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91101 Turkish Language - I-                                                                                                                     ECTS 2
Language features and place in our social life, the historical periods of Turkish, phonetics, vocabulary and meaning and tasks, punctuation marks; Presentation, poem, essay, composition, story, newspaper and magazine studies and applications.

91103 Ataturk's Principles and History  I. Inkilap                                                                              ECTS 2
General concepts, prepare the Turkish Revolution, then the internal and external reasons, large states on the ambitions of the Ottoman Empire, XIX. Century Ottoman Empire and innovation actions, constitutional period, The current ideas for the recovery of the Ottoman Empire before World War developments, the causes of World War I, the Ottoman Empire's entry into the war, facades, Canakkale facade project to share the Ottoman Empire, I. The end of World War I, Armistice Truce, Mustafa Kemal to Samsun, Kongrel to the organization through r Forces National, Misak-i National and the opening of Parliament.

91125 Languages ​​-I-                                                                                                                                  ECTS 2
This course talking head LI language skills are taken into account ma, listening, one focus of the d r cover language skills, including reading and writing. Book in the design of the course in this direction. According to these principles in thestudents grow large 

131 1 3 Commercial Mathematics                                                                                                         ECTS 4
Ratio, proportion, percentage calculations and proportional division, profit accounts, corporate accounts and average price. The composition and the alloy mixture. Interest, discount, equations, a common term average maturity.

13115 Economics                                                                                                                                     ECTS 2
Basic Concepts of Economics, the main problems of each economy, Demand and Supply Concepts, Consumer and Producer Theory, Short and Long-Term Production Models, Market Types of Economy, Income Distribution Policy.

13125 Basic Law                                                                                                                                       ECTS 2
The concept of law, legal theory, legal systems, private and public law uk distinction of degree, custom and descriptions of the sub-branch of public law, sanctions and types of law, sources of positive law, the concept of acquisition and protection of rights, the operation of the responsibilities and obligations under the law.

13119 Business -I-                                                                                                                                      ECTS 3
Human needs and human - society- economy - The relations of production, the definition of business concepts, basic concepts, business, science d receive and related disciplines with interest and the objectives of the business, the business environment, relationships and responsibilities, business types, investment activities, management of integration and cooperation, business types in terms of legal form of the business organization studies, business organization location selection, company size, capacity, types of business functions.

13127 Communication                                                                                                                                ECTS 3
The definition of the concept of communication, communication process, ways and forms of communication to communicate, communication barriers and ways to overcome.

13123 Executive Assistant                                                                                                                         ECTS 5
Secretary of the meaning and scope of the profession, secretarial world and T he ​​historical development of the profession, secretarial type, duties and responsibilities, the personal characteristics of the secretary, the historical development of theyear administrative assistance, the importance of administrative assistants, the characteristics of administrative assistant, differ from other employees of administrative assistant, the difference in communication assistant manager, assistant manager of the responsibility for making arrangements to help the managerial activities.

13129 Entrepreneurship       Elective                                                                                                      ECTS 2
By changing the theoretical and practical work on developing and growing importance of entrepreneurship in the world, to place a sense of entrepreneurship among students.

13131 Occupational Health and Safety       Elective                                                                                                         ECTS 2
The basic principles of first aid, basic life support, first aid injuries, fractures, dislocations and sprains first aid and other emergency situations to gain competencies related to first aid and transportation.

