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SUNUS

1999 yilinda yiiksekogretim kurumlarinda gérev yapan akademisyenler ile kamu-6zel kesim meslek
mensuplari ve sivil toplum kurulus temsilcileri bir araya gelerek; yeni ylizyila baglarken meslegin tim
taraflarini bir araya getirecek bir organizasyon diizenlemek istemislerdir. Bunun iizerine “1. Ulusal
Biiro Yonetimi ve Sekreterlik Kongresi” 2000 yilinda Sekreter Dayanigma Dernegi’nin ev sahipligi
ile Antalya’da gerceklestirilmistir.

Biiro Yonetimi ve Sekreterlik alaniyla ilgili akademisyenlerin, meslegi icra eden sekreter, yonetici
asistan1 ve yoneticilerin ve gelecekte bu meslegi icra etmeye hazirlanan Ogrencilerin bir araya
getirilmesini ve etkilesim i¢inde olmalarini amaglayan Biiro Yonetimi ve Sekreterlik Kongresi’ nin
16.’s1 4-5 Mayis 2018 tarihlerinde Hitit Universitesi Sosyal Bilimler Meslek Yiiksekokulu ev
sahipliginde Meslek Yiiksekokulu Kampiisii’nde gerceklestirilmistir.

Kongrenin bu yilki temasi “Yeni Yonetim Yaklasimlari Kapsaminda Biiro Yonetimi ve
Sekreterlik Meslegi” olarak belirlenmis; bdylece yeni yonetim yaklagimlari kapsaminda meslegin
gelisimine iligkin beklentiler ele alinmistir. Kongre 19 farkli iiniversiteden akademisyenlerin, kamu
kurumlarindan alanla ilgili gorev yapan personellerin ve 6grencilerin genis katilimi ile gerceklesmistir.
Kongrede 8 oturumda toplam 28 bildiri sunulmus ve kapanis panelinde kongrenin mevcut durumu ile
gelecegine iliskin yapilabilecek diizenlemeler tartisilmig, gelecek yildan itibaren kongrenin Eyliil-
Ekim aylarinda diizenlenmesine karar verilmistir. Ayrica kongrenin artik uluslararasi bir platforma
cekilerek bir sonraki kongreden itibaren 1. Uluslararas1 17. Ulusal Biiro Yonetimi ve Yonetici
Asistanhg kongresi olarak diizenlenmesine karar verilmistir.

Kongre kapsaminda gergeklestirilen 2. Ulusal F Klavye Yarismasi ile hem alan ogrencileri
kendilerini 10 parmak hizli klavye kullanimi konusunda smnamis hem de kongreye ayri bir heyecan

katilmigtir. Kapanis oturumunda 6grencilere basart belgeleri ve hediyeleri verilmistir.

Kongremizin biiro yonetimi ve yonetici asistanligi camiasina katki sagladigi inanciyla, tim
katilimcilara, emegi gegen tiim kurum ve sahislara tesekkiirlerimizi ve saygilarimizi sunariz.

Kongre Diizenleme Kurulu
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UNIVERSITE OGRENCILERININ KARIYER PLANLAMASI UZERINE BiR
CALISMA: BURO YONETIMIi VE YONETICi ASISTANLIGI OGRENCILERI
ORNEGI

Sule EREN", Sinan KAYA™

“Ogr. Gor., Hitit Universitesi, suleeren@hitit.edu.tr
Dr. Ogr. Uyesi, Ondokuz Mayis Universitesi, Sinan.kaya@omu.edu.tr

Ozet

Bu calismanin amaci, iiniversite 6grencilerinin kariyer planlamalart ile iligkili faktorleri incelemektir. Bu
kapsamda {iniversite Ogrencilerinin kariyer planlamasi kavramina yonelik gelistirdikleri analojiler, kariyer
planlamalarint etkileyen faktorler, kisilik oOzellikleri ve gelecek beklentileri, Schein’in kariyer degerleri
cergevesinde incelenerek degerlendirilmigtir. Calisma, nitel arastirma yontemlerinden olgubilim arastirmasidir.
Aragtirmanin ¢alisma grubunu, Hitit Universitesi Sosyal Bilimler MYO Biiro Yonetimi ve Ydnetici Asistanlig
Boliimii’nde 6grenim goéren 16 dgrenci olusturmaktadir. Arastirmanin verileri odak grup goriismesi yontemiyle
toplanmis, elde edilen veriler ise icerik analizi yontemiyle ¢dziimlenmistir. Aragtirmanin sonuglari, katilimcilarin
kariyer planlamalarinda genellikle kolay ve hizli bir sekilde meslek edinme diisiincesinin oldugunu gostermistir.
Ayrica, katilimcilarin kendilerine ait yeterlikleri/dzellikleri ve segtikleri meslekleri yeterince tanimadiklar
belirlenmistir. Katilimcilar heniliz bir meslekte kariyerlerine aktif olarak devam etmiyor olsalar da; Schein’in
kariyer degerlerinden girisimcilik/yaraticilik, kendini adama ve hayat tarzi degerlerinin, kariyer planlamalarinda
etkili olan baskin faktérler oldugu goriilmistiir.

Anahtar Kelimeler: Kariyer, Kariyer Planlamasi, Kariyer Degerleri.

A STUDY ON CAREER PLANNING OF UNIVERSITY STUDENTS: OFFICE
MANAGEMENT AND EXECUTIVE ASSISTANCE STUDENT EXAMPLE

Abstract

The aim of this study is to examine the factors related to career planning of university students. In this context,
the analysts who developed the concept of career planning for university students, factors affecting career
planning, personality traits and future expectations were examined and evaluated in the framework of career
values of Schein. The study is a qualitative research of qualitative research methods. The study group consists of
16 students studying at Hitit University Social Sciences Vocational School Office Management and Executive
Assistance Department. The data of the research were collected by focus group interview method and the
obtained data were analyzed by content analysis method. The results of the study showed that participants often
thought of getting a job easily and quickly in their career planning. It was also determined that the participants
did not adequately recognize their proficiency / characteristics and the professions they chose. Although the
participants are not actively pursuing their careers in a profession yet, From Schein's career values,
entrepreneurship / creativity, self-dedication, and lifestyle values were found to be the dominant factors
influencing career planning.

Keywords: Career, Career Planning, Career Values.
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BYS KONGRELERININ KENDINE ATIF ACISINDAN INCELENMESI

Umut UZMEZ’, Nuran OZTURK BASPINAR™

“Ogr. Gér., Biilent Ecevit Universitesi, umut.uzmez@beun.edu.tr
Dr. Ogr. Uyesi, Anadolu Universitesi, nbozturk@anadolu.edu.tr

Ozet

Bibliyometrik nitelikli bu arastirmada, Uluslararas1 Elektronik Meslek Yiiksekokullar1 Dergisinin (ejovoc) BY'S
Kongresi o6zel sayilarinda (2013, 2015 ve 2017 yillar1) yayinlanan 80 makale kendine atif agisindan
incelenmistir. Makaleler -kaynak¢ada- kendine atif ve —sonradan- kendine atif olarak iki boliimde ele alinmstir.
Sonradan kendine atifla ilgili tarama Google Scholar iizerinden yapilmistir. Makaleler yazar kendine atifin yam
sira kongre kendine atifi agisindan da incelenmistir. Kendine atifla ilgili aragtirmalarda, yazar kendine atifi, dergi
kendine atifi, kurum kendine atifi ve iilke kendine atifi gibi farkli bicimler goriilmektedir. Ancak, ‘“kongre
kendine atifi” kavram ilk kez kullanilmakta ve calismaya 6zgiin bir deger kazandirmaktadir. Kongre kendine
atifi, kongre kapsaminda iiretilen yeni yayinlarda, daha dnce yine bu kongre kapsaminda iiretilmis olan yayinlara
atif yapilmasidir. ik boliimde yazar kendine atif oram1 % 1,26, kongre kendine atif oram % 4,61 olarak
bulunmustur. Kongre kendine atif kapsaminda en ¢ok atif bildiri kitaplarindaki ¢aligmalara yapilmaktadir. Tkinci
boliimde yazar kendine atif oran1 % 8,77 (% 91,23 yazar disindan), kongre kendine atif oran1 % 15,79 (% 84,21
kongre digindan) olarak bulunmustur. Bulunan kendine atif oranlart kabul edilebilir diizeydedir. Arastirma
sonuglaria goére, BYS kongreleri icin iiretilen yayinlardan sonraki kongrelerde de faydalanildigi tespit
edilmigtir. Ayrica bu yaynlarin yazar ve kongre disindan da atif aldigi belirlenmistir. BYS kongresinin
akademik diinyaya katki yaptig1 ve bu katkinin BYS kongrelerinin siirdiiriilmesi agisindan motive edici oldugu
yargisina ulasilmistir.

Anahtar Kelimeler: Biiro Yonetimi, Sekreterlik, Bibliyometri, Kendine Atif, Kongre Kendine Atif.

AN EXAMINATION OF OMS CONGRESSES IN TERMS OF SELF-CITATION

Abstract

In this study that can be qualifies as a bibliometrics one, 80 articles, published in the special issues (2013- 2015
and 2017) of OMS Congress in the International Electronic Vocational School Journal, were investigated from
the respect of the self-citation. The articles were handled in two sections as the self-citation in the sources
(references) and the later self-citation. The review related to the later self-citation was carried on via Google
Scholar. The articles, beside the author self-citation, were examined from the respect of the congress self-
citation. In the studies about the self-citation, it is seen that there are different types of the self-citation as author
self-citation, journal self-citation, institution self-citation and country self-citation. However, the concept of the
congress self-citation was used for the first time here and it adds a genuine value to the study. The congress self-
citation is a kind of self-citation produced new publications within the congress by adopting publications
produced for the congress. The rates of the author self-citation and the congress self-citation were found, in turn,
1,26% and 4,61% in the first section. From the respect of the congress self-citation, the most of the citations
were from the proceeding books. In the second section, it was found that the rate of the author self-citation was
8,77% ( 91,23% other that the author) and that of congress self-citation was 15,79% (84,21% out of the
congress).The rates found are acceptable levels. According to the results of the research, it was determined that
the congress after the publications produced for the OMS congresses also benefited. On the other hand, it was
determined that these publications received citation (from out of author and congresses). It has been reached that
the OMS congress has contributed to the academic world and that this contribution is motivating in terms of
maintaining the OMS congresses.

Keywords: Office Management, Secretarial, Bibliometrics, Self-Citation, Congress Self-Citation.
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KAMU AGIZ VE DiS SAGLIGI MERKEZi CALISANLARININ PSiKOLOJIK
DAYANIKLILIK DUZEYLERI (ANKARA iLi ORNEGI)

Zekai OZTURK', Nesrin KAHRAMAN ™

“Dog. Dr., Gazi Universitesi, zozturk@gazi.edu.tr
Doktora Ogrencisi, Gazi Universitesi, nesrinkahraman06@gmail.com

Ozet

Bu calismada saglik calisanlarinin psikolojik dayamiklilik diizeyi ve psikolojik dayaniklilik diizeyinin,
demografik degiskenlere gore farklilik gosterip gostermedigi arastirilmistir. Ankara'da kamuya bagli 10 adet
Ag1z ve Dis Sagligi Merkezi (ADSM) bulunmaktadir ve arastirmaya bu merkezlerde ¢alisan 371 saglik personeli
katilmugtir. Veri toplama araci olarak “Psikolojik Dayamklilik Olgegi” ve “Kisisel Bilgi Formu” kullanilmustir.
Aragtirmada elde edilen verilerin analizi i¢in psikolojik dayaniklilik diizeyinin demografik degiskenlere gore
farklilagma durumunu ortaya koymak amacryla T-testi uygulanmistir. Bagimsiz degiskenlerin kendi aralarinda
nasil etkilesime girdigini ve bu etkilesimlerin bagimli degisken {izerindeki etkilesimini analiz etmek amaciyla
ANOVA testi uygulanmistir. Psikolojik dayanikliligin alt boyutlar1 arasinda iliski olup olmadig: ve iliskinin
dogrusal olup olmadigim aragtirmak amaciyla Korelasyon Analizi uygulanmistir. Arastirma sonucunda saglik
calisanlarinin psikolojik dayaniklilik diizeyinin yiiksek seviyede oldugu ortaya g¢ikmustir. Cinsiyete gore
psikolojik dayanikliligin alt boyutlarindan yapisal stil ve sosyal kaynaklar boyutunda anlamli farklilik oldugu
ortaya ¢ikmistir. Her iki boyutta da kadin ¢alisanlarin dayaniklilik diizeyi erkek c¢alisanlara gore daha yiiksektir.
Aylik geliri 1500-2000 TL olan saglik calisanlari ile 2501-3000 ve 3000 TL iizeri olan saglik ¢alisanlarinin,
psikolojik dayaniklilik alt boyutlarindan aile uyumu boyutunda anlamli bir farklilhik vardir. Aylik geliri 1500-
2000 TL olan saglik ¢alisanlarinin aile uyumu ortalamasi digerlerine gore daha diisiiktiir. Egitim durumuna gore,
psikolojik dayanikliligin alt boyutlarindan yapisal stil boyutunda lise mezunu c¢alisanlarla 6n lisans mezunu
calisanlar arasinda anlamli bir farklilik vardir. Lise mezunu saglik g¢alisanlarin yapisal stil boyutu ortalamasi
daha diisiiktiir.

