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GENEL TANIM / GENERAL DESCRIPTION

Ders Adi / Course Name

Medical Secretariat / Medical Secretariat

Ders Kodu / Course Code

OTDS156

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 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 olan ders yoktur.

There is no prerequisite course.

Amaci / Purpose

Ogrencilerin sekreterya hizmetlerini her seyiyle 6grenmesi

Students learn about the secretarial services in all aspects.

igerigi / Content

Bu ders kapsaminda sekreterlik cesitleri, sekreterin nasil davranmasi gerektigi ve gorevleri

Ogretilecektir.

In this course, the types of secretariat, how the secretary should behave and their
duties will be taught.

Onerilen Diger Hususlar /
Recommended Other
Considerations

Staj Durumu / Internship Status

15 ig glin(-/Staj bitirme projesi

15 working days- Internship completion project

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

Ogretim Uyesi (Uyeleri) / Faculty
Member (Members)

Duygu Topal Yildinm




OGRENME GIKTILARI / LEARNING OUTCOMES

Sekreterlik kavrami ve sekreterlik tlirlerine hakim olur.

Master the concept of secretarial and secretarial types.

Tibbi sekreterin gérevleri hakkinda bilgi sahibi olur.

Gains knowledge of the medical secretary's duties.

Tibbi sekreterlik ¢esitlerini 6grenerek, hepsinin gérev ve sorumluluklarina hakim olur.

By learning the types of medical secretariat, they can master the duties and responsibilities of all of
them.

HAFTALIK DERS iCERIiGi / 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 Sekreterlik Kavrami
Secretarial Concept
. . gretim Yont N _—
Teorik Dersler / Theoretical Uygulama Lab '(I:')gl:ﬁi;(?;ri/(?l'r;:cmi\rgz Methods On Hazirlik / Preliminary
Techniques
2 Sekreterlik Mesleginin Dlinya'da ve Turkiye'de Ortaya Cikisi ve
Geligimi
Secretary Job in the World and in Turkey Emergence and
Development
Teorik Dersler / Theoretical Uygulama Lab ?g;ﬁiﬁ:ﬁgtsgig Methods On Hazirlik / Preliminary
Techniques
3 Sekreterlik Tirleri ve Organizasyondaki Yeri
Secretarial Types and Place in Organization
. . Ogretim Yont - _
Teorik Dersler / Theoretical Uygulama Lab Tgl:ﬁill(rlgri/?rgsgig Methods On Hazirlik / Preliminary
Techniques
4 Sekreterin Kisisel Nitelikleri
Secretary's Personal Qualifications
gretim YO "
Teorik Dersler / Theoretical Uygulama Lab Ogretim Yontem ve On Hazirlik / Preliminary

Teknikleri/Teaching Methods
Technigues

5 Sekreterin Kisisel Nitelikleri

Secretary's Personal Qualifications
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Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
6 Sekreterin Mesleki Ozellikleri
Professional Characteristics of the Secretary
. . Ogretim Yontem ve = .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Technigues
7 Sekreterin Mesleki Ozellikleri
Professional Characteristics of the Secretary
. . Ogretim Yoéntem ve . o
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
8 Ara Sinav
Midterm
gretim YO .
Teorik Dersler / Theoretical Uygulama Lab 'Cl')glzﬁmqeri/(')l'gt:cr:?\i\r,lz Methods On Hazirlik / Preliminary
Technigues
9 Sekreterin Mesleki Ozellikleri
Professional Characteristics of the Secretary
. . Ogretim Yoéntem ve x .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
10 Sekreterin Mesleki Ozellikleri
Professional Characteristics of the Secretary
. . gretim Yont .. -
Teorik Dersler / Theoretical Uygulama Lab '?eglzﬁill(r;;ri/(?rr;aeg;i\r/\z Methods On Hazirlik / Preliminary
Techniques
11 Sekreterlik Hizmetleri icin Gerekli Olan Biiro Makina ve Malzemeleri

Office Machinery and Materials Required for Secretarial Services
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Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
12 Sekreterlik Hizmetleri icin Gerekli Olan Biiro Makina ve Malzemeleri
Office Machinery and Materials Required for Secretarial Services
gretim YO .
Teorik Dersler / Theoretical Uygulama Lab '?glzﬁgll(rlnerils)l'gt:é?]i\rgz Methods On Hazirlik / Preliminary
Technigues
13 Sekreterin Gorevleri
Secretary's Duties
. . Ogretim Yont - .
Teorik Dersler / Theoretical Uygulama Lab Tgl:ﬁill(l?;ri/s)rgsgiﬁz Methods On Hazirlik / Preliminary
Techniques
14 Sekreterin Gorevleri
Secretary's Duties
gretim YO .
Teorik Dersler / Theoretical Uygulama Lab 'Cl')glzﬁmqeri/(')l'gt:cr:?\i\r,lz Methods On Hazirlik / Preliminary
Technigues
15 Final
Final Exam
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DEGERLENDIRME / EVALUATION

Katki Yiizdesi /

Yariyil (Yil) igi Etkinlikleri / Term (or Year) Learning Activities Nii)l/tlaér 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:
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IS YUKU / WORKLOADS

Siiresi | Toplam Is Yiikii
Son | S | Gaan o

(Hours) (Hour)
Ara Sinav / Midterm Examination 1 1.00 1.00
Ara Sinav igin Bireysel Calisma / Individual Study for Mid term Examination 1 15.00 15.00
Bireysel Calisma / Self Study 1 10.00 10.00
Final Sinavi / Final Examination 1 1.00 1.00
Final Sinavi igiin Bireysel Calisma / Individual Study for Final Examination 1 25.00 25.00
Performans / Performance 1 15.00 15.00
Soru-Yanit/ Question-Answer 1 18.00 18.00
Derse Katilim / Attending Lectures 1 20.00 20.00
Ev Odevi / Homework 1 10.00 10.00
Odev Problemleri igin Bireysel Calisma / Individual Study for Homework Problems 1 10.00 10.00
Toplam / Total: 10 125.00 125.00

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 Ciktilari / Program Outcomes
Hzailifg QUERES 111112113 [ 114 [ 115 [ 116 [ 1.1.7 | 1.1.8 | 1.1.9 [1.1.10[1.1.11 1.1.12

1.Sekreterlik kavrami ve
sekreterlik tlirlerine hakim
olur. / Master the concept of 5 5 5 5 5 5 5 5 5 5 5 5
secretarial and secretarial
types.

2.Tibbi sekreterin gorevleri
hakkinda bilgi sahibi olur. /
Gains knowledge of the

medical secretary's duties.

3.Tibbi sekreterlik gesitlerini
ogrenerek, hepsinin gorev ve
sorumluluklarina hakim olur. /
By learning the types of 5 5 5 5 5 5 5 5 5 5 5 5
medical secretariat, they can
master the duties and
responsibilities of all of them.

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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