13133 Computer I            Elective                                                                                                          ECTS 2
Electronic presentation program to recognize and use. Electronic presentation design can recognize and electronic presentation tools, to make the presentation display, image, electronic presentations, add text and effects to use. Preparation of electronic presentation in accordance with my purpose
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91102TurkishLanguage –II                                                                                                              ECTS 2 
Phrases, words, true, side and metaphoric meanings, Proven track record, doublings, terms, language mistakes, Turkish sentence structure, sentence components, sentence analysis, novels, articles, essays and types of writing, such as poetry, presentations, reports and minutes of samples, petitions, business letter and Curriculum Vitae (CV) writing, expressions methods such as discussions and debates.                                                                                               
 9110Atatürk. Revolutions History and -II-                                                                         ECTS 2   
Major months clan studies, Sevres Treaty, the National Resistance and the importance of the Armenian issue, the wartime National Struggle, Mudanya cease-fire, the Lausanne treaty of peace, political, social, education, the reforms in the field of law, multi-party life pass attempts,  Menemen event, Atatürk era foreign policy of Turkey and Ataturk's Principles                                                                                                                  
  91126ForeignLanguage-II                                                                                                                       ECTS 2 
This course is taken as a basis the principal language skillsto talk to me, listen to, the focus is more on the four language skills, including reading and writing. The design of the textbook in this direction. Chest t care students to grow large within the framework of these principles
13108organizationalBehaviour                                                                                                                ECTS 2 
The concept of behavior, relationships in organizations, social institutions, culture and behavior issues such as organizational culture and human behavior in organizations and constitute the content of the course.                                                                  
13116Economy-II-                                                                                                                                     ECTS 2
Market equilibrium nationalincome, have annual revenue of determining factors, money, inflation, employment and labor unemployment, foreign trade theory, trade policy, foreign exchange market, balance of payments, balance of payments accounts, economic growth and development, measurement of economic growth, development models.                                               
       13118Information Management                                                                                                        ECTS 2 
Professional publications, identify broadcast, monitoring, decision-making, written and unwritten rules, memorandum (declaration), to provide information, environmental analysis, environmental analysis techniques, environmental variables, classification, vision and mission, organizational and functional   information systems          
                                                                     
13120Business-II-                                                                                                                                     ECTS 2  
I. corporate benefits income, profit the performance of the enterprise, productivity, management functions, organization, supply function, raw material production function, marketing function, finance function, accounting function, public relations function, research and development function.      
   13122 filing and archiving techniques                                                                                                   ECTS 2
In this course, the definition of document types, document flow systems,   document storage, filing and more   long-term storage i.e.   This course is described archiving.                                                                                              
13124 Meeting Management                                                                                                            ECTS 2 
The definition and history of management, meeting the definition and scope of government, meeting to set the agenda, prepared in accordance with the agenda to participate in meetings and keep minutes of the meetings, interdepartmental meetings to organize, t prepare successful agenda in oplantı, meetings   To prepare the physical environment, meeting types                                                                                                                                                     
13126 protocols and rules of social behavior                                                                                           ECTS 2
 The history of the protocol, greeting and etiquette and protocol-related meeting, guidelines on addressing formats, talking and writing etiquette and protocol rules, etiquette must be observed at the office and protocol rules, etiquette and protocol to be followed at meetings, etiquette and protocol to be followed in food
13130​​CustomerRelationship Management                                                                                              ECTS 2
In this course, students will gain the competence to manage their customer relationships. Customers recognize,   To increase customer satisfaction.
13132LaborandSocial Security Law                                                                                                          ECTS 2
This course legal rights associated with the student's work life and social security and aims to understand the responsibility.
13 134 Computer II Elective                                                                                                                     ECTS 2
To make communication over the Internet, to make publicity on the internet, using the design program, to open the e mail account to use the front page program, on-line communications programs, web page design and publishing on the Internet
95 104 Industry-Based Training                                                                                                                ECTS 8
They won in the learning time of students in Vocational School, theoretical knowledge and experience, development in various sectors, their responsibilities they will be working businesses, relations, organization of transferring applications with enterprise information 30 working days of training is expected to gain professional skills and behavior.
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13245 Office management                                                                                                                           ECTS 4
Administration and office management concepts, management of office functions,   office automation systems, ergonomic design of office (offices, office employees physiological employees of the working environment for efficiency and effectiveness, taking into account the psychological and mental health and its importance), office types, in the office environment   Contact

13251 Accounting                                                                                                                                       ECTS 5 
Definition of accounting, basic features and concepts of accounting books and documents used in accounting, accounts used for accounting and operations, balance sheet and income statement, the balance regulation.

