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GENEL TANIM / GENERAL DESCRIPTION

Ders Adi / Course Name

Front Office Management and Automation Systems / Front Office Management and Automation Systems

Ders Kodu / Course Code

OTOI154

Ders Tirii / Course Type

Ders Seviyesi / Course Level

Associate / Associate

Ders Akts Kredi / ECTS 5.00
Haftalik Ders Saati (Kuramsal) / 2.00
Course Hours For Week

(Theoretical)

Haftalik Uygulama Saati / Course 1.00
Hours For Week (Objected)

Haftalik Laboratuar Saati / Course 0.00

Hours For Week (Laboratory)

Dersin Verildigi Yl / Year

1

Ogretim Sistemi / Teaching System

Evening Class / Evening Class

Egitim Dili / Education Language

Turkish / Turkish

On Kosulu Olan Ders(ler) /
Precondition Courses

On kosulu olan ders yoktur.

There is no prerequisite course.

Amaci / Purpose

Onbiiro departmanina iliskin kavramsal bilgileri ve dnbiiro departmaninda kullanilan opera
programi bilgilerini icermektedir.

It contains conceptual information about the front office department and the opera
program information used in the front office department.

igerigi / Content

Odalar béliimii ve siniflandirimasi, Onbiiro bélimii ve siniflandinimasi, énbiiro
departmaninda yer alan pozisyonlar ve gorevleri, dnburo departmaninda gergeklestirilen
islemler opera programinda rezervasyon, check-in ve check-out igslemleri, kasa islemleri,
oda islemleri konulari bu dersin ana konularini olugturmaktadir.

The main topics of this course are the division and classification of rooms, the front
office department and its classification, the positions and duties in the front office
department, the operations performed in the front office department, the reservation,
check-in and check-out operations in the opera program, the cash register operations,
room operations.

Onerilen Diger Hususlar /
Recommended Other
Considerations

Yok

none

Staj Durumu / Internship Status

Staj (30 Is glinii)/Bitirme Projesi

Internship (30 working days) / Graduation Project

Kitabi / Malzemesi / Onerilen
Kaynaklar / Books / Materials /
Recommended Reading

Onbiiro Yénetimi ve Onbiiro Otomasyon Sistemleri / Burhanettin Zengin

Onbiiro Yénetimi ve Onbiiro Otomasyon Sistemleri / Burhanettin Zengin

Ogretim Uyesi (Uyeleri) / Faculty
Member (Members)

Ogr. Gér. Himeyra DEMIR




OGRENME GIKTILARI / LEARNING OUTCOMES

Onbiiro yénetimi ve boliimleri hakkinda bilgi sahibi olur.

Gains knowledge of front office management and departments.

Onbiiro departmaninin diger departmanlar ile gergeklestirdigi islemler hakkinda bilgi sahibi olur.

Gains knowledge of the transactions of the front office department with other departments.

Onbiiro departmaninda misafir iligkileri yonetimi siireci hakkinda bilgi sahibi olur.

Gains knowledge of guest relations management process in the front office department.

Onbiiro departmaninda kullanilan fidelio opera programina hakim olur.

Master the fidelio opera program used in the front office department.

Onbiiroda kullanilan fidelio opera programinda gergeklestirilen tim islemleri gergeklestirebilir.

It can perform all operations performed in the fidelio opera program used in the front office.