Anahtar Kelimeler: Saglik Calisanlari, Psikolojik Dayaniklilik, ADSM, Pozitif Psikoloji Ankara.

THE PSYCHOLOGICAL RESILIENCE LEVEL PUBLIC HEALTH STAFF (AN
EXAMPLE FROM ANKARA MOUTH AND DENTAL HEALTH CENTER STAFF)

Abstract

In this study, the psychological resilience level of public health staff and if the psychological resilience level
changes according to the demographic variables have been investigated. There are 10 Mouth and Dental Health
Centers affiliated public in Ankara (MDHC) and 371 health personnel working in these centers participated in
the research. As the data collection tool, “Psychological resilience Scale” and “Personal Information Form” have
been used. In order to analysis the data received from the investigation, T-test has been applied with the aim to
set forth the differentiation situation of psychological resilience level according to the demographic variables.
Similarly, ANOVA test has been implied in order to analysis how the independent variables interact with each
other among themselves and the interaction of these interactions over the dependent variables. The correlation
between the sub-dimensions of psychological resilience and in order to investigate if the correlation is linear or
not, the Correlation Analysis has been implemented. As the result of the investigation, it is concluded that the
psychological resilience level of health staff is on the Premium level. It is also concluded that there is a
significant difference on the style and social resources dimension as one of the sub-dimensions of psychological
resilience by gender. In both dimensions, the resilience level of female staff is much higher than male staff.
There is also significant difference among health staff who has monthly income between 1500-2000 TL, 2501-
3000 and more than 3000 TL. In terms of family consistence as one of the sub-dimensions of psychological
resilience. The family consistence average of health staff who has monthly income between 1500-2000 TL. is
lower than the others. According to the educational level, there is also significant difference between the high
school graduates and associate graduates in terms of structural style sub-dimension under psychological
resilience. The structural style dimension average of high school graduated health staff is much lower than the
others.
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Keywords: Health Staff, Psychological Resilience, Mouth And Dental Health Center (MDHC), Positive
Psychology, Ankara.
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ONLISANS OGRENCILERININ iS BULMA ENDIiSELERI VE KAYGI
DUZEYLERININ BELIRLENMESI

Veli Ahmet CEVIK", Melahat ONEREN™

“Ogr. Gor., Hitit Universitesi, veliahmetcevik@hitit.edu.tr
Dr. Ogr. Uyesi, Kirikkale Universitesi, melahatoneren@mynet.com

Ozet

Universitelerin &n lisans dgrencileri, {iniversite égrenimleri boyunca aldiklari temel egitimler sonrasinda cesitli
sektorlerde calismaya baslayacaklardir. Mezuniyet sonrasinda is bulma siireci 6grencilerde kaygiya yol
acabilmektedir. Kontrol edilemeyen ve sebebi belli olmayan duygular olarak ifade edilen kaygi, {iniversite
ogrencilerinin mezuniyet Oncesinde ve sonrasinda giinliik yasantilarini, arkadaslik iligkilerini, sosyal ¢evrelerini
kisacasi hayatin her aninda kendilerini endiseye siiriikleyen bir durum olarak karsilarma g¢ikmaktadir. Bu
arastirmada, Biiro Yonetimi &grencilerinin de aralarinda bulundugu, Hitit Universitesi Osmancik Omer
Derindere Meslek Yiiksekokulu 6grencilerinin kaygi diizeylerinin ve bu kaygi diizeylerini etkileyen faktorlerin
iligkilerinin ortaya ¢ikartilmasi amaglanmistir. Arastirmada veri toplama araci olarak Ogrencilerin kisisel
bilgilerinin ve demografik durumlarinin soruldugu “Kisisel Bilgi Formu’ kullanilmistir. Ogrencilerin kaygi
diizeylerini 6lgmek amaciyla Spielberger ve arkadaslari tarafindan olusturulan ve dortlii likert tipindeki kirk
maddelik ‘Siirekli Kayg1 Olgegi’ kullamlmistir. Caligmada anket yoluyla elde edilen birincil veriler SPSS 21.0
paket programiyla degerlendirilmis ve analizlerde tanimlayici istatistiklere, standart sapma, t-testine, varyans
analizine yer verilmistir.

Anahtar Kelimeler: Kaygi, Universite Ogrencileri, Mezun.

DETERMINATION OF JOB SEARCH WORRY LEVEL OF ASSOCIATE DEGREE
STUDENTS

Abstract

Associate undergraduate students of universities will start to work in various sectors after basic trainings they
have taken during their university education. The process of finding a job after graduation can lead to worry in
students. Uncontrolled and unexplainable anxiety expressed as anxiety, university students' daily life before,
after and after graduation, friendship relations, social environments, in short, is a situation that comes to life as a
situation that worries themselves. In this research, it was aimed to reveal the relations of the anxiety levels of the
students of Osmancik Omer Derindere Vocational School of Hitit University and the factors affecting these
anxiety levels, among which Office Administration students also have. In the research, 'Personal Information
Form' was used as a means of collecting data and personal information of the students and demographic
situations were asked. Forty-item 'Trait Anxiety Scale' was used by Spielberger and colleagues to measure
students' anxiety levels. In the study, the primary data obtained by the questionnaire were evaluated with SPSS
21.0 package program and descriptive statistics, standard deviation, t-test, variance analysis were included in the
analyzes.

Keywords: Anxiety, University Students, Graduates.
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BURO YONETIMIi VE YONETICi ASISTANLIGI PROGRAMLARI OGRETIM
KADROSU UZERINE BiR ARASTIRMA

Havva TARAKCI’, ilknur KILIC™

“Ogr. Gor., Hitit Universitesi, havvatarakci@hitit.edu.tr
Ogr. Gor., Cankir1 Karatekin Universitesi, ilknurkilic@karatekin.edu.tr

Ozet

Bu ¢alismanin amaci, Biiro Yonetimi ve Yonetici Asistanligt egitimi veren Onlisans programlarinda bulunan
akademisyenlerin dagilimini analiz etmektir. Calisma kapsaminda Tiirkiye’de devlet ve vakif {iniversitelerindeki
meslek yiiksekokullar1 biinyesinde bulunan 6nlisans diizeyindeki Biiro Yonetimi ve Sekreterlik programlar ele
alinacak, okul kapsaminda gorev yapan akademisyenlerin mezuniyet durumlari, unvanlar: ve boliimle iligkileri
incelenecektir. Veriler tarama ve dokiiman analizi yontemiyle analiz edilecektir. Arastirma sonucundaki veriler,
Tirkiye’de Biiro Yonetimi ve Yonetici Asistanlifi programlarindaki akademisyenlerin boliimleriyle
uyumlarinin, yeterliliklerinin saglanmasi agisindan kaynak niteligi tasiyacaktir.

Anahtar Kelimeler: Biiro Yénetimi ve Yénetici Asistanlig1, Ogretim Kadrosu.

A RESEARCH ON FACULTY MEMBERS OF OFFICE MANAGEMENT AND
EXECUTIVE ASSISTANCE PROGRAMS

Abstract

The aim of this study is to analyze the distribution of academics in associate degree programs that provide Office
Management and Secretarial training. Office of Management associate degree level in vocational schools in
Turkey within the scope of their study programs at state and private universities and the Secretariat will be
discussed, academics working within school graduation status, titles, and will examine the relationship with the
department. The data will be analyzed by scanning and document analysis. The data in the survey, Turkey,
Office Management and Executive Assistant to comply with the academics part in the program will move the
resources in terms of quality of provision of competence.

Keywords: Office Management and Administrative Assistant, Teaching Staff.
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OSMANCIK OMER DERINDERE MESLEK YUKSEKOKULU OGRENCILERININ
YASAM BOYU OGRENME YAKLASIMINA iLiSKiN GORUS VE
FARKINDALIKLARININ BELIRLENMESI

Havva TARAKCI" Demet TATAR™

“Ogr. Gor., Hitit Universitesi, havvatarakci@hitit.edu.tr
Dr. Ogr. Uyesi, Hitit Universitesi, demettatar@hitit.edu.tr

Ozet

Bu arasgtirma farkli programlarda ve farkli sinif kademelerinde okuyan Meslek Yiiksekokulu &grencilerinin
Yasam Boyu Ogrenme yaklasimina yonelik goriis ve farkindaliklarini belirleyebilmek amaciyla yapilmustir.
Tarama Modeli kullanilarak yapilan bu arastirmanin evrenini, Hitit Universitesi Osmanctk Omer Derindere
Meslek Yiiksekokuluna bagli programlarda okuyan dgrenciler olusturmaktadir. Arastirmada elde edilen veriler
“Yasam Boyu Ogrenme Olgegi” ile toplanmustir. Elde edilen arastirma verilerinin analizinde frekans, yiizdelik,
aritmetik ortalama, standart sapma, en diisiik ve en yiiksek degerler, t testi, tek faktorlii varyans analizi
(ANOVA) ve basit korelasyon teknigi kullanilmistir. Meslek yiiksekokulunda okuyan 6grencilerin Yagsam Boyu
Ogrenme konusundaki goriislerine yonelik sonuglar farkli degiskenlere gore degerlendirilmis olup cinsiyete,
smif diizeyine ve programa gore anlamli bir farklilik olup olmadigina bakilmistir. Aragtirma sonucuna gore,
yasam boyu Ogrenme farkindaliklari kadin Ogrenciler lehine anlamli bulunmustur. Simif bazinda yapilan
degerlendirme de ise, 2. Smiflarin yasam boyu farkindaliklar: daha yiiksek ¢ikmuistir.

Anahtar Kelimeler: Yasam Boyu Ogrenmg, Meslek Yiiksekokulu, Yasam Boyu Ogrenme Olcegi, Yasam Boyu
Ogrenme Farkindalik Olgegi.

DETERMINATION OF OPINIONS AND COMPETENCES ON LIiFELONG
LEARNING APPROACH OF OSMANCIK OMER DERINDERE VOCATIONAL
SCHOOL STUDENTS

Abstract

This research was carried out in order to determine the views and awareness of VVocational School students who
are studying in different programs and in different grades towards Lifelong Learning approach. This study,
which is done by using Survey Models, constitutes the students who read the programs related to Hittite
University Osmancik Omer Derindere Vocational School. The data obtained in the study were collected by the
"Lifelong Learning Scale". Frequency, percentage, arithmetic mean, standard deviation, minimum and maximum
values, t test, single factor variance analysis (ANOVA) and simple correlation technique were used in the
analysis of the obtained research data. The results of the opinions of the students studying at Vocational School
were evaluated according to different variables and it was examined whether there was a significant difference
according to sex, class level and program. According to the research result, lifelong learning awareness was
found to be significant for female students. On the other hand, classroom-based assessments of lifelong
awareness of 2nd Grade students have been higher.

Keywords: Lifelong Learning, Vocational School, Lifelong Learning Scale, Lifelong Learning Competency
Scale.
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BURO YONETIMIi VE YONETICi ASiSTANLIGI BOLUMU OGRENCILERININ
BILINCLI TERCIH iLE OKUL BASARILARI ARASINDAKI ILISKININ
INCELENMESIi: MCBU AHMETLIi MYO’DA BiR ARASTIRMA

Hokkk

Biilent AKKAYA", ilham YILMAZ"™, Tuncer OZDIL"", Cengiz YILMAZ

“Ogr. Gor. Dr., Celal Bayar Universitesi, bulent.akkaya@cbu.edu.tr
“Ogr. Gér., Celal Bayar Universitesi, ilhamyilmaz@gmail.com
““Dog. Dr., Celal Bayar Universitesi, tozdil1l2@hotmail.com
““*Prof. Dr., Celal Bayar Universitesi, yilmazce@hotmail.com

Ozet

Bilimsel aragtirma dinamik bir kavramdir. Bu kavram i¢inde iiretilen bilgi ile var olan veya ileride olugabilecek
sorunlara ¢6ziimler liretmek amaglanir. Yonetimin 6énemli bir parcasint olusturan, bilgiyi isleyen ve kullanan
yoneticiler ve yonetici asistanlar1 da, ¢evre ve teknolojinin siirekli degigsmesinin getirdigi etkiyle de bu siirecin
onemli bir pargasini olusturmaktadirlar. Bu baglamda bu g¢alismanin amacit Biiro Yonetimi ve Yonetici
Asistanlig1r programinda su an okuyan ve mezun olan 6grencilerin bu boliimii tercihlerini ne denli bilingli
yaptiklarini belirlemektir. Bu tercihin &grencilerin akademik basarilari ile iliskisini saptamaktir. Bu amagla
Manisa Celal Bayar Universitesi Ahmetli Meslek Yiiksekokulu Biiro Yonetimi ve Yonetici Asistanliginda su an
okuyan Ogrenciler ve bu boliimden mezun olan bir grup 6grenci 6rneklem olarak ele alinmistir. Anket ve
goriisme yontemi birlikte kullanilarak aragtirmayla ilgili elde edilen nitel ve nicel veriler betimleyici
istatistiklerin yam sira ¢ok degiskenli varyans, korelasyon analizi ve parametrik olmayan istatistiksel nitel analiz
yontemleriyle incelenerek bilingli tercih ile okul basarisi arasindaki pozitif etkilesim beklentisi ger¢ek verilerle
istatistiksel olarak aciklanmaya calisiimustir.

