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Program’s aim To educate students as executive assistants that are equipped with 

enough vocational knowledge and able to use all sorts of Office 

equipments for public and private sector. 

Program’s goal *to have a sufficient speaking ability in Turkish 

*having the ability of preparing all sorts of business writing 

*having a good level of English 

*having the ability of making meeting organizations in offices 

*having the ability of organizing the domestic and foreign travels of the 

managers at business enterprises 

*having the ability of using word and Excel programmes and making 

presentations at power point. 

*having the ability of gathering , analizing and presenting the information. 

*to know and apply the filing techniques well 

*having the ability of making teamwork. 

*having the ability of using initiative within the sphere of competence  

*having the basic accounting knowledge that are used in offices. 

*having the certificate and knowledge in vocational commercial area in 

offices. 

*making good communication with the external and internal target 

audience of the business enterprise. 

*having the ability of using all sorts of Office equipment. 

*having knowledge and ability of ergonomi in offices. 

*to get students to accept total quality philosophy as  

*to make daily commercial calculations in their professionel area. 

LEARNING 

OUTCOMES  

KNOWLEDGE: 

Theoretical, Factual 

- After general or vocational secondary school educations students will 

have upper level classes and the lectures will be supported with the 

equipment. Students will comprehend the fundamental concepts of the 

area and they will have the necessary ability and knowledge. 

 

SKILLS: 

Cognitive, Practical 

- To be able to define, collect and use the necessary input datas for solving 

the problems in Office management and executive assistant position,. to 

have the ability of using theorical knowledge ,manual and/or intellectual 

skills. 

- Students learn the innovations and show the ability of using them in 

Office management and executive assistance 

 

COMPETENCIES: 

Ability to work independently and take responsibility 

- Students can identify and solve the unforeseen problems in their 

area.(Office management…..) 



Learning Competence 

- Students have adequate level of vocational English. 

- Students are conscious about Turkish war of independence and 

Kemalism. 

Communication and Social Competence 

- Students have knowledge and consciousness in their fields about job 

security, environmental protection 

- Students can objectively control and evaluate the performance of the staff 

working under his/her responsibility 

- To be able to do teamwork and to Express his/her ideas in Office 

management and executive assistace to his/her colleaques,exponents and 

customers 

Field-based Competence 

- Students have knowledge and consciousness about social 

responsibilities, moral values, social security rights related with their area 

- Students can use computer and they can use necessary software and 

hardware related with their area. 

Educational 
Methods 

Teaching and learning methods and strategies are chosen to improve the 

student’s skills such as self learning, life-long learning, observation, teaching 

others, presentation, critical thinking, teamworking and IT. 

Also, to achieve a better learning with students having different learning styles, 

the program is supported by convenient methodologies given below*: 

Teaching and Learning 

Methods 
Major Learning Activities Tools 

Lecture Listening and interpretation 

Classware, multimedia, 

data projector, computer, 

overhead projector 

Lecture with Discussion 

Listening and interpretation, 

Observation/manipulation situations, 

critical thinking, question posing 

Classware, multimedia, 

data projector, computer, 

overhead projector 

Tutorial / Structured 

Exercise 
Specific predetermined skill   

Role Play Specific predetermined skill 
Classware, specific 

hardware 

Problem Solving Specific predetermined skill   

Case Study Specific predetermined skill   

Brainstorming 

Observation/manipulation situations, 

critical thinking, question posing, 

creative teamwork 

  

Small Group Discussion 

Listening and interpretation, 

Observation/manipulation situations, 

critical thinking, question posing 

Classware, Multimedia, 

data projector, computer, 

overhead projector 

Demonstration Observation/manipulation situations 

Tools that allow 

observation 

followed by virtual 

application 

Simulation 
Observation/manipulation situations, 

IT Skills 

Tools that allow 

observation 

followed by virtual 

application 

Seminars 

Research skills, writing, reading, IT 

Skills, Listening and interpretation, 

Observation/manipulation situations, 

organizational skills 

Classware, multimedia, 

data projector, computer, 

overhead projector, 

specific hardware 

Group work 
Research skills, writing, reading, IT 

Skills, critical thinking, question 

Web directories, 

database, e-mail, online 



posing, organizational skills, teamwork discussion, 

web-based discussion 

forums 

Fieldwork 
Observation/manipulation situations, 

Research skills, writing, reading 
  

Laboratory 

Observation/manipulation situations, 

IT Skills, organizational skills, 

teamwork 

Specific hardware 

Homework 
Research skills, writing, reading, IT 

Skills 

Web directories, 

database, e-mail 

Recitation 

Research skills, manipulation 

situations, question posing, 

interpretation, presentation 

  

Worksheets/Surveys Research skills, writing, reading   

Panel of Experts 
Listening and interpretation, 

Observation/manipulation situations 

Classware, multimedia, 

data projector, computer, 

overhead projector, 

specific hardware 

Guest Speaker 
Listening and interpretation, 

Observation/manipulation situations 

Classware, multimedia, 

data projector, computer, 

overhead projector, 

specific hardware 

Student Club Activities / 

Projects 

Observation/manipulation situations, 

critical thinking, question posing, 

creative team work, Research skills, 

organizational skills, writing, reading, 

specific predetermined skill 

  

 

Given Degree Student graduates from the program by completing AKTS/ ECTS 
credits and gains the title “technician” by graduating from associate 
degree. 

 
 

Acceptance 
Conditions 

The student who wants to enroll the program has to complete the 
processes and succeed in the exams decided by OSYM in the 
frame of university’s academic and legal regulations. A student who 
started an equal program in the country or abroad can apply for 
lateral transfer. Every students conditions and the number he 
applied is examined and privately evaluated before the acceptance 
of the students. More detailed information about entrance to 
university is available in Institution Catalogue. 

Entering Higher 
Grade  

 

Student does lateral or vertical transfer according to YOK’s related 
regulation. 

 
Graduation 
Conditions 

2 years (internship period is included) 

(Total educational duration of the program is 3000-3600 hours. This 
duration includes the total learning duration of modules in the 
courses. ) 

Testing Methods  

Testing and Evaluation of Program is defined by midterm, 
application, assignment and finals  

 


