% 10% Uygulama
BUR1263 |isaret Dili** S 211]0]25 3 30% 10% Uygulama
BUR1264 (Kriz ve Stres Yonetimi** S 2(1(0]25 3 30% 10% Uygulama
BUR1265 [Hukuk Biro Yonetimi Sekreterligi** S 211]0]25 3 30% 10% Uygulama
BUR1266 |Sosyal Medya Yo&netimi** S 2(1(0]25 3 30% 10% Uygulama
BUR1267 [Doga ve Cevre Koruma** S 211]0]25 3 30% 10% Uygulama
BUR1268 |Teknoloji Kullanimi** S 2(1(0]25 3 30% 10% Uygulama
BUR1269 (Medya Okuryazarhigr** S 211]0]25 3 30% 10% Uygulama
BUR1270 [Topluma Hizmet Uygulamalari** S 2(1(0]25 3 30% 10% Uygulama
BUR1271 (Liderlik ve Ekip Yonetimi** S 211]0]25 3 30% 10% Uygulama
BUR1272 |Orgit Psikolojisi** S 211]0]25 3 30% 10% Uygulama
BUR1273 |Takim Sporlari** S 211]0]25 3 30% 10% Uygulama
BUR1274 [Sifir Atik ve Cevre Koruma** S 2(1(0]25 3 30% 10% Uygulama
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2. SINIF 1. YARIYIL

- - 3
DERS KODU DERSIN ADI kaegori| T | U L| K |AKTS Yanyil Igi Olgfrvne Iiaallyetlerl -(A40) -
Yazih Sinav| Diger Olgme Faaliyetleri*
BUR2101 (Buro Yonetimi z 211]0]25 4 40%
BUR2102 [Dosyalama ve Arsiviemede Guncel Yaklagimlar z 2(1(0]25 3 30% 10% Uygulama
BUR2103 |insan Kaynaklar Y&netimi z 211(0(25 4 30% 10% Sunum
BUR2104 |Girisimcilik ve inovasyon z 211]0]25 4 40%
SECMELI DERS-1*** S 211]0]25 3
SECMELI DERS-2*** S 211]0]25 3
SECMELI DERS-3*** S 211]0]25 3
SECMELI DERS-4*** S 211]0]25 3
SECMELI DERS-5*** S 211]0]25 3
GENEL TOPLAM 18| 9 | 0 |22,5| 30
2.SINIF 1.YARIYIL SECMELI DERSLER
BUR2151 |Orgiitsel Davranig*** S 2(1[0]25 3 30% 10% Odev
BUR2152 [Toplanti Yonetimi*** S 2(1[0]25 3 30% 10% Odev
BUR2153 |Bilgisayar Muhasebe Yazilimlar*** S 2[1({0]25 3 30% 10% Uygulama
BUR2154 [Meslek Etigi*** S 2[1({0]25 3 30% 10% Uygulama
BUR2155 |Kalite Yonetim Sistemleri*** S 2[1({0]25 3 30% 10% Uygulama
BUR2156 |is ve Sosyal Giivenlik Hukuku*** S 2[1({0]25 3 30% 10% Uygulama
BUR2157 [Yapay Zeka Uygulamalari™** S 211025 3 30% 10% Uygulama
BUR2158 |Finansal Okuryazarlik*** S 2[1({0]25 3 30% 10% Uygulama
BUR2159 [Saglik Kurumlarinda Biro Yonetimi*** S 211025 3 30% 10% Uygulama
BUR2160 |Gondlldluk Cahgmalar™* S 2[1({0]25 3 30% 10% Uygulama
BUR2161 [Takim Calismasi*** S 211]0]25 3 30% 10% Uygulama
BUR2162 |Siirdiiriilebilirlik ve Iklim Degisikligi*** S 211025 3 30% 10% Uygulama
BUR2163 [Sektérel Uygulamalar* S 2[1({0]25 3 30% 10% Uygulama
BUR2164 |ilk Yardim*** S 2[1({0]25 3 30% 10% Uygulama
BUR2165 [Arastirma Yoéntem ve Teknikleri*** S 211([(0[25 3 30% 10% Uygulama
BUR2166 [Bagimlilik ve Bagimhlikla Micadele*** S 211[(0[25 3 30% 10% Uygulama
BUR2167 [Kiltir ve Sanat*** S 211([(0[25 3 30% 10% Uygulama
BUR2168 [Mesleki Yabanci Dil*** S 211([(0[25 3 30% 10% Uygulama
BUR?2169 |Yasam Boyu Spor*** S 211[0[25 3 30% 10% Uygulama
BUR2170 [Sirdurdlebilirlik Uygulamalari*** S 211([(0[25 3 30% 10% Uygulama
BUR2171 [Calisma Hayatina Girig*** S 211([(0[25 3 30% 10% Uygulama
BUR2172 [Dijital Okuryazarlik*** S 211([(0[25 3 30% 10% Uygulama
BUR2173 [Kurumsal Kaynak Planlamasi*** S 211([(0[25 3 30% 10% Uygulama
BUR2174 |Kamu ve Ozel Kesim Yapisi** S 211[(0[25 3 30% 10% Uygulama
BUR2290 |isletmede Mesleki Egitim **** Y4 51220/ 16 30 40%
2. SINIF 2. YARIYIL
. Yariyil igi Olgme Faaliyetleri (%40)
DERS KODU DERSIN ADI Kategori| T [ U [ L| K |AKTS —
Yazili Sinav| Diger Olgme Faaliyetleri*
BUR2290 |Isletmede Mesleki Egitim z 5122|0] 16| 30 40%
GENEL TOPLAM 5122|016 | 30