13253   ComputerizedOffice Programs                                                                                                     ECTS 5
To create a text file on the computer, create presentations, statements by mathematical and logical operations, create files and documents, make database operations

13247 Keyboard Techniques                                                                                                                      ECTS 5
With the precondition that get basic information about the computer in order to use the computer keyboard quickly, after teaching to opening a document and basic editing of keyboard keys function, stroke shapes and then teach them to use keys to use the keyboard by doing speed work quickly and to be able to write as accurately as possible.    
13249 Public Relations                                                                                                   ECTS 3
With this course students will gain competencies to public relations activities. General purposes. Duties and responsibilities. Posts in public relations, public and media relations, sponsorship.

13255Industry Applications I                                                                                       ECTS 2
Students of this course, the Media Bureau, bureau and executive assistant to assist in the process will gain competencies.

13 257 Vocational Foreign Language                                                                                                    ECTS 2  
The students in this course; It intended to gain knowledge about how to do professional practices in foreign language and skills development

13 259 Marketing Principles                                                                                                                    ECTS 2  
The student analyzes the company's current marketing concept, marketing concept be determined, to be able to analyze the marketing environment according to industry and target markets in which it operates, the company's ability to identify variables that can not control its ability to evaluate market segments, be able to contribute to the detection of the target market of the appropriate section of the product to be differentiated and positioning, contribute to be able aims.
 
13261 Banking and Foreign Exchange                                                                                                    ECTS 2  
Promoting the Bank and the banking system, a description of the operation of the bank, introduce foreign currency transactions made ​​in foreign currencies description, explain the process of foreign currency on the bench.
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13248 Business Correspondence                                                                                                                ECTS 5
The kind of correspondence in the public and private sectors and is a lesson that describe how it is made. They are used outside and are considering how other correspondence into two classes, and examples are given. These general descriptions of the subjects before and pay attention to the language when writing and spelling rules are also addressed.                                                                                                                                                  
  13250 PublicandPrivateSector Structure                                                                                               ECTS 4
Turkey's administrative structure, legislative, executive, judicial, constitutional, public administration, central and provincial organizations, effective management of public and private sector, economic importance and impact of economic policies     
 
13 252 Effective Speech                                                                                                                              ECTS 2
Effective methods and beautiful speech, the issues to be considered when speaking effective and beautiful,   While speaking effective and beautiful use of visual material, developing the ability to talk across communities.
13 254 Computerized Accounting Software                                                                                            ECTS 5 
Basic Concepts and Accounting System. Balance Sheet and   Income Statement Using Packet Programme. 
13256 The use of technology                                                                                                                      ECTS 3
The establishment of the technological tools used in offices, use and   other office machines, including computers being shown and taught by applying primarily to maintain.                                                                                             
 13258IndustryApplications                                                                                                                        ECTS 2
Provide information on professional ethics and practice, secretarial and manager   assistance to help functioning, use technological devices, computer desk   use the program to make computerized accounting records, public-private   help to cut relations   and to organize meetings.   In addition to these professional foreign    use of language.

13260QualityManagement Systems                                                                                                          ECTS 3
This course aims to enable the application to the competency of the quality management system.
 
13262Commercial Law                                                                                                                               ECTS 2
Merchant attributes to examine the provisions of the commercial judiciary and unfair competition, commercial books of the partnership process and examine the precious documents, company law
 
13 264 Work Psychology                                                                                                                       ECTS 2
    Scope of Work Psychology and Development, motivational behavior and work motivation, work satisfaction and dissatisfaction, Job Stress and Job Burnout and Work, Business monotony and alienation, ergonomic study, Effects of Fatigue and Work Accidents.                  
                                                                                           
13266 Electronic Commerce                                                                                                                    ECTS 2
This course is intended to make buying and selling process with the student's Internet environment
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