HAFTALIK DERS iGERIGi / DETAILED COURSE OUTLINE

217




Hafta / Week

. . Ogretim Yont - I
Teorik Dersler / Theoretical Uygulama Lab Tglz(neill(rlgri/(?rr;a?gi\r/]z Methods On Hazirlik / Preliminary
Techniques
1 Otel yénetim semasi ve On biiro departmani yeri, nemi, yénetim ok
semasi Y
Hotel management scheme and Front office department location, none
importance, management scheme
. . gretim Yont .. _—
Teorik Dersler / Theoretical Uygulama Lab '(I:')gl:ﬁi;(?;ri/(?l'r;:cmi\rgz Methods On Hazirlik / Preliminary
Techniques
2 On biiro departmaninin gérevleri ve On biiro departmaninda uyulmasi ok
gereken kurallar y
The duties of the front office department and the rules to be followed
. . none
in the front office department
Teorik Dersler / Theoretical Uygulama Lab ?g;ﬁiﬁ:ﬁgtsgig Methods On Hazirlik / Preliminary
Techniques
3 On biiro personelinin genel nitelikleri yok
General qualifications of the front desk staff none
. . Ogretim Yont - _
Teorik Dersler / Theoretical Uygulama Lab Tgl:ﬁill(rlgri/?rgsgig Methods On Hazirlik / Preliminary
Techniques
4 On biiroda gergeklestirilen islemler yok
Operations carried out at the front office none
. . Ogretim Yontem ve = _
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Technigues
5 On biironun diger departmanlarla iligkileri yok
Relations of the front office with other departments none
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Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
6 Misafir iligkileri Yénetimi yok
Guest Relations Management none
. . Ogretim Yontem ve = .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Technigues
7 Gelir Yonetimi YOK
Revenue Management NONE
. . Ogretim Yoéntem ve . o
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
8 ViZE TEST
MIDTERM
Teorik Dersler / Theoretical Uygulama Lab ?g{ﬁh‘:};:{ﬁgggﬂ\r/‘z Methods On Hazirlik / Preliminary
Technigues
9 Sistemle ilgili Bilgileri VAR
System Information AVAILABLE
. . Ogretim Yoéntem ve x .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
10 Sisteme Giris-Cikis ve Degistirme MEVCUT
System Entry-Exit and Change AVAILABLE
Teorik Dersler / Theoretical Uygulama Lab '?eglzﬁgll(T;rT/?rr:aeg;i\;\Z Methods On Hazirlik / Preliminary
Techniques
11 |On Biro islemleri ve Odalar islemleri mevcut
Front Office Operations and Rooms Operations available
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Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
12 |On Kasa islemleri ve Kat Hizmetleri Yénetimi islemler mevcut
Front Cash Operations and Housekeeping Management Operations |available
gretim YO .
Teorik Dersler / Theoretical Uygulama Lab '?glzﬁgll(rlnerils)l'gt:é?]i\rgz Methods On Hazirlik / Preliminary
Technigues
13 Arka Biiro islemleri ve Raporlama islemleri Raporlama islemleri mevcut
Back Office Transactions and Reporting Transactions Reporting
’ available
Transactions
. . Ogretim Yont - .
Teorik Dersler / Theoretical Uygulama Lab Tgl:ﬁill(l?;ri/s)rgsgiﬁz Methods On Hazirlik / Preliminary
Techniques
14 dénem sonu tekrari
term end repetition
gretim YO .
Teorik Dersler / Theoretical Uygulama Lab 'Cl')glzﬁmqeri/(')l'gt:cr:?\i\r,lz Methods On Hazirlik / Preliminary
Technigues
15 FINAL SINAVI TEST
FINAL EXAM TEST
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DEGERLENDIRME / EVALUATION

. Savi/ Katki Yuzdesi /
Yanyil (Yil) Ii Etkinlikleri / Term (or Year) Learning Activities Nun}llber Percentage of
Contribution (%)
Ara Sinav / Midterm Examination 1 100
Toplam / Total: 1 100
Basar Notuna Katki Yiizdesi / Contribution to Success Grade(%): 40
Savi/ Katki Yuzdesi /
Yanyil (Yil) Sonu Etkinlikleri / End Of Term (or Year) Learning Activities Nurr¥ber Percentage of
Contribution (%)
Final Sinavi / Final Examination 1 100
Toplam / Total: 1 100
Basari Notuna Katki Yiizdesi / Contribution to Success Grade(%): 60
Etkinliklerinin Basar Notuna Katki Yiizdesi(%) Toplami / Total Percentage of Contribution (%) to Success Grade: 100
Degerlendirme Tipi / Evaluation Type:
iS YUKU / WORKLOADS
Siiresi | Toplam Is Yiikii
. Sayi/ (Saat) / (Saat) / Total
SR Er e e Number | Duration Work Load
(Hours) (Hour)
Final Sinavi igiin Bireysel Calisma / Individual Study for Final Examination 1 35.00 35.00
Okuma / Reading 1 45.00 45.00
Performans / Performance 1 13.00 13.00
Ara Sinav / Midterm Examination 1 1.00 1.00
Ara Sinav igin Bireysel Calisma / Individual Study for Mid term Examination 1 30.00 30.00
Final Sinavi / Final Examination 1 1.00 1.00
Toplam / Total: 6 125.00 125.00

Dersin AKTS Kredisi = Toplam Is Yiikii (Saat) / 25.00 (Saat/AKTS) = 125.00/25.00 = 5.00 ~ 5.00 / Course ECTS Credit = Total Workload (Hour) / 25.00 (Hour / ECTS) = 125.00 / 25.00 = 5.00 ~ 5.00
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PROGRAM VE OGRENME CIKTISI / PROGRAM LEARNING OUTCOMES

Ogrenme Ciktilari / Program Ciktilar / Program Outcomes
Hzailifg QUERES 111 (112113 [1.14 [ 115 [ 116 | 1.1.7 [1.1.8 | 1.1.9 [1.1.10[1.1.11[1.1.12[1.1.13|1.1.14

1.0nbiiro yénetimi ve bélimleri
hakkinda bilgi sahibi olur. /

Gains knowledge of front office
management and departments.

2.0nbiiro departmaninin diger
departmanlar ile
gerceklestirdigi islemler
hakkinda bilgi sahibi olur. /
Gains knowledge of the
transactions of the front office
department with other
departments.

3.Onbiiro departmaninda
misafir iligkileri yonetimi sureci
hakkinda bilgi sahibi olur. /
Gains knowledge of guest
relations management process
in the front office department.

4.Onbiiro departmaninda
kullanilan fidelio opera
programina hakim olur. /
Master the fidelio opera
program used in the front office
department.

5.0nbiiroda kullanilan fidelio
opera programinda
gerceklestirilen tum iglemleri
gerceklestirebilir. / It can
perform all operations
performed in the fidelio opera
program used in the front
office.

Katki Duzeyi / Contribution Level : 1-Cok Duiislik / Very low, 2-Duisiik / Low, 3-Orta / Moderate, 4-Yuksek / High, 5-Cok Yuksek / Very high
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