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	Lessons

	
	
	
	
	
	


	Year
	Semester
	Lesson Title
	Weekly Hour
	Number of Student

	
	
	
	Theoric
	Practice
	

	2014-2015
	Fall
	Work Placement II
	0
	0
	37

	
	
	Keyboard Techniques I
	1
	2
	33

	
	
	Protocol Knowledge
	2
	0
	31

	
	
	Assistantship Knowledge
	2
	0
	30

	
	
	Office Management And Ergonomics
	2
	0
	35

	
	
	Filing and Archiving Techniques
	3
	0
	35

	
	
	Time and Meeting Management
	3
	0
	36

	
	
	Body Language and Effective Speech
	1
	0
	36

	
	Spring
	Work Placement I
	0
	0
	30

	
	
	Work Placement III
	0
	0
	30

	
	
	Keyboard  Techniques  II
	1
	2
	31

	
	
	Graduation Project
	2
	0
	36

	
	
	Case Analysis
	2
	0
	36

	
	
	Executive Assistantship
	2
	0
	36

	
	
	Professional Correspondence
	2
	0
	38

	
	
	Management and Organization
	3
	0
	35


	2015- 2016
	Fall
	Office Management and Communication Techniques
	2
	0
	183

	
	
	Using The Keyboard I
	2
	2
	99

	
	
	Work Placement II
	0
	0
	23

	
	
	Work Placement III
	0
	0
	1

	
	
	Public Relatıons
	2
	0
	25

	
	
	Using The Keyboard III
	2
	0
	78

	
	
	Keyboard  Techniques  I
	1
	2
	25

	
	
	Protocol Knowledge
	2
	0
	23

	
	
	Assistantship Knowledge
	2
	0
	22

	
	
	Office Management and Ergonomics
	2
	0
	28

	
	
	Filing and Archiving Techniques
	3
	0
	27

	
	
	Time and Meeting Management
	3
	0
	27

	
	
	Body Language and Effective Speech
	2
	0
	21

	
	Spring
	Work Placement I
	0
	0
	20

	
	
	Work Placement III
	0
	0
	26

	
	
	Keyboard Techniques II
	1
	2
	24

	
	
	Graduatıon Project
	2
	0
	23

	
	
	Case Analysis
	2
	0
	26

	
	
	Executive Assistantship
	2
	0
	27

	
	
	Professional Correspondence
	2
	0
	21

	
	
	Management and Organization
	3
	0
	27

	2016-2017
	Fall
	Work Placement II
	0
	0
	20

	
	
	Keyboard Techniques I
	1
	2
	23

	
	
	Protocol Knowledge
	2
	0
	22

	
	
	Assistantship Knowledge
	2
	0
	21

	
	
	Office Management And Ergonomics
	2
	0
	18

	
	
	Filing and Archiving Techniques
	3
	0
	16

	
	
	Time and Meeting Management
	3
	0
	18

	
	
	Body Language and Effective Speech
	1
	0
	20

	
	Spring
	Work Placement I
	0
	0
	20

	
	
	Work Placement III
	0
	0
	20

	
	
	Keyboard Techniques II
	1
	2
	18

	
	
	Graduatıon Project
	2
	0
	15

	
	
	Case Analysis
	2
	0
	12

	
	
	Executive Assistantship
	2
	0
	14

	
	
	Professional Correspondence
	2
	0
	16

	
	
	Management and Organization
	3
	0
	17

	
	
	Using The Keyboard II
	2
	2
	81

	
	
	Secretary and Office Management
	2
	0
	76


