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D e p a r t m e n t  o f  O f f i c e  S e r v i c e s  a n d  S e c r e t a r i a t  

 

Department of Office Services and Secretariat has started to 

provide education within the structure of Adiyaman University 

Besni Ali Erdemoglu Vocational School since 2008-2009 academic 

year. 

 

Head of Department 

Asst .P rof .Mustafa İ smai l  ERTURK  

 

      Academic Staf f  

Lec. Dr .  Bek i r  DEĞIRMENCI  

Lec. Dr .  Yahya Kemal  BEYI TOĞLU  

 

 

Department  Secretary  

Hüsey i n  BALÇIK  
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  Miss ion & Vis ion 

       Miss ion 

To t ra in qual i f ied interm ediate manpower in  the f ie ld 

of  of f ice serv ices  and secretar iat ,  who have 

profess ional  awareness  and entrepreneur ia l  sp i r i t ,  who 

put the benef i t  of  society  above thei r  own interes ts ,  

and who are equipped wi th the knowledge, sk i l l s  and 

pract ical  exper ience to perform thei r  profess ion in  the 

best way.  

      V is ion  

In  the rapidly  changing and developing bus iness  

wor ld;  To be an internat ional ly  recognized and prefer red 

department  that t ra ins  of f ice managers ,  execut ive 

ass i s tants  and secretary  wi th in the f ramework of  

innovat ive,  d ig i ta l  l i teracy,  l i fe and career  sk i l l s  wi th 21s t  

century  sk i l l s .   
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Importance of  Of f ice Services and Secretar iat  

Department  

In  today's  modern bus iness  l i fe,  th i s  department i s  of  

great importance as  i t  meets  the need for  qual i f ied 

intermediate s taf f  that managers  need in bus iness  and 

of f ice management.  

 

W h y  D e p a r t m e n t  o f  O f f i c e  S e r v i c e s  a n d  

S e c r e t a r i a t ?  

 

In  today's  bus iness  wor ld,  there i s  a need for  an of f ice 

manager who can success fu l l y  car ry  out of f ice 

serv ices ,  ass i s t  the manager ,  have developed human 

re lat ions ,  superv i se the documentat ion,  speak a 

foreign language, i s  sk i l led in  publ ic re lat ions ,  and 

can use of f ice tool s  and equipment ef fect ively  

therefore the department of  of f ice serv ices  and 

secretar iat  fu l f i l l s  th i s  need in the bus iness  wor ld.  
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Job Opportuni t ies  for  Our  Graduate Students  

     Our  graduates  f rom the Department of  Off ice 

Serv ices  and Secretar iat  can f ind employment 

opportuni t ies  as  intermediate s taf f  in  a l l  of f ice and 

of f ice act iv i t ies  such as  of f ice managers ,  execut ive 

ass i s tants ,  and secretar ies  in  the pr ivate or  publ ic 

sector .  

Highest  and Lowest  P lacement Scores  According to 

Central  P lacement  

Candidate s tudents  must have a h igh school  or  

equivalent school  d ip loma and fu l f i l l  the condi t ions  

determined by Student Select ion and P lacement 

Center  (OSYM) in  l ine wi th the re levant legis lat ion of  

Counci l  of  H igher  Educat ion (YOK).  P lacement in  the 

program i s  made according to t he resu l ts  of  the exam 

made by OSYM.  Accord ing to the OSYS p lacement 
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resu l ts  in  2021,  the s tudents  wi th the h ighest TYT score 

of  224,78837 were p laced, whi le the lowest wi th  

184,55673 points  were p laced in our  department.  The 

Off ice Serv ices  and Secretar ia l  Department has  a 

quota of  40 s tudents .  