Anahtar Kelimeler: Yonetici, Yonetici Asistanligi, Akademik Basari, Meslek Tercihi.

AN INVESTIGATION OF THE RELATIONSHIP BETWEEN CONSCIOUS
PREFERENCES AND ACADEMIC ACHIEVEMENT OF THE STUDENTS
STUDYING IN OFFICE MANAGEMENT AND ADMINISTRATIVE ASSISTANCE
DEPARTMENT: A RESEARCH IN M.C.B.U. AHMETLI V.H.S.

Abstract

Scientific research is a dynamic concept. It is aimed to produce solutions to existing problems or problems that
may occur in the future with the knowledge produced within this concept. Managers and administrative
assistants, producing and using knowledge, are important part of management, especially in this process with the
impact of constant change of environment and technology. In this context, the aim of this study is to determine
how the students who are currently studying and graduated from the Office Management and Executive
Assistance program make a conscious preference and how that preference affects their academic achievements.
The sample consisted of the students currently studying and graduated from Manisa Celal Bayar University
Ahmetli Vocational High School Office Management and Executive Assistant program. The survey and
interview methods were used together to investigate qualitative and quantitative data. The data were analyzed by
descriptive statistics, multivariate variance, correlation analysis, and nonparametric statistical qualitative analysis
methods. The positive interaction expectation between conscious preference and academic achievements were
tried to be explained statistically.

Keywords: Manager, Executive Assistant, Academic Achievement, Job Preference.
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TIBBi SEKRETERLERIN MESLEKLERINI ALGILAMA BICIMLERI VE
GELECEKTEN BEKLENTILERI

Tugge Nuriye UNLU’, Elif BAKKAL™, Aycan GOKBUDAK ™

* Ogr. Gor., Biruni Universitesi, tsanci@biruni.edu.tr
Ogr. Gor., Biruni Universitesi, ebakkal@biruni.edu.tr
Ogr. Gor., Biruni Universitesi, agokbudak@biruni.edu.tr

Ozet

Saglik hizmetlerinde tibbi sekreterligin rolii, saglik sistemindeki degisim, gelismelere paralel olarak degismekte
ve gelismektedir. Caligma, tibbi sekreterlerin mesleklerini algilama bi¢imlerini ve gelecekten beklentilerini
belirlemek amaciyla yapilmistir. Arastirmada, 6lgme araci olarak Besli Likert Olcegi ile olusturulmus anket
formu kullamilmustir. Calisma ii¢ tane Vakif Universitesi’nde Tibbi Dokiimantasyon ve Sekreterlik programinda
okuyan N=136 6grenci katilimiyla gerceklesmistir. Elde edilen veriler SPSS 15.0 programiyla yiizde dagilim
analizi yapilmis ve ki kare testi ile anlamliliklar1 degerlendirilmistir. Katilimcilarin dagilimi Kadin n=107
(%78.7), Erkek n=29 (%21.3), yaslar1 17 ile 29 arasinda degismekte olup, ortalamast 20.07 = 1.60’dir. Tibbi
sekreterligin prestijli bir meslek oldugunu diisiinen 6grencilere gére meslegin statiisiiniin gelecekte daha iyi
olacagim diistinen Ogrencilerin kesinlikle katiliyorum 30(%62.5) orani, katiliyorum 13(%25) diyenlerin
oranindan anlamli diizeyde yiiksek goriilmektedir (p<0.001). Tibbi Sekreterlik mesleginin kisisel 6zelliklerine
uygun oldugunu diisiinen 6grencilerin kesinlikle katiliyorum 62(%45.6), katiliyorum 55(%40.4), kararsizim
17(%12.5) oranindan gézlenmistir. Arastirmaya katilan dgrencilerin tibbi sekreterlikte kariyer yapabilme imkani
oldugunu diisiinen ogrencilere gore gelecekte mesleginde yiikselecegine diisiinen 6grencilerin katiliyorum
30(%48.4) diyenlerin orani, katilmiyorum 1(%20) diyenlerin oranindan anlamli diizeyde yiiksek goériilmektedir
(p<0.001). Arastirma sonucunda Ogrencilerin okumakta olduklari mesleklerin kigisel ozelliklerine uygun
gormekte ve gelecekte bu meslekte kariyer yapabilme imkani olan bir meslek olarak algilamaktadirlar.
Ogrencilerin tibbi sekreterlerin mesleki algilarinin yiiksek oldugu, bu dogrultuda da gelecege iliskin
beklentilerinin dogru orantili oldugu gézlenmektedir.

Anahtar Kelimeler: Meslek Algisi, Gelecek Beklentisi, Tibbi Sekreterlik.

PROFESSIONAL PERCEPTIONS AND FUTURE EXPECTATIONS OF MEDICAL
SECRETATIES

Abstract

The roles of medical secretaries in medical services has been changing and developing in parallel with the
developments of and changes in medical system. The current study was conduct to identify the way medical
secretaries perceive their professions and future expectations. In the study, a questionnaire formed with the Five
Likert Scale was used as a measurement tool. The study was conducted with N = 136 participants studying in the
department of Medical Documentation and Secretariat in three private universities. Percentage distribution
analysis of data was performed and significance was assessed by Chi Square test, by using SPSS 15.0 package
program. Participants were female (n = 107, 78.7%) and male (n = 29, 21.3%) aged between 17 and 29 with an
average of 20.07 + 1.60. According to the students who think that medical secretary is a prestigious profession,
absolutely agree ratio 30% (62.5%) of the students who think that their occupation status will be better in the
future is significantly higher than agree ratio 13% (25%) of the students (p <0.001). For students who think that
they can have a career in medical secretariat, the proportion of 30 (48.4%) is significantly higher than that of 1
(20%) of the students who think that they will rise in their profession in the future (p <0.001). As a result of the
research, the students perceive themselves as a profession that is suitable for the personal characteristics of the
profession they are studying and capable of career in this profession in the future. Also, it is concluded that
professional perceptions of the medical secretaries are high and accordingly, their future expectations are directly
proportional.

Keywords: Professional Perception, Future Expectation, Medical Secretary.
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KAMU KESIiMi BURO CALISANLARININ IS DOYUMU iLE ORGUTSEL
BAGLILIKLARI ARASINDAKI iLiSKi: BIR ALAN ARASTIRMASI

Mehmet ALTINOZ , Demet CAKIROGLU™

“Dog. Dr., Hacettepe Universitesi, maltinoz@hacettepe.edu.tr
Ogr. Gor. Dr., Hacettepe Universitesi, demet.cakiroglu@hacettepe.edu.tr

Ozet

Giiniimiiz is yasaminda, is doyumu ile orgiitsel bagllik konusu giderek onem kazanmaya baslanustir. Isin
sonuglarindan sorumlu tutulup, siireclerine katilamama is doyumunun Oniindeki en 6nemli engellerden biri
olarak goriilmektedir. Sanayilesme donemiyle birlikte geleneksel baglarin yerini ise ve isyerine iliskin kurallar
almaya baslamis, kisinin yetenekleri 6l¢iisiinde toplumda yer edinmesi, kisinin yeteneklerinin bireysellesmesine
ve cevresinden kopuk bir yabancilagsma siirecine girmesine neden olmustur. Is doyumu, bireyin islerinin ve is
deneyimlerinin degerlendirilmesinden kaynaklanan haz verici veya olumlu bir duygu durumu olarak kargimiza
gelmektedir. Baglilik konusundaki gelismeler, geleneksel uygulamalarin 6tesinde kosullarin gergeklesmesi
durumunda, is doyumunu da esas alan bir baglilik anlayisini 6ne g¢ikarmaktadir. Giiniimiizde 6ne ¢ikan bu
durum, biiro g¢alisanlarinin belirli bir igyerine baglanma istekleri arasinda, yaptigi isten doyum duygusu elde
etmesine de bagli bulunmaktadir. Tartisma siirecine katki saglamak amaciyla bu ¢alismada, kamu kesimi biiro
calisanlarmin is doyumu ile orgiitsel bagliliklart arasindaki iligkiler incelenmis bulunmaktadir. S6z konusu
aragtirmanin, uygulayicilara ve alandaki teorik ¢aligmalara katki saglayacagi umulmaktadir.

Anahtar Kelimeler: Biiro Calisanlari, Biiro, Is Doyumu, Orgiitsel Baglilik.

THE RELATIONSHIP BETWEEN JOB SATISFACTION AND ORGANIZATIONAL
COMMITMENTS OF PUBLIC SECTOR OFFICE WORKERS: A FIELD STUDY

Abstract

Job satisfaction and organizational commitment have gained more and more importance in current work lives.
Responsibility for consequences without participation in processes is considered to be one of the obstacles in
getting job satisfaction. Industrialization has replaced traditional ties with work and workplace rules, with
competence-based social statuses leading to a greater degree of individualization of personal skills and alienation
— not only of the individual to social values but also of the society to itself, with the individual becoming more
and more autonomous and lonely. Job satisfaction is a pleasurable and positive emotion resulting from the
evaluation of an individual’s work and work experiences. Developments in dependence emphasize a sense of
loyalty based on job satisfaction if circumstances beyond traditional practices are realized. Today's prominent
situation is also related to the desire of office workers to get a job satisfaction from their work. In order to
contribute to the discussion process, the relationship between job satisfaction and organizational commitment of
public sector office workers is examined in this study. It is hoped that this study will contribute to the
researchers, the practitioners and the theoretical studies in the area.

Keywords: Office Workers, Office, Job Satisfaction, Organizational Commitment.
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BURO YONETIMI VE YONETICi ASISTANLIGI iLE CAGRI MERKEZI
HiZMETLERi OGRENCILERININ iLETiSiM BECERILERI

Yasemin BILISLi", Selin AYGEN ZETTER™

*Ogr. Gor. Dr., Akdeniz Universitesi, yasemin@akdeniz.edu.tr
Dr. Ogr. Uyesi, Akdeniz Universitesi, selinaygen@akdeniz.edu.tr

Ozet

fletisim becerisi is yasaminda sahip olunmasi gereken en 6nemli becerilerden biridir. Bu bakimdan mesleki
egitim alan ogrencilerin bu becerilerinin gelistirilmesi beklenir. Bu calisma, Akdeniz Universitesi Sosyal
Bilimler Meslek Yiiksek Okulu Biiro Yonetimi ve Yonetici Asistanlig1 programi 6grencileri ile Cagr1 Merkezi
Hizmetleri programi 6grencilerinin iletisim becerilerine iliskin algilarinin ne diizeyde oldugunu ve aralarinda
farklilik olup olmadigini arastirmak amaciyla yapilmistir. Aragtirmada demografik degiskenlere gore iletigim
becerisi algilarinin anlamli bir farklilik yaratip yaratmadigi da arastirilmistir. Calismanin 6rneklemini 311
Ogrenci olugturmustur. Arastirmada iletisim becerisi algilarina iliskin veriler Ersanli ve Balci (1998) tarafindan
gelistirilen “Iletisim Becerileri Envanteri” ve oOgrencilerin demografik ozelliklerine iligskin bilgiler de
arastirmacilar tarafindan hazirlanan “Kisisel Bilgi Formu” ile toplanmistir. Veriler R 3.3.2v (agik kaynak)
programinda degerlendirilmis, verilerin analizinde; frekans, Shapiro Wilks testi Kolmogrov Smirnov testi ile
Independent Samples t testleri kullanilmustir. Istatistiki analizlerde anlamlilik diizeyi p<0.05 olarak segilmistir.
Caligma sonunda, Iletisim becerileri alt boyut ortalamalar1 karsilastirildiginda Biiro ydnetimi ve yonetici
asistanlig1 programi 6grencilerinin duygusal puani, ¢agri merkezi hizmetleri programi 6grencilerine gére anlaml
diizeyde daha yiiksek oldugu goriilmiistiir (p<.05). Mezun olduktan sonra ¢agr1 merkezinde ¢alismay: diisiinme
durumuna gore, okuduklar1 boliimler karsilastirildiginda, cagri merkezi hizmetleri programi &grencilerinin
calismay1 isteme durumlarinin biiro yonetimi ve yOnetici asistanli§i programi 6grencilerinin oranlarina gore
anlamli diizeyde yiiksek oldugu tespit edilmistir (p<.05).