Balikesir Universitesi On Lisans ve Lisans Egitim-Ogretim ve Sinav Yénetmeliginin 21.Maddesinin 3. Fikrasinda belirtilen yariyil
ici 6lcme faaliyetleri: "Proje, portfolyo, 6dev, seminer, sunum, uygulama, tasarim, laboratuvar ¢alismalari, kompozisyon, rapor,
juri degerlendirmesi, s6zll, kisa sinav, eskiz sinavi vb."

** Secmeli derslerden toplam 15 AKTS'lik 5 ders segilecektir.

*** Segmeli derslerden toplam 15 AKTS’lik 5 ders segilecektir.

*

Normal déneminde (2.Sinif 2.Yariyil) kosullari yerine getiremedigi icin Isletmede Mesleki Egitim dersini alamayan égrencilerden,
kosullari yerine getirdikleri takdirde takip eden giiz yariyilinda Isletmede Mesleki Egitim dersini alabilecekler igindir.

*kkk

Z: Zorunlu T: Teori
S: Secgmeli U: Uygulama
AKTS: Avrupa Kredi Transfer Sistemi L: Laboratuvar
K: Kredi
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T.C.

BALIKESIR UNIVERSITY
HAVRAN VOCATIONAL SCHOOL

OFFICE AND SECRETARIAT SERVICES DEPARTMENT

OFFICE MANAGEMENT AND ASSISTANTSHIPS PROGRAM EXECUTIVE

2026-2027 ACADEMIC YEAR COURSE PLAN

CLASS | SEMESTER |

COURSE Mid-Term Assessment Activities (40%)
CODE COURSE NAME Gategory| T | U L) € ECTS Vritten 1 o Measurement Activities?
Examination
BUR1101 |(General Business C 31010 3 3 40%
BUR1102 |General Economics C 31010 3 3 40%
BUR1103 |(General Law C 21010 2 2 40%
BUR1104 |Computer Office Programs C 21210 3 4 20% 20% Application
BUR1105 [Occupational Health and Safety C 21010 2 2 30% 10% Quiz
BUR1106 |Commercial Mathematics C 21010 2 2 40%
BUR1107 (Keyboard Techniques C 21210 3 4 20% 20% Application
BUR1108 |Protocol and Rules of Social Conduct C 21010 2 2 40%
TOTAL 181 4 (0| 20 22
AIT1101 |Ataturk's Principles and Revolution History C 410[|0f 4 4 40%
TDI1101 |Turkish Language C 410(0 4 4 40%
GENERAL TOTALC %l 4lol 28 20
CLASS | SEMESTER Il
COURSE Mid-Term Assessment Activities (40%)
CODE COURSE NAME Category| T U L} € ECTS Wri.tten_ Other Measurement Activities’
Examination
BUR1201 |Executive Assistance C 31010 3 3 40%
BUR1202 |Professional Correspondence C 211]0]| 25 3 40%
BUR1203 |Effective Speaking and Presentation Technigues C 21 1[0] 25 3 30% 10% Application