Course Catalogue  

1. Class 

Code                   Course Name T+A+L 
 

Compulsory/ 
Elective 

ETCS Group 
Code 

First Semester 

AİİT 101 Atatürk's Principle and Reforms I 2+0+0 Compulsory 2  

BHS 101 General Business 2+1+0 Compulsory 3  

BHS 105 Keyboard Techniques 2+1+0 Compulsory 4  

BHS 107 Office Management 3+0+0 Compulsory 4  

BHS 111 Introduction to Scientific Research 2+0+0 Compulsory 2  

BHS 115 General Economy 3+0+0 Compulsory 3  

BHS 117 Mathematics 2+1+0 Compulsory 4  

BHS 119 General Law Information 2+0+0 Compulsory 3  

TD 101 Turkish Language I 2+0+0 Compulsory 2  

YD 101 Foreign Language I 2+0+0 Compulsory 3  

Total ECTS 30    

Second Semester 

AİİT 102 Principles of Atatürk and History of Revolution II 2+0+0 Compulsory 2  

BHS 102 Meeting and Presentation techniques 3+0+0 Compulsory 4  

BHS 104 Computer and Office Programs 3+1+0 Compulsory 4  

BHS 106 Multimedia Applications 2+1+0 Compulsory 4  

BHS 108 Business Skills Group work 2+0+0 Compulsory 3  

BHS 110 Keyboard Techniques II 2+1+0 Compulsory 4  

BHS 112 Professional Ethics 2+0+0 Compulsory 4  

TD 102 Turkish Language II 2+0+0 Compulsory 2  

YD 102 Foreign Language II 2+0+0 Compulsory 3  

Total ECTS 30    

YEAR TOTAL : 60  
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2. Class 

Code                  Course Name T+A+L 
 
Compulsory
/Elective 

ETCS Group 
Code 

Third Semester 

BHS 201 Public and Private Sector Structure 3+0+0 Compulsory 3  

BHS 203 Protocols and Rules of Social Behavior in the 
Business Environment 

3+0+0 Compulsory 5  

BHS 205 Using of Technology 2+1+0 Compulsory 3  

BHS 207 Business Correspondence 2+1+0 Compulsory 5  

BHS 209 Management And Organizatıon 2+0+0 Compulsory 4  

BHS 211 Public Relations 2+0+0 Compulsory 2  

ST 201 Internship I 0+0+0 Compulsory 4  

SEC-1 Elective 2+2+0 Elective 2  

SKS Electives 1+1+0 Elective 2  

Total ECTS 30    

Elective Subjects 

BHS 215 Diction 1+1+0 Elective 2 SEC-1 

BHS 217 Professional Foreign Language I 1+1+0 Elective 2 SEC-1 

BHS 218 Professional Foreign Language II 1+1+0 Elective 2 SEC-1, 

BHS 220 Entrepreneurship 3+1+0 Elective 4 SEC-1, 

BHS 222 Organizational Behavior 3+0+0 Elective 4 SEC-1, 

BHS 224 Information Literacy 2+0+0 Elective 4 SEC-1, 

Fourth Semester 

BHS 202 Executive Assistance 3+0+0 Compulsory 4  

BHS 204 Filing and archiving 2+1+0 Compulsory 4  

BHS 206 Business and Social Security Law 2+0+0 Compulsory 2  

BHS 208 Information Management 2+0+0 Compulsory 2  

BHS 210 Elective 2+0+0 Compulsory 2  

BHS 212 Database Management Systems 2+1+0 Compulsory 3  

BHS 216 Human Resources Management 3+0+0 Compulsory 3  

ST 202 Internship II 0+0+0 Compulsory 4  

[G]SEC-1, Elective 4+2+0 Elective 12  

Total ECTS 36    

YEAR TOTAL : 60  

Elective Subjects 

BHS 218 Professional Foreign Language II 1+1+0 Elective 2 SEC-1, 

BHS 220 Entrepreneurship 3+1+0 Elective 4 SEC-1, 

BHS 222 Organizational Behavior 3+0+0 Elective 4 SEC-1, 

BHS 224 Information Literacy 2+0+0 Elective 4 SEC-1, 

 

  T+A/L: Theoretical + Application/ Laboratory 

ECTS: European Credit Transfer System 

C/E: Compulsory/Elective 
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Activities 

As Department of Office Services and Secretariat , we 

participate in career days, training, seminar, conferences 

and presentations which is carried out by professional 

experts in Adiyaman University campuses and neighboring 

provinces of Adiyaman city. In particular, in the field of 

career guidance, experts are given information and 

experience to department of office services and 

secretariat students. 
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A D I Y A M A N  U N I V E R S I T Y  

BESNI ALI ERDEMOGLU VOCATIONAL SCHOOL 

DEPARTMENT OF OFFICE SERVICES AND SECRETARIAL   

 

Address 

Adiyaman University (ADYU) 

Besni Mehmet Erdemoglu Campus 

Besni / ADIYAMAN 

Telephone: 0 (416) 311 04 22 

Fax: 0 (416) 311 04 24 

 

Internet: https://bmyo.adiyaman.edu.tr/en/academic-units/department-of-

office-management-and-executive-assistance 

 

 

 