Anahtar Kelimeler: iletisim Becerileri, Cagr1 Merkezi Hizmetleri Ogrencileri, Biiro Yonetimi ve Ydnetici
Asistanlig1 Ogrencileri.

COMMUNICATION SKILLS OF STUDENTS OF OFFICE MANAGEMENT AND

EXECUTIVE ASSISTANCE AND CALL CENTER SERVICES
Abstract

Communication skill is one of the most important skills required in the business life. In this regard, students
receiving vocational education are expected to develop these skills. The purpose of this study is to investigate the
perception levels of students studying in the program of Office Management and Executive Assistance and
students studying in the program of Call Center Services in Social Sciences Vocational School, Akdeniz
University concerning communication skills, and to examine whether or not there was any difference between
them. In the study, it was also investigated whether or not perceptions of the communication skills caused a
significant difference based on the demographic variables. The sample of the study consisted of 311 students. In
the study, the data of the communication skill perceptions were collected by the “Communication Skills
Inventory” developed by Ersanli and Balci (1998); on the other hand, the demographic characteristics of the
students were collected by using the “Personal Information Form” prepared by the researchers. The data were
assessed by using the R 3.3.2v (open source) program and frequency, Shapiro Wilks test, Kolmogrov Smirnov
test, and Independent Samples t tests were used to analyze the data. The significance level of the statistical
analysis was accepted as p<0.05. At the end of the study, when the mean scores of the communication skills
subscale were compared, it was found that the emotional scores for the office management and executive
assistance students were significantly higher than the students in the call center services (p<.05). When their
departments were compared based on the status of thinking to work in the call center after the graduation, it was
found that the desire to work by the students of call center services department was significantly higher than
those studying in office management and executive assistance (p<.05).

Keywords: Communication Skill, Call Center Services Students, Office Management and Executive Assistance
Students.
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ONLISANS OGRENCILERININ iSTIHDAM BEKLENTILERI VE GIRiSIMCILiK
OZELLIKLERIi UZERINE BiR ARASTIRMA
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E. Ebru SENTURK', Fatih TOLGA™, Cihat KARTAL™

“Ogr. Gor., Hitit Universitesi, eebrusenturk@hitit.edu.tr
Ogr. Gor., Hitit Universitesi, fatihtolga@hitit.edu.tr
Dr. Ogr. Uyesi, Kirikkale Universitesi, dr_cihat_kartal@yahoo.com

Ozet

Giliniimiizde artan istthdam zorlugu ve ekonomik problemler, hangi egitim diizeyinden mezun olduguna
bakmaksizin, bireyleri kamu sektoriinde ¢alisma fikrine sevk etmektedir. Bununla birlikte bir diger grup ise
kamu sektoriinde is bulma potansiyeli oldugu halde kendi isinin sahibi olmak istemektedir. Kamu sektoriinde
¢aligmak i¢in egitim-6gretim sonucu edinilen bilgiler ¢ogu zaman yeterli iken, kendi isini kurmak isteyenlerin
kisilik 6zelliklerinin de girisimci kisilige uygun olmasi gerekmektedir. Bu baglamda Osmancik Omer Derindere
Meslek Yiiksekokulu 6grencilerinin ileriye doniik istihdam beklentilerini belirlemek ve kendi isinin sahibi olmak
isteyen ogrencilerin girisimci kisilige sahip olup olmadiklarini belirlemek amaciyla Caird (2013) tarafindan
olusturulan girisimsel egilim testine ait 54 soru Tirk¢eye c¢evrilmistir. Veri toplama zamani Mayis 2017’dir.
Anket uygulama giinii okulda bulunan tiim birinci ve ikinci siif 6grencilerine uygulanmistir. Elde edilen
verilere t-testi ve one way ANOWA testleri uygulanmasi planlanmaktadir.

Anahtar Kelimeler: Girisimcilik, Istihdam, Onlisans Ogrencileri.

A RESEARCH ON THE ASSOCIATE STUDENTS' EMPLOYMENT
EXPECTATIONS AND ENTREPRENEURSHIP CHARACTERISTICS

Abstract

Increasing employment difficulties and economic problems refer to the idea that individuals work in the public
sector nowadays, regardless of what level of education they graduate from. However, another group wants to
establish their own business even if it is possible to find a job in the public sector. While information obtained as
a result of education and training to work in the public sector is often sufficient, the personality traits of those
who want to establish their own business must also fit the entrepreneurial personality. In this context, Osmancik
Omer Derindere Vocational School students were asked to identify prospective employment expectations and to
determine whether those who want to establish their own business have entrepreneurial personality, 54 questions
from the general measure of enterprising tendency (GET) test developed by Caird (2013). Data collected in May
2017. The questionnaire was applied to all first and second year students at the school on the day of the survey.
T-test and one way ANOWA tests are planned to be applied to the obtained data.

Keywords: Entrepreneurship, Employment, Associate Students.
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YONETICI ASISTANLARI VE SEKRETERLERE YONELIK i$ iLANLARININ
ULUSLARARASI DUZEYDE KARSILASTIRILMASI: ICERIK ANALIZI

Nuran Oztiirk BASPINAR", Orkun SEN™

"Dr. Ogr. Uyesi, Anadolu Universitesi, nbozturk@anadolu.edu.tr
Ogr. Gor., Anadolu Universitesi, orkuns@anadolu.edu.tr

Ozet

Is yasaminda kiiresel boyutta gerceklesen degisim ve yenilikcilik kavrami, mikro ve makro boyutta ele
alinabilecegi gibi aym zamanda bireysel ve kurumsal olarak da incelenebilmektedir. Is yasaminda, cografi olarak
kurumsal yapilarin ihtiyaglar1 degisebilmekte ve Ozellikle adaylarm kendilerini bu dogrultuda gelistirmesi
beklenmektedir. Ayn1 zamanda, kiiresel rekabet ve kiiresel ekonomi bagliklari altinda, adaylardan istenen
ozellikler farklilik gosterebilecegi gibi benzer niteliklere sahip adaylar da aranabilmektedir. Bu arastirmada
Tirkiye’de ve Diinya genelinde yer alan yonetici asistant ve sekreter is ilanlar1 karsilastirilarak icerik analizi
yontemiyle incelenmistir. Veriler, Tiirkiye’de ve Diinya genelinde yer alan is ilani internet sitelerinden elde
edilmis ve kurumlarin istedikleri nitelikler ulusal ve uluslararasi karsilastirilarak ele alinmustir.

Anahtar Kelimeler: Yonetici Asistanligi, Sekreterlik, Is Ilanlar1, Kurumsal Yaps, igerik Analizi.

AN INTERNATIONAL LEVEL COMPARISON OF JOB ADS FOR EXECUTIVE
ASSISTANTS AND SECRETARY: A CONTENT ANALYSIS

Abstract

The concept of change and innovation at the global level in the business life can be examined both in micro and
macro dimensions as well as individually and institutionally. In the business life, the needs of institutional
structures can be differentiated geographically and candidates are particularly expected to develop themselves
through this direction. Meanwhile, under the headings of global competition and global economy, the
qualifications expected from the candidates may differ as well as having similar qualifications may be looked
for. In this study, by comparing the ads of executive assistant and secretary published in Turkey and all of the
world were analyzed by adopting content analysis. Data’s were collected from the job ads-web sites running in
Turkey and throughout the world and qualifications they want were discussed by comparing and contrasting in
the national and international levels.

Keyword: Executive Assistant, Secretary, Job Ads, Institutional Structure, Content Analysis.
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TOPLAM KALITE YONETIMININ ORGUTSEL VATANDASLIK DAVRANISI iLE
ILISKisSi
Zekai OZTURK', Ayse Nur TURKOGLU ™, Feride DUSUNGULU™

"Dog. Dr., Gazi Universitesi, zozurk@gazi.edu.tr
_ Ars. Gor., Beykent Universitesi, aysenur0642@gmail.com
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Ozet

Bu caligmanin amaci ¢agdas yonetim yaklasimlarindan biri olan ve saglik hizmetlerinde de kullanimi popiiler
hale gelmis olan toplam kalite yonetimi (TKY) yaklagiminin drgiitsel vatandaslik davranist (OVD) ile iliskisinin
incelenmesidir. Bu g¢alismada betimsel iliskisel tarama modeli kullanilmigtir. Yontem olarak soru Olgegi
uygulamast yapilmistir. Arastirmanin evrenini Ankara’da bir 6zel hastanede gorev yapan idari personel
olusturmaktadir. Arastirmada evrenin tamamina ulasildigi i¢in 6rneklem alinmamistir. Bu ¢alismanin profilini
25 yonetici, 72 ig goren olmak lizere toplamda 97 kisi olusturmaktadir. Arastirma sonucunda; katilimeilarin
toplam kalite yonetimine yonelik yaklasimlari ile orgiitsel vatandaslik davraniglari arasinda orta diizeyde pozitif
yonlii korelasyon oldugu goriilmiistiir (r=60). Korelasyon katsayisi1 pozitif oldugu icin toplam kalite yonetimi
yaklasimlart ile orgiitsel vatandaglik davraniglari arasinda dogrusal bir iliski oldugu ortaya ¢ikmuis, katilimeilarin
toplam kalite yonetimine yonelik algilama diizeyleri arttik¢a orgiitsel vatandaslik davraniglarinin da ayni oranda
arttig1 saptanmustir.

Anahtar Kelimeler: Toplam Kalite Yonetimi, Saglik Hizmetleri, Orgiitsel Vatandaslik Davranisi, Hastane Idari
Personeli, Ankara.

THE RELATIONSHIP BETWEEN TOTAL QUALITY MANAGEMENT (TQM) and
ORGANIZATIONAL CITIZENSHIP BEHAVIOR(OCB)

Abstract

The aim of this study is to examine the relationship between total quality management (TQM) approach and
organizational citizenship behavior (OCB) which is one of the contemporary management approaches and has
recently become popular in health care services. In this study, descriptive and relational scanning model was
used and question scale application was done as a method. The universe of this research is the administrative
staff working in a private hospital in Ankara. Since the universe was reached in the study, no sample was taken.
The profile of this study consists of 97 people, 25 managers, 72 occupations. As a result of the research; there
was moderate positive correlation between participants' attitudes towards total quality management and
organizational citizenship behavior (r=60). Since the correlation coefficient is positive, it is found that there is a
linear relationship between total quality management approaches and organizational citizenship behaviors. As a
result, organizational citizenship behaviors will increase in the same way as participants' perception levels
towards total quality management.

Keywords: Total Quality Management (TQM), Health Service, Organizational Citizenship Behavior (OCB),
Hospital Administrative Staff, Ankara.
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CAGRI HACMINi TAHMIN ETME YONTEMLERI’ NiN ANALIiZi

Serkan D. KOSOCAYDAN"

" Ogr. Gér., Biilent Ecevit Universitesi, sdeniz.kosocaydan@beun.edu.tr
Ozet

Cagr1 merkezlerine ne kadar g¢agri gelecegini tahmin etmek baghi basina bir problemdir. Dogru tahmin
yapilamadig1 zaman temsilcilere gelen yogun ¢agrilar nedeniyle verilen hizmetin kalitesi ve hizmet seviyesi
diiser, buna bagli olarak miisteri memnuniyeti azalir, iptaller baslar. Bu nedenle gelecekteki ¢agr1 hacmini
tahmin etmek igin en yeni diisiince ve teknikleri siirekli takip etmek gerekmektedir. Iletisim merkezleri
gelecekteki ¢agri hacmini 6ngorebilmek icin zengin miktarda kendi tarihsel verilerinden yararlanir. Tarihsel
veriler ¢agr yiikiinli tahmin etmek igin en iyi ihtimalleri sunabilmelidir. Ancak ¢ogu zaman tarihsel veriler ile
gerceklesen ¢agri sayilart farkli olabilmektedir. Bu calismada, iletisim merkezlerinde ¢agr1 yiikii tahminleri
olusturmak icin onde gelen modelleri incelenmektedir. Bu modeller: Uglii Ustel Yumusatma Modeli (Holt’s
Winters), ARIMA Modeli (Otomatik Azalan Birlesmis Hareketli Ortalama), Sinirsel Aglar Modeli, Coklu
Zamansal Birlestirme Modeli, Erlang Katsayis1t modelidir. Calisma sonucuna gore: “Erlang Katsay1”s1 modeli
uygulandiginda, daha isabetli ¢agr1 hacmi tahmini yapilmis ve ¢agri merkezi hizmet verme hizinin %55’ten
%88’¢e ¢iktig1 gozlemlenmistir.