KRY1201 |Career Planning C 1]10f0 1 2 40%
ELECTIVE COURSE 1** E 211|025 3
ELECTIVE COURSE 2** E 211(10] 25 3
ELECTIVE COURSE 3** E 211(0]| 25 3
ELECTIVE COURSE 4** E 211(10] 25 3
ELECTIVE COURSE 5** E 211(0]| 25 3
TOTAL 18| 70| 215]| 26
YDI1101 |Foreign Language (English) C 410(0 4 4
GENERAL TOTAL 221 710|255 30
CLASS | SEMESTER Il ELECTIVE COURSES
BUR1251 |General Accounting** E 2110 25 3 30% 10% Application
BUR1252 |Public Relations** E 2 10| 25 3 30% 10% Homework
BUR1253 |Management and Organization** E 211]0]| 25 3 30% 10% Homework
BUR1254 |Introduction to Data Science** E 211]0] 25 3 30% 10% Application
BUR1255 |E-Commerce** E 211]0]| 25 3 30% 10% Application
BUR1256 |Information and Communication Technology** E 2 11]0] 25 3 30% 10% Application
BUR1257 (Information Management** E 211(10] 25 3 30% 10% Application
BUR1258 |Customer Relationship Management** E 211]0]| 25 3 30% 10% Application
BUR1259 |Introduction to Statistics** E 211]0] 25 3 30% 10% Quiz
BUR1260 |Consumer Behavior** E 211]0]| 25 3 30% 10% Application
BUR1261 [Communication** E 211(10] 25 3 30% 10% Homework
BUR1262 |Healthy Living** E 211]0]| 25 3 30% 10% Application
BUR1263 [Sign Language** E 211(10] 25 3 30% 10% Application
BUR1264 |Crisis and Stress Management** E 211]0]| 25 3 30% 10% Application
BUR1265 [Legal Office Management and Secretarial Services** E 211(0]| 25 3 30% 10% Application
BUR1266 |Social Media Management** E 211]0]| 25 3 30% 10% Application
BUR1267 |Nature and Environmental Protection** E 211]0] 25 3 30% 10% Application
BUR1268 [Technology Use** E 211(0]| 25 3 30% 10% Application
BUR1269 (Media Literacy** E 211(0] 25 3 30% 10% Application
BUR1270 [Community Service Practices** E 211(0]| 25 3 30% 10% Application
BUR1271 |Leadership and Team Management** E 211]0] 25 3 30% 10% Application
BUR1272 |Organizational Psychology** E 211(0]| 25 3 30% 10% Application
BUR1273 [Team Sports** E 211(0] 25 3 30% 10% Application
BUR1274 |Zero Waste and Environmental Protection** E 21]0f 25 3 30% 10% Application

CLASS Il SEMESTER |




Mid-Term Assessment Activities (40%)

