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GENEL TANIM / GENERAL DESCRIPTION

Ders Adi / Course Name

Front Office Management / Front Office Management

Ders Kodu / Course Code

OTOI155

Ders Tirii / Course Type

Ders Seviyesi / Course Level

Associate / Associate

Ders Akts Kredi / ECTS 6.00
Haftalik Ders Saati (Kuramsal) / 2.00
Course Hours For Week

(Theoretical)

Haftalik Uygulama Saati / Course 0.00
Hours For Week (Objected)

Haftalik Laboratuar Saati / Course 0.00

Hours For Week (Laboratory)

Dersin Verildigi Yl / Year

1

Ogretim Sistemi / Teaching System

Daytime Class / Daytime Class

Egitim Dili / Education Language

On Kosulu Olan Ders(ler) /
Precondition Courses

On Kosul Yoktur

No Prerequisites

Amaci / Purpose

Ders kapsaminda temel olarak énburo hizmetlerinin yiritilmesine rehberlik etme ile ilgili
yeterliklerinin kazandirnimasi amaglanmaktadir. Bunun yaninda, égrencileri énbiironun
isleyisi konusunda bilgilendirmek, kullanilan uluslararasi terimleri, rapor ve formlan
o6gretmek amaglanmaktadir. Diger yandan haftalik olarak 6grencilerin otel isletmelerinde
onburo organizasyon yapisi ve igslemlerine iligkin teorik bilgi edinmelerinin yaninda;
mesleki yasamlarinda bu bilgileri nasil kullanmalari gerektigi, olasi sorunlar ve ¢6ziim
onerilerine yonelik tecrlibelerin aktarilmasi ve ¢ikarimlar yapmalari hedeflenmektedir. Tim
konular glinimuz ve gelecekteki dnbiro sureclerinde 6grencilerin hazir olabilmeleri,
guncel gelismeleri yakindan takip edebilmelerine yonelik bakis agisiyla bilgilerin sunulmasi
amacina sahiptir.

Within the scope of the course, it is aimed to gain the competencies related to guiding
the execution of front office services. In addition, it is aimed to inform students about
the functioning of the front office and to teach the international terms, reports and
forms used. On the other hand, besides obtaining theoretical knowledge about the
front office organizational structure and operations in hotel businesses weekly; how
they should use this information in their professional life, transferring their experiences
about possible problems and solution suggestions and making inferences are aimed.
All subjects have the aim of presenting information with a view to be ready for students
in today's and future front office processes and to follow current developments closely.

igerigi / Content

Onbiironun otel isletmeleri igerisindeki konumu, 6nemi, isleyis sekli, operasyonel
faaliyetler, is streglerinde dogru alinmasi gereken aksiyonlar ve diger departmanlar ile
iliskisinin sektéru yansitacak diizeyde aktariimasi igerigi olusturan 6nemli konulardir.
Bununla birlikte konaklama isletmelerinin stattilerine gére olusan énburo departmani
organizasyon semasi, ¢alisanlarin gérevleri, 6zellikleri ile diger ¢alisanlarla fonksiyonel
iliskiler, dnburoda kullanilan yabanci terimler, 6nburonun alt bélimleri, kullanilan belgelerin
icerik ve iglevleridersin amacina ulagsmak igin aktarilacak igerikleri olusturmaktadir.

The position of the front office within the hotel establishments, its importance, the way
it operates, operational activities, the correct actions to be taken in business
processes, and the transfer of its relationship with other departments to reflect the
sector are important issues that make up the content. In addition, the organization
chart of the front office department, which is formed according to the status of the
accommodation establishments, the duties of the employees, their characteristics and
functional relations with other employees, the foreign terms used in the front office, the
sub-sections of the front office, the content and functions of the documents used
constitute the contents to be transferred to achieve the purpose of the course.

Onerilen Diger Hususlar /
Recommended Other
Considerations




Staj Durumu / Internship Status

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

Onbiiro Hizmetleri (2016) Gékhan Colak, Ekin Basim Yayin.

Onbiiro Hizmetleri (2016) Gékhan Golak, Ekin Basim Yayin.

Ogretim Uyesi (Uyeleri) / Faculty
Member (Members)

Ogr. Gér. Gékhan Demiray

Lecturer Gokhan Demiray

OGRENME GIKTILARI / LEARNING OUTCOMES

1 Onbiiro departmaninin otelcilik sektériindeki yerinin kavramsal olarak égrenilmesi. Conceptual learning of the front office department's place in the hotel industry.

2 Onbiiro organizasyon yapisinin kavranmasi. Understanding the front office organizational structure.

3 Calisanlarin gérev tanimlarinin 6grenilmesi Learning the job descriptions of the employees.

4 Onbiironun diger departmanlar ile iliskilerinin kavranmasi. Understanding the front office's relations with other departments.

5 Onbiiroda gergeklesen is siireglerinin 6grenilmesi. Learning the business processes in the front office.

6 Onbiiroda misafirlere karsi sorumluluklar 6grenmek. To learn responsibilities towards guests at the front office.

7 Uluslararasi otelcilik kurallarina uygun énbdro disiplin bilinci kazandirmak. To gain awareness of front office discipline following international hotel management rules.