Anahtar Kelimeler: Cagri Merkezi Yonetimi, Cagr: Hacmi, Hizmet Seviyesi.

ANALYSIS OF CALL VOLUME FORECASTING METHODS

Abstract

Predicting daily call volume at call centers is a major problem. If the call volume can not be predicted correctly,
the quality of service falls. As a result, customer satisfaction decreases and cancellations begin. For this reason, it
is necessary to keep up with the latest ideas and techniques in order to estimate the future call volume.
Communication centers use their historical data in rich amounts to foresee future call volume. Historical data
should be able to provide the best chance to predict the call load. However, often the historical data do not fit the
reality. This article examines the leading models for creating call load estimates in contact centers. These models
are shown as: Holt's Winters, ARIMA Model (Automatic Decreasing Moving Average), Neural Networks
Model, Multiple Temporal Combination Model, Erlang Coefficient models. According to the study result: when
the "Erlang Coefficient" model was applied, more accurate call volume estimation was made and it was observed
that call center service speed increased from 55% to 88%.

Keywords: Call Center Management, Call Volume, Service Level.
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BARTIN UNIVERSITESI SAGLIK HIZMETLERiIi MESLEK YUKSEKOKULU
OGRENCILERININ MESLEKi UYGULAMA DERSINE BAKIS ACILARININ
DEGERLENDIRILMESI

Oznur KIRMIZI AY", Birgiil ALTUG"™, Funda YILDIRIM™

* Ogr. Gor., Bartin Universitesi, oznuray@bartin.edu.tr
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Ozet

Tanimlayici nitelikteki bu ¢aligmanin amaci dgrencilerin mesleki uygulama ile ilgili sorunlarint belirlemek ve
¢Oziim Onerileri getirmektir. Giiniimiizde yardimc1 saglik personeli egitimleri hem teorik hem uygulamali olarak
onlisans diizeyindeki saglik hizmetleri meslek yiliksekokullarinda verilmektedir. Mesleki uygulama egitimlerinde
amag; sadece 0grencilerin alanlari ile ilgili deneyim kazanmalart degildir. Bunun yaninda diisiinen arastirabilen,
sanatsal duyarliligi olan, 6zglivene sahip, girisimci bir kitlenin yetistirilmesi de amaglanmaktadir. Tanimlayici
ozellikte olan bu galismanin evrenini Bartin Universitesi Saglik Hizmetleri Meslek Yiiksekokulunda okuyan ve
mesleki uygulama dersi alan, 6rneklemini basit rastgele secilen 171 6grenci olusturmustur. Veriler anket formu
kullanilarak elde edilmistir. Elde edilen bu veriler SPSS 20.0 paket programindan yararlanilarak analiz
edilmigtir. Arastirma sonucu Mesleki uygulama dersinin 6grencilerin mesleki gelisimleri i¢in faydali oldugu
goriilmekte, mesleki uygulama siirelerinin yeniden gbzden gegirilmesinin daha faydali olacag: diisiiniilmektedir.
Uygulama birimlerinin gelistirilmesi ve birimlerdeki saglik personelinin Ogrencileri benimsemesi adina
farkindalik egitimleri diizenlenmesi Onerilebilir. Uygulama yapilan Saglik kurumlartyla yiiksekokullar arasinda
iletisim kuvvetlendirilerek isbirlikleri saglanmasi faydali olacaktir.

Anahtar Kelimeler: Mesleki Uygulama, Egitim, Teknoloji, Ekonomi, Saglik.

ASSESSING THE ASPECTS OF HEALTH SERVICES VOCATIONAL SCHOOL’S
STUDENTS TOWARDS PROFESSIONAL PRACTICE COURSE IN BARTIN
UNIVERSITY

Abstract

The aim of this this study with a descriptive nature is to identify the problems of the students regarding the
professional practice and to offer solutions. Today, assistant health personnel trainings are provided both at
theoretical and practical level at the vocational schools of health service at the associate’s degree. The purpose of
vocational practice training is not only student’s gaining experience in their field. In addition to this, it is also
aimed to raise an entrepreneurial and able-minded crowd with artistic sensitivity and self-confidence. The target
population of this study, which has descriptive nature, is composed of students, who study at Bartin University
Vocational School of Health Services and take professional practice course and the sample of this study is
composed of 171 students randomly selected. The data were collected by a questionnaire form consisting of
questions. The data obtained were analysed using SPSS 20.0 package program and distribution charts were
created. As a result of the research, It is observed that the vocational training course is beneficial for the
professional development of the students however, it is thought to be more beneficial to re-examine the length of
professional practice organizing awareness trainings may be suggested in order to develop practicing units and to
enable health personnel for adopting the students. It will be beneficial to strengthen cooperation and
communication between the health institutions, in which the practice is performed, and the higher schools.

Keywords: Professional Practice, Education, Technology, Economics, Health.
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BURO YONETIMIi VE YONETICi ASISTANLIGI ONLiSANS PROGRAMLARI
MUFREDATLARI UZERINE BiR ARASTIRMA

ilknur KILIC*, Havva TARAKCI ™~

“Ogr. Gor., Cankiri Karatekin Universitesi, ilknurkilic@Kkaratekin.edu.tr
Ogr. Gor., Hitit Universitesi, havvatarakci@hitit.edu.tr

Ozet

Ozellikle 1980°1i yillardan itibaren artan teknolojik yenilikler, is diinyasinda da hizli degisimlere yol agmistir. Is
diinyasinda maddi varliklar kadar nitelikli emek kavranmi da 6nem kazanmistir. Is diinyasindaki bu gelismeler ile
birlikte, iist diizey yoneticiler ve firma sahiplerinin, yonetici asistanligi meslegini yiiriitenlerden beklentilerinde
de degisiklikler yasamigtir. Artik yonetici asistanlari, profesyonel bilgi ve becerilere sahip, donanimli, iletisim
yetenekleri gelismis, bilgi-zaman ve krizi yonetebilen, uzman kisiler olarak tanimlanmistir. Bu ¢alismanin
amaci, is diinyasinin ihtiya¢ duydugu kriterleri karsilayan yonetici asistanlarini yetistirmeyi amag¢ edinen
onlisans programlarindaki, ders programlart ve miifredatlarin incelenmesi ve miifredatlarin tutarliliklarinin
ortaya konulmasidir. Calisma kapsaminda Tiirkiye’de devlet ve vakif iiniversitelerindeki meslek yiiksekokullar1
bilinyesinde bulunan 6nlisans diizeyindeki Biiro Yonetimi ve Yonetici Asistanligt programlari ele alinacak,
derslerin kredi ve yiikleri, kazanimlari, programimn iist 6grenimine hazirlayan derslerin varligi agisindan
miifredatlar degerlendirilecektir. Veriler, tarama ve dokiiman analizi yontemiyle elde edilecektir. Arastirma
sonucundaki veriler, Tiirkiye’deki Biiro Yonetimi ve Yonetici Asistanligi Programlarindaki miifredatlarda birlik
ve uyumun saglanmasi agisindan kaynak niteligi tagiyacaktir.

Anahtar Kelimeler: Biiro Yonetimi, Miifredat, Yo6netici Asistanlig.

A RESEARCH ON CURRICULUM OF ASSOCIATE DEGREE PROGRAMS OF
OFFICE MANAGEMENT AND EXECUTIVE ASSISTANT

Abstract

Especially since the 1980s, technological innovations have led to rapid changes in the business world. The
concept of qualified labor has gained importance in the world of business as well as material assets. Along with
these developments in the business world, senior executives and firm owners have also changed their
expectations from executives in the executive assistant profession. Administrative assistants are now defined as
professionals who have professional knowledge and skills, are well-equipped, have improved communication
skills, can manage the knowledge-time and crisis. The aim of this study is to examine the curricula of associate
degree programs aimed at training executive assistants meeting the criteria required by the business world. In the
study, Office Management in vocational schools in the state and private universities in Turkey and Executive
Assistant associate degree programs will be discussed. The curriculum will be evaluated in terms of courses,
credits of courses, consistency of courses, suitability of courses for a higher program. The data will be obtained
by document analysis. The results of the research will be a source of unity and harmony in the curriculum.

Keywords: Office Management, Curriculum, Executive Assistant.
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TIBBi SEKRETERLERIN GENEL SiNiZM DUZEYLERIi UZERINE BiR ALAN
CALISMASI

*
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" Yiiksek Lisans Ogrenpisi, Trakya Universitesi, canan.bulut@outlook.com
_ Ogr. Gor., Istinye Universitesi, dkolca@istinye.edu.tr
Ogr. Gér., Altinbas Universitesi, agitferhatozel 72@gmail.com

Ozet

Sinizm; yasanan durumlara kars1 stirekli yargilayict sekilde yaklasan, tatmin olmayan, memnuniyetsiz, kisisel
cikarlarini 6n planda tutan ve ¢ogunlukla negatif fikirlerini olan bireylere yonelik bir fikir sistemidir. Sinizm
iizerine yapilan calismalar; teknolojik gelismelere paralel olarak beraberinde rekabet platformu yaratmasi,
ekonomik bunalim, toplu is sdzlesmelerinin feshedilmesi, iicretlendirme politikasinin yeterli olmamasi ve
isgorenlerin uzun c¢alisma siireleri caliganlarin orgiitlerine yonelik negatif tutumlar sergilemesine sebep
olabilecegi goriilmiistiir. Saglik sektoriinde sinik bir ¢alisan; ¢alisma arkadaslarina, kurumuna ve hatta hastalara
giivensiz davranabilmektedir. Bu acidan sinizm saglik hizmet sunumunda olduk¢a Onemli bir kavram
olmaktadir. Calisma ile, Tibbi sekreterlerin genel sinizm algisi arastirtlmistir. Caligmanin 6rneklemini;
Diyarbakir ili Ozel Veni Vidi Hastanesi ve Edirne ili Ozel Ekol Hastanelerinden toplam 87 tibbi sekreter
olusturmaktadir. Toplanan veriler iizerinde T-Analizi ve ANOVA analizi yapilmigtir. ANOVA analizine gére
mesleki deneyim siiresi ile genel sinizm arasinda, egitim diizeyi ve calisilan birim ile genel sinizm arasinda
anlamli farklilik oldugu tespit edilmistir.

Anahtar Kelimeler: Sinizm, Genel Sinizm, T1ibbi Sekreter.

A FIELD STUDY ON MEDICAL SECRETARIES’ GENERAL CYNICISM LEVELS

Abstract

Cynicism; is an idea system for individuals who approach judgmental to experienced situations, are not pleased,
are dissatisfied, give importance to their personal gains and mostly have negative ideas. Studies conducted on
cynicism showed that workers have negative attitude when the competition coexisting with technological
improvements, economic crisis, abolishment of collective labor agreements, price policy’s not being adequate
and workers’ long working hours taken into consideration. A cynic worker working in health sector can behave
insecure to his coworkers, his institution and even patients. In this respect, cynicism is a quite important concept
in offering health care. This study investigates secretaries’ general cynicism perception. Sample of this study
comprises 87 medical secretaries” who work in Private Veni Vidi Hospital in Diyarbakir and Private Ekol
Hospital in Edirne. T-test and ANOVA was used in analyzing of data. According to ANOVA analysis, there is a
meaningful difference between experience and general cynicism, education level and working department and
general cynicism.

Keywords: Cynicism, General Cynicism, Medical Secretary.
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SINAVLI VE SINAVSIZ GECIS iLE YERLESEN BURO YONETIMi
OGRENCILERININ MOTiVASYON DURUMLARININ iNCELENMESI

*

Hatice KARACA", Aysenur ACIKEL"", Erdal GULER™

" Ogr. Gér., Bartin Universitesi, hkaraca@bartin.edu.tr
Ogr. Gor., Bartin Universitesi, aacikel@bartin.edu.tr
Ogr. Gor., Bartin Universitesi, erdal.gurel@bartin.edu.tr

Ozet

Bu arastirmanin amaci, sinavli ve sinavsiz yerlesen biiro yonetimi ve yonetici asistanlifi 6grencilerinin
motivasyon durumlarinin Kargilastirilmasidir. Arastirma, smavli ve smavsiz yerlesen Ogrenciler arasinda
motivasyon diizeyleri agisindan nasil bir iligki oldugunu tespit etmek acisindan dnemlidir. Aragtirmanin evreni,
Bartin Universitesi Ulus Meslek Yiiksekokulu biiro yonetimi ve yonetici asistanligi dgrencileridir. Arastirmanin
orneklemi ise, 2016-2017 Egitim-Ogretim doneminde sinavsiz yerlesen ve 2017-2018 Egitim-Ogretim
doneminde sinavla yerlesen 45 bolim 6grencisidir. Arastirmada, 6grencilerin motivasyon durumlarini dlgmeye
yonelik 32 sorudan olusan besli likert tipi anket uygulanacaktir. Elde edilen veriler SPSS 18.0 programu ile
analiz edilecektir.