COURSE
CODE COURSE NAME Category| T UL} € JECTS Wri.tten_ Other Measurement Activities?
Examination
BUR2101 |Office Management C 211]0]| 25 4 40%
BUR2102 |Contemporary Approaches to Filing and Archiving C 211]0]| 25 3 40%
BUR2103 |Human Resources Management C 2110 25 4 30% 10% Presentation
BUR2104 |Entrepreneurship and Innovation C 211]0]| 25 4 40%
ELECTIVE COURSE 1*** E 2110 25 3
ELECTIVE COURSE 2*** E 211|025 3
ELECTIVE COURSE 3*** E 2110 25 3
ELECTIVE COURSE 4*** E 211|025 3
ELECTIVE COURSE 5*** E 2110 25 3
GENERAL TOTAL 181 9 (0] 225 30
CLASS Il SEMESTER | ELECTIVE COURSES
BUR?2151 [Organizational Behavior*** E 211|0] 25 3 30% 10% Homework
BUR2152 [Meeting Management*** E 211]10] 25 3 30% 10% Homework
BUR2153 [Computer Accounting Software*** E 211(0] 25 3 30% 10% Application
BUR2154 [Professional Ethics*** E 211(0] 25 3 30% 10% Application
BUR2155 [Quality Management Systems*** E 211]0] 25 3 30% 10% Application
BUR2156 [Labour and Social Security Law*** E 211(0] 25 3 30% 10% Application
BUR2157 |Atrtificial Intelligence Applications*** E 211]10] 25 3 30% 10% Application
BUR2158 [Financial Literacy*** E 211(0] 25 3 30% 10% Application
BUR2159 [Office Management in Healthcare Organizations*** E 211(0]| 25 3 30% 10% Application
BUR2160 |Volunteer Studies*** E 211(0] 25 3 30% 10% Application
BUR2161 | Teamwork*** E 211(0] 25 3 30% 10% Application
BUR2162 |Sustainability and Climate Change*** E 211]0] 25 3 30% 10% Application
BUR2163 [Sectoral Applications*** E 211(0] 25 3 30% 10% Application
BUR2164 |First Aid*** E 211]0] 25 3 30% 10% Application
BUR2165 [Research Methods and Technigues*** E 211(0] 25 3 30% 10% Application
BUR2166 [Addiction and Addiction Prevention*** E 211[0] 25 3 30% 10% Application
BUR2167 [Culture and Arts*** E 211[0] 25 3 30% 10% Application
BUR2168 [Occupational Foreign Language*** E 211[0] 25 3 30% 10% Application
BUR2169 |Lifelong Sports*** E 211[0] 25 3 30% 10% Application
BUR2170 |Sustainability Practices*** E 211(0] 25 3 30% 10% Application
BUR2171 [Introduction to Working Life*** E 211[0] 25 3 30% 10% Application
BUR2172 [Digital Literacy*** E 211[0] 25 3 30% 10% Application
BUR2173 |Structure of the Public and Private Sectors*** E 211(0] 25 3 30% 10% Application
BUR2290 |Vocational Training in Business**** C 5 ([22[0] 16 30 40%
CLASS Il SEMESTERIII
COURSE Mid-Term Assessment Activities (40%)
CODE COURSE NAWE Catesory| T UL € |ECTS er.tten- Other Measurement Activities’
Examination
BUR2290 (Vocational Training in Business C 51(22|0| 16 30 40%
GENERAL TOTAL 5[22] 0 16 30

The in-semester assessment activities specified in Article 21, Paragraph 3 of the Balikesir University Associate Degree and Undergraduate
* Education, Teaching and Examination Regulations are: "Project, portfolio, assignment, seminar, presentation, application, design,
laboratory work, composition, report, jury evaluation, oral exam, short quiz, sketch exam, etc."

** A total of 5 elective courses worth 15 ECTS credits will be selected.
*** A total of 5 elective courses worth 15 ECTS credits will be selected.
This is for students who were unable to take the Vocational Training in the Workplace course during the regular semester (2nd semester of
**** the 2nd year) because they did not meet the requirements, but who will be able to take the Vocational Training in the Workplace course in
the following fall semester if they meet the requirements.