HAFTALIK DERS iGCERIGi / DETAILED COURSE OUTLINE
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Hafta / Week

Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
1 Otelcilik sektériinde énburonun yeri.
The location of the front office in the hospitality industry.
. . gretim Yont .. _—
Teorik Dersler / Theoretical Uygulama Lab '(I:')gl:ﬁi;(?;ri/(?l'r;:cmi\rgz Methods On Hazirlik / Preliminary
Techniques
2 Otel organizasyonunda 6nbiironun konumu, gérevi, nemi.
The position, duty and importance of the front office in the hotel
organization.
. . Ogretim Yontem ve - -
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
3 Onbiiroda kullanilan uluslararasi terimler
International terms used in the front office.
. . Ogretim Yont - L
Teorik Dersler / Theoretical Uygulama Lab Tgl:ﬁill(rlgri/?rgsgig Methods On Hazirlik / Preliminary
Techniques
4 Onbiiroda kullanilan raporlarin okunmasi, incelenmesi ve énemli
noktalar.
Reading and reviewing the reports used in the front office and
important points.
. . Ogretim Yontem ve = _
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Technigues
5 Onbiiroda kullanilan formlarin ve diger belgelerin kullanim sekilleri

Use of forms and other documents used in the front office.
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Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
6 Misafirlerin bireysel ve grup durumuna goére check/in ve check/out
proseduri
Check-in and check-out procedures according to the individual and
group status of the guests.
gretim YO .
Teorik Dersler / Theoretical Uygulama Lab '?glzﬁgll(rlnerils)l'gt:é?]i\rgz Methods On Hazirlik / Preliminary
Technigues
7 Ara Sinav
Midterm Exam.
. . Ogretim Yoéntem ve . o
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
8 Resepsiyon bolimi ¢alisanlar ve gorevleri
Reception department employees and their duties.
gretim YO .
Teorik Dersler / Theoretical Uygulama Lab 'Cl')glzﬁmqeri/(')l'gt:cr:?\i\r,lz Methods On Hazirlik / Preliminary
Technigues
9 Rezervasyon bolimi galisanlari ve gorevleri
Reservation department employees and their duties.
. . Ogretim Yoéntem ve x .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
10 Santral bolimu galisanlarn ve goérevleri
Operator employees and their duties.
. . gretim Yont .. o
Teorik Dersler / Theoretical Uygulama Lab '?eglzﬁill(r;;ri/(?rr;aeg;i\r/\z Methods On Hazirlik / Preliminary
Techniques
11 Danisma/Belldesk/Concierge calisanlari ve gorevleri

Information Desk/Belldesk/Concierge employees and their duties.
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Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
12 Onbiironun diger otel bdliimleriyle iliskileri
Relationship of the front office with other hotel departments.
gretim YO .
Teorik Dersler / Theoretical Uygulama Lab '?glzﬁ;LT;ri/%Zt:g;li\éz Methods On Hazirlik / Preliminary
Technigues
13 Vardiyalarda yapilan islemler, farklar, 6zellikleri, olagandisi
durumlarda yapilacaklar
Operations performed in shifts, their differences, features, actions to
be taken in extraordinary situations.
. . Ogretim Yont - .
Teorik Dersler / Theoretical Uygulama Lab Tgl:ﬁill(rlrt\eri/s)l'r;sgiﬁge; Methods On Hazirlik / Preliminary
Techniques
14 Oda satis teknikleri, fiyatlama stratejileri

Room sales techniques, pricing strategies
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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 Nun¥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: Bagil
iS YUKU / WORKLOADS
Siiresi | Toplam Is Yiikii
. Sayi/ (Saat) / (Saat) / Total
SR Er e e Number | Duration Work Load
(Hours) (Hour)
Ara Sinav / Midterm Examination 1 1.00 1.00
Ara Sinav igin Bireysel Calisma / Individual Study for Mid term Examination 1 40.00 40.00
Final Sinavi / Final Examination 1 1.00 1.00
Final Sinavi igiin Bireysel Calisma / Individual Study for Final Examination 1 40.00 40.00
Okuma / Reading 1 68.00 68.00
Toplam / Total: 5 150.00 150.00

Dersin AKTS Kredisi = Toplam is Yiikii (Saat) / 25.00 (Saat/AKTS) = 150.00/25.00 = 6.00 ~ 6.00 / Course ECTS Credit = Total Workload (Hour) / 25.00 (Hour / ECTS) = 150.00 / 25.00 = 6.00 ~ 6.00
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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.Onbiiro departmaninin
otelcilik sektdriindeki yerinin
kavramsal olarak 6grenilmesi. /
Conceptual learning of the front
office department's place in the
hotel industry.

2.0nbiiro organizasyon
yapisinin kavranmasi. /
Understanding the front office
organizational structure.

3.Calisanlarin gérev
tanimlarinin 6grenilmesi /
Learning the job descriptions of
the employees.

4.Onbiironun diger
departmanlar ile iligkilerinin
kavranmasi. / Understanding 1 5 1 4 2 2 3 5 2 1 1 5
the front office's relations with
other departments.

5.0nbiiroda gergeklesen is
sureglerinin 6grenilmesi. /

. . 1 5 1 5 2 3 3 4 2 1 1 5
Learning the business
processes in the front office.
6.0nbiiroda misafirlere karsi
sorumluluklari 6grenmek. / To 1 5 1 5 5 9 1 1 2 1 1 5

learn responsibilities towards
guests at the front office.

7.Uluslararasi otelcilik
kurallarina uygun énbiro
disiplin bilinci kazandirmak. /
To gain awareness of front 1 5 1 5 2 2 1 1 3 1 1 3
office discipline following
international hotel
management rules.

Katki Dlzeyi / Contribution Level : 1-Cok Diistk / Very low, 2-Diistik / Low, 3-Orta / Moderate, 4-Yuksek / High, 5-Cok Yiiksek / Very high
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