Anahtar Kelimeler: Motivasyon, Sinavsiz Gegis, Biiro Yonetimi.

EXAMINATION OF MOTIVATION SITUATIONS OF OFFICE
MANAGEMENT STUDENTS WHO SETTLED IN VOCATIONAL SCHOOLS WITH
AND WITHOUT EXAMINATION

Abstract

The aim of this research is to compare the motivational situation of the students of the office administration and
administrative assistant who settled without examination and without examination. Research is important to
determine how the level of motivation between students with and without examination is related to their level of
motivation. The universe of the research is Bartin University Ulus Vocational School office administration and
administrative assistant students. The sample of the study is 45 bureaucratic students who settled without
examination during the 2016-2017 academic year and who settled during the 2017-2018 academic year. In the
research, a five-point Likert-type questionnaire consisting of 32 questions will be applied to measure students'
motivation. SPSS 18.0 program will be applied for the analysis of the data.

Keywords: Motivation, Open Admission, Office Management.

19


mailto:hkaraca@bartin.edu.tr
mailto:aacikel@bartin.edu.tr
mailto:erdal.gurel@bartin.edu.tr

HITIT - BUROKON

T8 . ULUSAL BURO YONETIMI VE SEKRETERLIK KONGRESS

HITIT a4-5 MAYIS 2018 BURSKON
wates gy : = 2
e e v % ;-.'.' <\ & T Y
i - - S o

OFiS ORTAMINDA CALISANLARIN iS MOTiVASYONUNUN ARTIRILMASI
(HIiTIT UNIVERSITESI iKTiSADIi VE iDARI BILIMLER FAKULTESI ORNEGI)

Giilden ASAN
“ Dr. Ogr. Uyesi, Hitit Universitesi, guldenasan@hitit.edu.tr
Ozet

Calisan niifusun artmasiyla, ¢alisma hayatinda rekabet artmistir. Bunun sonucu olarak isverenler verimliligi
artirmak icin ¢aligmalar yapmaya baslamiglardir. Yapilan aragtirmalar gostermistir ki calisanlarla isverenler
arasinda c¢alisma barisinin saglanmasi, verimliligi artirmak icin bliyilk 6nem tagimaktadir. Bu calismada Hitit
Universitesi Iktisadi ve Idari Bilimler Fakiiltesinde gérev yapan 100 calisana is motivasyonunu etkileyen
durumlarin degerlendirilmesi amaciyla bireysel anket yontemi uygulanmistir. Calismanin g¢iktilarina gore
¢alisanlarin motivasyonunu olumlu yonde etkileyen en 6nemli parametre “yoneticilerin olumlu tutumlarimin
etkisi” olarak acgik ara farkla belirlenmistir. Béylece bunun tersi de “yoneticilerin olumsuz tutumlarinin etkisi”
motivasyonu diistiricii en 6nemli etki olarak goriilmektedir. Bunu takip eden diger parametreler; ¢aligma
arkadaglarinin destekleyici tutumlari, yeterli sosyal alanlarin olmasi, ¢alisanlarin fikirlerine deger verilmesi,
takdir gérmek ve yeterli fiziksel ortamin olumlu etkisi gibi etkenler sayilabilir. Calisma ¢iktilarinda stresin is
motivasyonuna etkisi farkli sekillerde degerlendirilmistir. % 25°lik bir kesim stresin motivasyonu olumlu
artirdigin belirtirken, % 14’lik kesimde stresin hi¢bir olumlu etkisi olmadigini belirtmislerdir.

Anahtar Kelimeler: Is Motivasyonu, Yénetici Tutumlari, Stres.

INCREASING BUSINESS MOTIVATION IN OFFICE WORKERS
(HITIT UNIVERSITY FACULTY OF ECONOMICS AND
ADMINISTRATIVE SCIENCES SAMPLE)

Abstract

With the increase of the working population, the competition in the working life has increased. As a result,
employers have begun work to increase productivity. Research has shown that ensuring peace of mind between
employees and employers is crucial to increasing productivity. In this study, an individual survey method was
applied to assess the conditions affecting the motivation of 100 employees working at Hitit University Faculty of
Economics and Administrative Sciences. According to the outputs of the study, the most important parameter
affecting the motivation of the employees in positive direction was determined as "the influence of the positive
attitudes of the managers". So the opposite is also seen as the most important effect of reducing the motivation of
"the negative effects of the manager's attitudes”. Other parameters that follow are; supportive attitudes of
colleagues, adequate social spaces, valuation of employees' opinions, appreciation and positive physical
environment. In the study output, the effect of stress on job motivation was evaluated in different ways. A 25%
stated that stress increased motivation positively, while 14% indicated that stress had no positive effect.

Keywords: Job Motivation, Manager Attitudes, Stress.
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BURO YONETIMIi VE YONETICi ASISTANLIGI PROGRAMI
AKADEMISYENLERININ KONGRE TERCIiH UNSURLARI

Cansu BOZDOGAN", Gamze AY"™"

. @gr. Gor., Eskisehir Osmangazi }'Jniversitesi, cozturk@ogu.edu.tr
Ogr. Gor., Eskisehir Osmangazi Universitesi, gamze.ay@ogu.edu.tr

Ozet

Akademik paylasimlarda bulunulan kongre organizasyonlar1 son yillarda artis gostermistir. Kongre yoneticileri
olabildigince fazla sayida katilimci sayisina ulasabilmek, kongre ev sahipligi yapan kurum hakkinda olumlu imaj
olusturabilmek ve iyi bir kongre yonetebilmek icin; katilimeilarin kongre tercih kararlarina etki eden faktorlerin
belirlenmesine ihtiya¢ duymaktadir. Bu konudan hareketle ¢alismanin amaci; Biiro yonetimi ve Yonetici
Asistanligi Programi’nda gérev yapmakta olan akademisyenlerin mevcut durumlarinin tespit edilmesi ve ulusal
veya uluslararasi herhangi bir kongreye katilmig olan akademisyenlerin kongre tercih Olgiitlerinin
belirlenmesidir. Arastirmanin 6rneklemini {iniversitelerin web sayfalarindan e-posta adreslerine ulasilabilir olan
314 akademisyen olusturmaktadir. Arastirmanin birinci boliimiinde Biiro Yo6netimi ve YoOnetici Asistanlhigi
programinda gorev yapmakta olan akademisyenlerin mevcut durumlart ile ilgili istatistiki bilgilere ver
verilmistir; ikinci boliimiinde ise akademisyenlerin kongre tercih unsurlarinda 6ne ¢ikan faktorlerin neler oldugu
ve bazi degiskenlere gore kongre tercih unsurlarinda farklilik olup olmadigi belirlenmeye ¢alisilmistir.

Anahtar Kelimeler: Kongre Tercih Unsurlari, Biiro Yonetimi ve Yonetici Asistanligi, Akademik Personel.

CONGRESS PREFERENCE ELEMENTS FOR OFFICE MANAGEMENT AND
ADMINISTRATOR ASSISTANCE PROGRAM ACADEMICIANS

Abstract

Congress organizations with academic exchanges have increased in recent years. Congress manager need to
determine the factors that influence congress preference decisions of participants to reach a large number of
participants, to create a positive image about the institution hosting the congress and to manage a good congress.
In this way purpose of the study; It is to determine the present conditions of the academicians who are working
in the Office Management and Executive Assistance Program and to determine the congressional preference
criteria of the academicians participating in any national or international congress. The sample of the research
consists of 314 academicians whose e-mail addresses can be reached from the web pages of the universities. In
the first part, there is statistical information about the current situation of the academicians who are working in
the Office Management and Executive Assistance program. In the second part, it was attempted to determine
what factors are important in the congressional preference elements of the academicians and whether there are
differences in congress preference elements according to some variables.

Keywords: Congress Preference Elements, Office Management and Executive Assistance, Academical Personal.
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ORGUTSEL SESSIiZLiK DAVRANISLARI VE ORGUTSEL SESSIiZLiGIN
YONETICIi ASISTANI ACISINDAN DEGERLENDIRILMESINE YONELIK BiR
LITERATUR CALISMASI

ilham YILMAZ', Gokce KAFKAS DURMUS ™

“Ogr. Gor., Manisa Celal Bayar Universitesi, ilhamyilmaz@gmail.com
“ Ogr. Gor., Manisa Celal Bayar Universitesi, gokcekafkas@gmail.com

Ozet

Sanayi Devrimi sonrasi isletmelerde yasanan hizli degisim bir yandan teknolojik, diger yandan da ¢alisanlarin
psikolojik ve sosyal agidan iyilestirilmesini beraberinde getirmistir. Konuya verimlilik ve karlilik agisindan
bakan isletmeler, calisanlarin 6zellikle psikolojik agidan rahat olmadiklar siirece bu hedefi saglayamadiklari
gergegi ile karsi karsiya kalmaktadir. Teknolojik ya da psikolojik-sosyolojik nedenlerle olumsuz sartlara sahip
isletmelerde calisanlar karsilagtiklari problemleri veya gesitli is gelistirme Onerilerini yoneticilere veya diger
calisanlara sdylemeye ¢ekinmektedirler. Son yillarda isletmelerde bu konular giindeme gelmekte ve “Orgiitsel
Sessizlik” olarak adlandirilmaktadir.

Is yerinde ¢ok 6nemli bir iletisim merkezi konumunda olan ve ydnetimin, ydneticinin en yakiminda bulunan
Yoénetici Asistanlar agisindan  Orgiitsel Sessizlik” kavramn ile kars1 karsiya kalmak cok daha fazla énem arz
etmektedir. Bu calisman amaci Orgiitsel Sessizlik Yapilan bu kavramsal calismayla da orgiitsel sessizlik ve
orgiitsel sessizlik iklimi tanimlanmakta, bu kavrami yonetici asistanindan beklenen davraniglar agisindan
incelemeye ¢aligmaktir. Bu amagla konuyla ilgili olan literatiir taramasi yapilmustir.

Anahtar Kelimeler; Orgiit, Orgiitsel Sessizlik, Sessizlik, Yénetici Asistani.

A LITERATURE STUDY ON ORGANIZATIONAL SILENCE AND THE
EVALUATION OF ORGANIZATIONAL SILENCE IN TERMS OF EXECUTIVE
ASSISTANT BEHAVIORS

Abstract

A rapid change in post-Industrial managements led to technological improvements on one hand and social and
psychological improvements of the employees on the other. Managements face the fact that they cannot achieve
the efficiency and profitability if the employees are not comfortable, especially psychologically. Employees
working in managements with adverse conditions caused by technological or psycho-sociological reasons are
hesitant to share the problems they face or the various business development proposals with their managers or
other employees. In recent years, these issues have come up in managements and are named "Organizational
Silence".

Facing the concept of "Organizational Silence" is of a more importance for the executive Assistants who held a
crucial position of a central communication center in the workplace and who are the closest to the
administrations and the managers. The aim of this conceptual study is to define organizational silence and
organizational silence climate and to investigate the concept in terms of executive assistant's expected behaviors.
A literature review has been made for this purpose.

Keywords: Organization, Organizational Silence, Silence, Executive/Administrative Assistant.
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YONETICILERIN LIDERLIK DAVRANISLARININ CALISANLARIN PSIKOLOJIK
SERMAYELERINE ETKIiSI

Gamze AY", Cansu BOZDOGAN"™"

) Ogr Gor., Eskisehir Osmangazi U.I.liversitesi, gamze.ay@ogu.edu.tr
Ogr. Gor., Eskisehir Osmangazi Universitesi, cozturk@ogu.edu.tr

Ozet

Bilgi yoneticileri olan kurum liderlerinin davraniglarinin ¢alisanlar iizerinde etkisi oldugu disiiniilmektedir.
Modern yonetim doneminde, isletmeler, insan kaynaklarini sermayeye doniistiirebilmek igin yeni ydnetim
stillerine ihtiya¢ duyabilir. Pozitif psikoloji ve olumlu orgiitsel davranis alanlariyla ilgili olan psikolojik
sermaye, ¢alisanlarin gii¢lii yonlerinin ortaya ¢ikarilmasi ve farkli yonetim tarzlariyla gelistirilebilmesi agisindan
onemli oldugu disiiniilmektedir. Calismanin 6rneklemi Gaziantep ilinde organize sanayi bolgesindeki 167
¢alisandan olugmaktadir. Veriler anket yontemi ile Liderlik Davraniglari ve Pozitif Psikolojik Sermaye dlgekleri
kullanilarak toplanmigtir. Aragtirma sonucunda bazi demografik degiskenler agisindan g¢alisanlarin psikolojik
sermaye diizeylerindeki farkliliklar degerlendirilecek ve yoneticilerin liderlik davranislarinin g¢alisanlarin
psikolojik sermaye diizeyleri lizerine etkisi arastirilacaktir.

Anahtar Kelimeler: Liderlik Davranislar1, Psikolojik Sermaye, Calisanlar.

EFFECTS OF MANAGERS’ LEADERSHIP BEHAVIORS ON
PSYCHOLOGICAL CAPITAL OF EMPLOYEES

Abstract

It is thought that the behaviors of institutional leaders, who are information managers, have an effect on
employees. In the modern era of management, businesses may need new management styles to transform their
human resources into capital. Psychological capital, which is related to positive psychology and positive
organizational behavior areas, is thought to be important in terms of finding out the strengths of the employees
and developing them with different management styles. The sample of the study consists of 167 employees in
the organized industrial zone in Gaziantep. Data were collected using the survey method, Leadership Behaviors
and Positive Psychological Capital scales. As a result of research; the differences in psychological capital levels
of employees will be evaluated in terms of some demographic variables and the effect of manager's leadership
behaviors on psychological capital levels of employees will be investigated.

Keywords: Leadership Behaviors, Psychological Capital, Employees.
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BURO YONETIMi VE SEKRETERLIK ALANINDA YAYINLANAN
MAKALELERIN BiBLIYOMETRIK ANALIZI

Nuran OZTURK BASPINAR", Ozgiir Dogan GURCU™, Cansu BOZDOGAN™™, Gamze AY™™"

“Dr. Ogretim Uyesi, Anadolu Universitesi, nbozturk@anadolu.edu.tr,
" Ogr. Gor., Yalova Universitesi, ozgurgurcu@gmail,com,
" Ogr. Gor., Eskisehir Osmangazi Universitesi, cansuu.ozturk@gmail.com,
" Ogr. Gor., Eskisehir Osmangazi Universitesi, gamzeay84@hotmail.com.

Ozet

Bu caligmada, Tiirkiye’de Biiro Yonetimi ve Sekreterlik yazininin son 5 yilinin profilini ¢ikarmak amaciyla,
2013-2017 yillar1 arasinda 3 hakemli akademik dergide yayinlanmis makaleler, bibliyometrik yontemle
incelenmistir. Bu kapsamda SDU Sosyal Bilimler Dergisi, PJESS ve EJOVOC dergilerinin web siteleri
tizerinden erigim saglanan 125 makale degerlendirmeye alinmistir. Calismada, makalelerin temel arastirma
alanlari, yazar sayilari, kaynak sayilari, atif yapilan dergiler, aldiklar1 atiflar gibi 6zellikleri analiz edilerek
bulgular tartistlmistir. En fazla ¢alisilan konularin ergonomi, iletisim ve drgiitsel davranis oldugu, Yonetim ve
Egitim Bilimleri temel bilim alanlarina odaklanildig1, en fazla yaym yapan kurumlar arasinda Gazi Universitesi
ve Siileyman Demirel Universitesinin oldugu, 62 farkli kurumdan 195 arastirmacinin alana katkida bulundugu,
125 makaleye 126 kez atifta bulunuldugu, ¢alismalarin genellikle 2 yazar tarafindan yapildigi, sayfa sayisi
ortalamasinin 13, kaynak sayis1 ortalamasinin 18 oldugu, yerli kaynaklara daha fazla atif yapildigi ¢aligmanin
bulgulari arasindadir. Calisma sonucunda yazarlarin birbirlerinin ¢aligmalarini takip ettigi, atif sayilarinin kabul
edilebilir oranda oldugu bununla birlikte alan1 yonlendiren merkezi bir yapinin heniiz olusmadigi, moda
kavramlarin siklikla galisildigi gibi sonuglara ulasilmistir.

Anahtar Kelimeler: Bibliyometri, Ejovoc, Biiro Yonetimi ve Sekreterlik.

BIBLIOMETRIC ANALYSIS OF ARTICLES PUBLISHED IN THE FIELD OF
OFFICE MANAGEMENT AND SECRETARIAL

Abstract

In this research, office management and secretarial articles which were published between 2013-2017 in three
different peer-reviewed academic journals have been analyzed through bibliometric method in order to create a
profile of last 5 years of office management and secretarial literature in Turkey. Within this scope, 125 articles
published in SDU Social Sciences Journal, PJESS and EJOVOC journals were evaluated which are accessed via
web sites. In the study, research trends and main topics, references numbers, cited journals, citations they receive
and number of the authors have been analyzed and findings have been discussed. The most studied topics are
ergonomics, communication and organizational behavior, the focus is on the main science fields are
Management and Educational Sciences, Gazi University and Siilleyman Demirel University, among the top
publishing institutions, 195 researchers from 62 different institutions contribute to the field, 125 articles are cited
126 times, where studies are usually done by 2 authors, the average number of pages is 13, the average number
of references is 18 were found. As a result of this research, authors follow each other and citation numbers are
promising with which the results have been achieved, as fashion concepts are often studied, in which a central
structure that guides the field has not yet formed.

Keywords: Bibliometri, Ejovoc, Office Management and Secretarial.
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CAGRI MERKEZi CALISANLARININ CAGRI MERKEZi TEKNOLOJILERi VE
SIBER SALDIRI-TEHDIT FARKINDALIKLARI

Sami ACAR”, Selin Aygen ZETTER™, Nuran Oztiirk BASPINAR ™"

"Dr. Ogr. Uyesi, Gazi Universitesi, samiacar@gazi.edu.tr
Dr. Ogr. Uyesi, Akdeniz Universitesi, selinaygen@akdeniz.edu.tr
Dr. Ogr. Uyesi, Anadolu Universitesi, nbozturk@anadolu.edu.tr

Ozet

Aragtirmanin temel amaci, ¢agri merkezi ¢alisanlarinin ¢agri merkezi teknolojileri ve siber saldiri-tehdit
farkindaliklarini ortaya koymaktadir. Bu amag¢ dogrultusunda arastirma, nicel verilere dayali tarama arastirmasi
olarak tek grup son test seklinde desenlenmistir. Arastirmanin ¢aligma grubunu, Antalya bolgesindeki cagri
merkezlerinde calisan 48 cagri merkezi calisan1 olusturmaktadir. Arastirmada veriler, “Cagri Merkezi
Teknolojileri ve Siber Saldiri-Tehdit Farkindaligt (CMTSSTF)” 6lgegi ile elde edilmistir (a=0,92). Olgekte,
cagrt merkezi c¢alisanlarinin ¢agri merkezi teknolojileri farkindaligi boyutuna iliskin 8 madde (0=0,85), siber
saldiri-tehdit farkindalig1 boyutuna iliskin 8 madde (0=0,90) yer almustir.

Aragtirmada CMTTSSTF o6lgegi ile elde edilen verilerin analizi sonucunda; katilimeilarin ¢ogunun kadin
(%58,3), yas aralig1 olarak daha ¢ok 25-30 yas arasinda (%35,4), ¢agrt merkezinde ¢alisilan yil olarak ¢ogunun
1-5 yil araliginda (%70,8), ¢agr1 merkezindeki pozisyonu olarak yaridan fazlasinin (%66,7) ¢agri alic1 oldugu
bulgusuna ulasilmistir. Buna ilaveten, siber saldirt kavramini katilimeilarmin ¢ogunun (%83,3) o6nceden
duydugu, buna kargin bu konuda egitim alanlarin sayisinin olduk¢a az (%16,7) oldugu; benzer sekilde ¢agri
merkezi sistemleri giivenligi kavramim katilimcilarin ¢ogunun (%66,7) daha onceden duydugu, buna karsin
egitim alan katilimcilarin oraninin oldukca diisiik (%18,8) oldugu goézlenmistir. Cagr1 merkezi ¢alisanlarinin
cagr1 merkezi teknolojileri ile ilgili ¢agri dinleme ve yanit sistemleri, internet ve ag baglantis1 ve bilgisayar
donanimi farkindaliklarinin yiiksek; giivenlik duvari ve iletisim araclart yazilimlari farkindaliklarinin diistik
diizeyde oldugu goriilmiistiir. Cagri merkezi g¢alisanlarinin siber saldiri-tehdit teknolojileri ile ilgili taciz
saldirilar1 ve robot arama aldaticiligi, ses kimlik avciligt ve spam farkindaliklarinin yiiksek; sosyal tDos
saldirilari, SIP paket/ag seviyesinde saldirilar ve modem/ISP aramalari-faks istismari farkindaliklarinin disiik
diizeyde oldugu goézlenmistir. Ayrica arastirmada, ¢agri merkezi calisanlarinin ¢agri merkezi teknolojileri
farkindaliginin orta diizeyde (X=3,13), siber saldiri-tehdit teknolojileri farkindaliklarinin diigiik diizeyde (X=2,36)
oldugu goriilmiistiir. Cagr1 merkezi ¢aliganlarimin ¢agr1 merkezi teknolojileri ve siber saldiri-tehdit teknolojileri
farkindaliklart; cinsiyet, yas, ¢alisilan yil ve ¢agri merkezindeki pozisyon gibi ¢esitli demografik degiskenlere
gore incelenmis, bu degiskenlere gore anlamli bir farklilik bulunmamustir.

Arastirma bulgulart 1s18inda, ¢agr1 merkezi calisanlarinin ¢agri merkezi teknolojileri farkindaliklarinin orta
diizeyde, siber-saldir1 tehdit teknolojileri farkindaliklarinin diisiik diizeyde oldugu ve bu teknolojilere iligkin
farkindaliklariin  demografik degiskenlere gore oOnemli bir farklilik gostermedigi sonucuna varilmistir.
Arastirmaya ilgi duyan alanyazindaki arastirmacilara, daha fazla katilimcinin bulundugu farkli bolgelerdeki ¢agri
merkezlerinde ve farkli degiskenler boyutunda arastirmalar yapmalari 6nerilebilir.

Anahtar Kelimeler: Cagri Merkezleri, Cagr1 Merkezi Teknolojileri Farkindaligi, Siber Saldiri-Tehdit
Farkindalig.

CALL CENTER TECHNOLOGIES AND CYBER ATTACK-THREAT
AWARENESSES OF CALL CENTER EMPLOYEES

Abstract

The main aim of this research is to reveal call center technologies and cyber attack-threat awarenesses of call
center employees. In accordance with this purpose, the research designed as a quantative survey research based
on quantative data. The study group of the research is constituted of 48 call center employees working in the
province of Antalya. The data in the study is obtained with scale of “Call Center Technologies and Cyber
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Attack-Threat Aweranesses (CCTCATA)” (0=0,92). In the scale, there are 8 items related to call center
technologies awareness (0=0,85) and 8 items related to cyber attack-threat awareness (0=0,90) of call center
employees.

As a result of the analysis of the data obtained with scale of CCTCATA, it has been reached that most of
participants were women (%58,3), the age interval is mostly 25-30 years (%35,4), the year worked at the call
center is mostly within 1-5 years (%70,8), the position in the call center more than half of employees are call
receiver(%66,7). In addition to this findings, it is observed that most of participants (%83,3) are heard the term
of cyber threat before; however, the number of trainees about this topic are quite few (%16,7); similarly, most of
participants (%66,7) are heard the term of call center systems security; yet, the rate of trainees educated this
topic are very low (%18,8). It was found that call listening and response systems, internet and network
connection, and compture hardware awarenesses of call center technologies of call center employees are at a
high level; firewall and communication tools software awarenesses are at a low level. It was observed that
harrasing callers and robo-calling scams, voice phishing and spam awarenesses of cyber attack-threat are at a
high level; social telephony denial of service (tDos) attacks, SIP packet/network level attacks and modem/ISP
calls-fax abuse awareness are at low level. Furthermore, in this research, it was found that call center
technologies awareness of call center employees is at a medium-level (x=3,13), and cyber attack-threat
technologies awareness is at a low level (¥=2,36). Call center technologies and cyber attack-threat awarenesses
of call center employees were examined according to demographic variables such as gender, age, worked year
and position at call center, there was no significant difference according to these variables.

In the light of the research findings, we can say that call center technologies awareness of call center employees
is at a medium-level, cyber attack-threat technologies awareness is at a low level, and there is no significant
difference according to demographic variables related to these technologies. Researchers who are interested in
research can be encouraged to conduct similar studies in other regions call centers where more participants are
located, and in different variables.

Keywords: Call Centers, Call Center Technologies” Awareness, Cyber Attack-Threat Awareness.
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MYO OGRENCILERININ “YONETICi ASISTANLIGI VE SEKRETERLIK”
MESLEGINE ILiSKiN GORUSLERININ DEGERLENDIRILMESI

*

Aysun MOLLA KESOGLU", Kevser BURAN™, Berna GUR ™

" Ogr. Gor., Hitit Universitesi, aysunmolla@hitit.edu.tr
Ogr. Gor., Hitit Universitesi, kevserburan@hitit.edu.tr
Ogr. Gor., Hitit Universitesi, bernagur@hitit.edu.tr

Ozet

“Biiro Yonetimi ve Yonetici Asistanligi” bolimii mezunlart ¢agdas isletmecilik anlayigini benimseyen ve bu
anlayis ile tiim kamu-6zel sektor kurum ve kuruluslarda calisma imkani bulan ara elemanlardandir. {s ilanlarina
bakildiginda meslegin genis bir alan1 kapsamasi nedeniyle ilkogretim ile lisans arasi her seviyeden ve hemen
hemen her alandan kisilerin basgvuru yapabilecegi alternatif bir meslek olarak degerlendirildigi goriilmektedir. Bu
diisiinceden yola ¢ikarak arastirma kapsaminda, meslege ara eleman yetistiren “Biiro Yonetimi Ve Yonetici
Asistanligr Programu” ile aym kampiiste O0grenim goren farkli program Ogrencilerinin bolime iliskin
farkindaliklarinin dlciilmesi ve meslege bakis agilarimin degerlendirilmesi amaclanmaktadir. Hitit Universitesi
Teknik Bilimler Meslek Yiiksekokulunda (TBMYO) 2017-2018 egitim-6gretim yilinda 6grenim goren 2733
Ogrenci arastirmanin kapsamini olusturmaktadir. Arastirma verileri halen aktif olarak dgrenimine devam eden
goniillii 6grencilerden anket teknigi ile toplanmistir. Caligmanin béliimiin ve meslegin tanitim ¢alismalarina
olumlu yonde katki saglayacagi diisliniilmektedir.

Anahtar Kelimeler: Yonetici Asistanligi, Sekreterlik, Farkindalik.

EVALUATION OF VOCATIONAL COLLEGE STUDENTS' OPINIONS ON
"EXECUTIVE ASSISTANT AND SECRETARY" PROFESSION

Abstract

“Office Management and Executive Assistant" is a graduate whose graduates have adopted contemporary
management approach and have the opportunity to work in all public-private sector institutions and
organizations with this understanding. Looking at job advertisements, it is seen as an alternative profession to
apply from every level and almost every area between primary education and undergraduate due to the wide
scope of profession. It is aimed to evaluate the divisional awareness of the different students who are studying on
the same campus and the prospects of the profession with the "Office Management and Executive Assistance
Program”. 2733 students studying at the Hitit University Technical Sciences Vocational Collage (TSVC) in the
academic year of 2017-2018 constitute the scope of the research. Survey data were collected from volunteer
students who were still active. With this study, it is considered that the profession will contribute positively to
the promotion activities.

Keywords: Executive Assistant, Secretary, Awareness.
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YONETICI ASISTANLARININ MESLEKI YETERLILIKLERINE ILISKIN BiR
ARASTIRMA: CORUM iLi ORNEGI

Fkkk

S. Oznur SAKINC”, Kevser BURAN™, Zeki AKIN™, Mustafa GOKCE

“ Dr. Ogr. Uyesi, Hitit Universitesi, soznursakinc@hitit.edu.tr
Ogr. Gor., Hitit Universitesi, kevserburan@hitit.edu.tr
Ogr. Gor., Hitit Universitesi, zekiakin@hitit.edu.tr

Fkkk se

Ogr. Gor., Hitit Universitesi, mustafagokce @hitit.edu.tr

Ozet

Son yillarda mesleki yeterlilik kavrami her meslek grubu icin konusulan ve {izerinde c¢alisilan konulardan biri
haline gelmistir. Mesleki yeterlilik standartlari, ilgili meslegi yapmak icin gerekli olan yeterlilikleri belirleyip,
kisilerin islerini gerektigi gibi yapip yapmadiklarini kontrol etmede bu standartlari temel alma imkani
saglamaktadir. Kimi alanlarda mesleki yeterlilik standartlar1 belirlenmisken, pek ¢ok alanda ise halen belirleme
caligmalar1 siirmektedir. Biiro yonetimi ve yonetici asistanligi alaninda da heniiz kabul edilmis ve yayinlanmig
mesleki yeterlilikler bulunmamaktadir. Bu duruma katki saglamak amaciyla yapilan ¢alismada Corum Organize
Sanayi Bolgesi’nde (Corum OSB) halen gorev yapmakta olan yonetici asistanlari ve sekreterler aragtirma alani
olarak belirlenmistir. Bolgede calisan yonetici asistani1 ve sekreterlerin mevcut durum tespitinin yapilmast ve
mesleki yeterlilikler agisindan kendilerini hangi noktada gordiikleri degerlendirilmeye calisilmustir.

Corum OSB’de aktif olarak faaliyet gosteren 101 firma bulunmaktadir. Buna yonelik olarak 64 firmayla yapilan
yliz yiize goriismelerde toplam 44 yonetici asistanina mesleki yeterliliklere iliskin anket formu uygulanmistir.
Yonetici asistanlarinin mesleki yeterlilikleri demografik 6zellikleri agisindan karsilastirilmis; anket formlarinin
analizinde giivenilirlik analizi, Tek Yonlii Anova ve Tukey testleri uygulanmistir. Arastirma verilerine gore
yoOnetici asistanlar1 ve sekreterlerin su anki hizmet siireleri ve aylik gelir durumlar1 degiskenleri agisindan
mesleki yeterlilik diizeyleri arasinda belirgin farkliliklar goriilmiistiir. Bununla birlikte yonetici asistanlart ve
sekreterlerin %77’sinin alanla ilgili hi¢bir egitim almadig: da tespit edilmistir.

Anahtar Kelimeler: Yonetici Asistani, Mesleki Yeterlilikler, Organize Sanayi Bolgesi.

A RESEARCH OF VOCATIONAL COMPETENCE OF EXECUTIVE ASSISTANTS:
CORUM SAMPLE

Abstract

In recent years, the concept of professional competence has become one of the topics discussed and worked on
for each profession group. Vocational qualification standards determine the qualifications required to carry out
the relevant profession and enable them to base these standards on whether or not they perform their business as
required. In some areas vocational qualification standards have been established, while in many areas still studies
are ongoing. In the field of bureau management and executive assistancy there are not yet accepted and
published vocational competence. In order to contribute to this situation, executive assistants and secretaries who
are still working at Corum Organized Industrial Zone (OIZ) have been determined as research areas. Executive
assistants and secretaries working in the region have tried to assess the current situation and to see where they
see themselves in terms of professional qualifications.

Corum OIZ is active in 101 companies. For this purpose, a questionnaire about vocational qualifications has
been applied to 44 executive assistants in face-to-face meetings held with 64 companies. The vocational
competences of executive assistants were compared in terms of their demographic characteristics; reliability
analysis in the analysis of questionnaire forms, One Way Anova and Tukey tests were applied. According to the
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research data, there were significant differences between the levels of vocational competences in terms of
variables of current service hours and monthly income status of executive assistants and secretaries. However, it
was also found that 77% of executive assistants and secretaries did not receive any training in the field.

Keywords: Executive Assistants, Professional Qualifications, Organized Industrial Zone.
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BURO YONETIMIi VE YONETICi ASISTANLIGI PROGRAMININ EGITIM
SURECINDEKI PARADOKSU VE KARIYER ACISINDAN ETKISi

*

Hatice KARACA", Aysenur ACIKEL", Erdal GULER™

* Ogr. Gor., Bartin Universitesi, hkaraca@bartin.edu.tr
Ogr. Gér., Bartin Universitesi, aacikel@bartin.edu.tr
Ogr. Gor., Bartin Universitesi, erdal.gurel@bartin.edu.tr

Ozet

Modern toplumsal yapi, orgiitler {izerine insa edilmistir. Bu yap1 her gecen giin yeni yonetim teknikleriyle
gelismektedir. Kamu ve 6zel sektor ayrimi olmaksizin drgiitler, etkinlik ve verimlilik temelinde nitelikli insan
giicline ihtiya¢ duymaktadir. Dolayisiyla meslek yiiksekokullarindaki biiro yonetimi ve yonetici asistanligi
(BYYA) programi, bu tiir gereklilikle yeni program olarak acilmaktadir. Fakat ilgili programa kayit olan dgrenci
sayisi yillar bazinda artarken, buna kargin kayit silen Ogrencilerin sayisinda da bir artig goriilmektedir.
Aragtirmanin amaci, bu programdaki egitim-6gretim siirecinin Ogrencilerin kariyer tercihlerini ne ydnde
etkiledigini tespit etmektir. Arastirmanin evreni, Bartin Universitesi Ulus Meslek Yiiksekokulu BY YA programi
ogrencileridir. Arastirma, nitel arastirma yontemine dayalidir. Arastirma, amacl ornekleme yontemlerinden,
olgiite dayali drnekleme yontemini igermektedir. Arastirma grubundaki katilimcilar, egitim-6gretim planindaki
stirecin sonuna yaklasan 2. siif BYYA programi 6grencileridir. Veri toplama araci “gériigme” teknigidir.
Gortismeyle elde edilen verilerin kaydedilmesinde “not alma ydntemine” basvurulmus, goriisme tiirleri
icerisinde “goriisme formu” yaklasimi kullanilmistir. Verilerin rapor haline getirilmesinde “betimsel analiz
yaklagimina” yer verilmistir.

Anahtar Kelimeler: Biiro Yonetimi Ve Yonetici Asistanligi, Egitim, Bartin.

THE PARADOX AND CURRICULUM IMPACT OF THE OFFICE MANAGEMENT
AND EXECUTIVE ASSISTANCE PROGRAM IN THE EDUCATION PROCESS

Abstract

Modern social structure is built on organizations. This structure is developing every day with new management
techniques. Without a distinction between public and private sectors, organizations need qualified human power
on the basis of efficiency and efficiency. Therefore, the office management and executive assistant (BYYA)
program in vocational colleges opens up as a new program with this kind of necessity. However, while the
number of students enrolled in the program has increased over the years, there has been an increase in the
number of enrolled students. The purpose of the research is to determine how the educational process in this
program affects the career choices of the students. The universe of your research is the BYYA program students
of the Bartin University Ulus Vocational School. Research is based on qualitative research method. Research
includes measurement based sampling method from purposeful sampling methods. Participants in the research
group are students of the second-year BYYA program, which is approaching the end of the training program
plan. Data collection tool is "interview" technique. In the recording of the interviewed data, the "note taking
method" was used and the “interview form™ approach was used in the interview types. In the report, the
"descriptive analysis approach" was included.

Keywords: Office Management and Executive Assistance, Education, Bartin.
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BURO YONETIMI VE YONETICI ASISTANLIGI OGRENCILERININ SOSYAL
MEDYA TUTUMLARININ iNCELENMESI
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Ozet

Cocuklardan genclere, yaslilara kadar her yastan bireyin ilgilendigi, kullandig1 ve zamanlarinin biiyiik boliimiinii
harcadig1 sosyal medya ortamlari, akilli cep telefonlar1 ve internetin yayginlasmasiyla son yillarda en c¢ok
kullanilan iletisim araglarindan biri haline gelmistir. Bu baglamda &zellikle iiniversite gengligi sosyal medya
araglarinin en siki takipgileri ve kullanicilart durumundadir. Bu ¢alismayla 6n lisans diizeyinde egitim alan Biiro
Yonetimi ve Yonetici Asistanligi programi 6grencilerinin sosyal medya tutumlari belirlenmeye calisilmistir.
Aragtirma evreni olarak Hitit Universitesi Biiro Yonetimi ve Yonetici Asistanhig1 dgrencileri belirlenmis olup,
veriler yliz yiize anket yoluyla toplanmigtir. Aragtirma sonucunda Otrar ve Argin’ in (2015) ortaokul ve lise
dgrencilerinden elde ettigi verilerle gelistirdigi “Sosyal Medya Tutum Olgegi” nin {iniversite &grencileri {izerinde
uygulandiginda da gecerliligi ve giivenilirligini korudugu gorilmiistiir. Yapilan faktor analizi sonucunda toplam
varyansin %69,193’ iinii aciklayan 4 faktorlii 17 bilesenli bir yap1 elde edilmistir.

Anahtar Kelimeler: Biiro Yo6netimi ve Yonetici Asistanligi, Sosyal Medya, Tutum.

INVESTIGATION OF SOCIAL MEDIA ATTITUDES OF OFFICE MANAGEMENT
AND EXECUTIVE ASSISTANCE STUDENTS

Abstract

The social media environments in which from child to youngsters and to old people, use and spend a large part
of their time have become one of the most used communication tools in recent years with the widespread use of
smartphones and the internet. In this regard, especially the university youth is the most stringent followers and
users of social media tools. This study aims to determine the social media attitudes of the Office Management
and Executive Assistant program students who have educating at the associate degree level. As the research
universe, the students of the Hitit University Office Management and Executive Assistant program were been
determined and the data was collected through a questionnaire. The survey Otrar and Argin's (2015) has
developed with data obtained from middle school and high school students' “Social Attitude Scale” has shown to
maintain the validity and reliability when applied on the university students. As a result of the factor analysis, a 4
- factor structure with 17 components which accounts for 69,193% of the total variance was obtained.

Keywords: Office Management and Executive Assistant, Social Media, Attitude.
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