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This_diploma supplement follows the model_developed by the European Commission, Council of Europe and UNL,SCO/CEPES. The puıpose of thesuPPlement is_toProvide sufficient independent data to İmprove thİ intemational "transparency" and hair academic and professional'recignition ofqualifıcations (diPlomas, degreŞq, ceılificates, etc.), It is designed to provide a description of İhe natİr., ı;"J,';.;t"rt, content and the status of the sfudies
tha1 were Pursued and successfully completed by İhe individual namİd on the original _qualification r" -ıt"ı, tıt, ffiİement is upp"no"a. ıt shouıa be tl"ee

|:nY^:İ::İudgmlnts..equivalence itatements ot suggestions about recognitiÜ. InfÖrmation in aıı 
"igırt 

s""İiorıs's'hould be p.öiia.a. wı."."-ifoımation
ıs not provıded, an explanation shou|d give the reason why.

İ- INFORMATION IDENTIFYING THE HOLDER OF THE QUALIFICATION
1.1 Lastname(s) : Tuna

1.2 First name(s) : Nebiye Gülfem
1.3 Date of biıth (day/montlı/year) : Ill09/I99I
1.4 Studentidentificationnumberorcode(ifavailable) : 2|394826

2- INFORNLATION IDENTIFYING THE QUALIFICATION
2.1 NameofqualiIicationand(ifapplicable)titleconferreıl(inoriginallanguage):

Büro Yönetimi ve Yönetici Asistanlığı, Önlisans

2.2 Main field(s) of study for the qualification :

Office Management and Executive Assistance

2.3 Name and status of aıvaıding institution (in original language) :

Başkent Üniversitesi; Vakıf Üniversitesi

2.4 Name and status of institution (if diffeııent from 2.3) adrninistering studies (in originat language) :
See 2.3 above

2.5 Language(s) of instruction/examination :

Turkish

3- INFORMATIONoNTHELEVELANDffi
3.1 Level ofthe qualification:

Shoı1 cycle QF-EHEA/Level 5 EQF.

3.2 Official duration of programme in credits andlor yeaıs :

2 years/120 ECTS credits.

3.3 Access requirement(s) :

High School Diploma.
Placement through the Higher Education Instifutions Exam.
Students have to pass English Proficiency Exam.

+ INFORN[A RAMME COMPLETED AND TIIE RESUaTS OBTAINED
1.1 i\lode ofstudy :

Full-Time

t.2 Programme leaıning outcomes :

The students are required'to^srıcİİ*^r^lrllv complete the designated pfogram of courses and meet a minimum of 120 EOTS credits requiremeııt andhave aminimum CGP,A. of 2.00/4.00.
The. aim of the p^logram is to educate the contemporary ofTrce managers and administrative assistaırts who will meet the rapidly changing andevolving needs of the.busiııess.world. .'

The graduates can work at'all lrinds of officei in entire sectors.



4.3 Programme details, individual credits gained and grades/marks obtained :

code course Name
First Term (Fall)

ENGI27 Basic English I

SBYAIOI Introduction To Law
SBYA103 KeyboardingTechniques
SBYAl05 Economics
SBYAl07 Accounting
SBYA161 Protocol and Rules ofConduct
SBYAl65 HumanResourcesMaıragemenl
TÜR«üOı Turkish I

Second Teım (Spring)
ENG128 Basic English II
SBYA102 AdvancedOffıceApplications
S BY A l 04 Filing and Archive Techniques
SBYA106 Business WrilingTechniques
SBYA108 ComputerizedAccounling
SBYAl20 Intemship
SBYAl50 Total Quality Management
SBYAl64 Management andOrganization
TURKl02 Turkish lI

'*#fr%T 
Ctlrrrk's 

Principles and the Hist. of the Turkish Revolution I

SBYA2Ol OfliceManagemenl
SRYA203 Principles of Secretarial Work
SBYA205 Effective and Fine Speaking I
SBYA207 .Inlroduction To Business
SBYA251 Business Law
SBYA253 TypesolTourism
SBYA26l Markeling

Fourth Teım (Spring)
ATA202 Atatürk's Principles and the Hist. ofthe Turkish Revolution I]

SBYA202 Crrto-.İR.lutİons Management
§eyA2o+ FublicRelaıions
SBYA206 Modem ManagementTechniques
SBY.4208 ExecutiveSecİetarialWork
SBYA2l0 Managemenl InfoırnationSysıems
SBYA252 E-Commerce
SBYA254 Research Methods and Techniques
SBYA260 Organizational Behavior

University Compulsory Courses
BTU100 ComputerLiteracy
GSB129 Cities and Historical Environments '

Total Credits ı 85
Total ECTS Credits I23
CGPA ı 3.I7 14.00

,, "l1 İ'
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4.4 Grading system and, if available, grade üstribution table ı

For each course taken, the sfudent is assigned one ofthe following grades by the course instructor. A student's academic success; cumulative grade
point average (CGPA) is calculated by the Registrar's Office, by taking into consideration the semesters' fmal grades.

Gıading System out of lfi) Grade Letter Gıade points Degltes ofSuccess

95- l 00 A 4.00 (Pass)

90-94 A_ 3.,70 (Pass)

85-89 B+ 3.30 (Pass)

80_84 B 3.00 Pass)

75-79 B- 2.70 Pass)

7üJ-74 U+ 2.30 Pass)

65-69 C 2.o0 Pass)

60-64 C- I.70 Pass on Probalion)

55-59 D+ 1.30 rz§s on rrobaİlon)

50-54 D l,00 Pass on Probation)

o0-49 Fl (X) Fail)

Other grades used :

F2 - Fail (Not atterıded)
E - Incomplete (Given to students who haven't completed the course requirements or will take a make-up exam_)
P - Progress (Given to students at the end of a term who are continuing a two-tem corrrse.)

The graduates completing the CGPA arc awaıded by the following qualiiications :

Oveııall classification ofthe qualitrcation (in original language) :

onur
4.5

Cumulative Gıade Point Aveıage (CGPA) Quali{ication

3.50 - 4.00 Yüksek Onur (High Honor)

3.00 - 3.49 Onur (Honor)

2.00 - 2.99 Başanh (Satisfactory)

INI,ORMATION ON THE F[]NCTION OF TEEQUALIFICATION
5.1 Access to further study :

May apply to undergraduate programs.

5.2 Acces to a regulated profession (ifapplicable) :

This degree enables the holder to exercise tlıe profession.

6- ADDITIONAL INFORMATION
6,1 Adütional information :

Intemship and on-the-job training are completed.
6.2 Furtherinfoımation sources :

Başkent University website : www.baskent.edu.tr
Başkent University Information Paskage:hltpJlansora.baskent.edu.trlbilgipaketi/
The Trırkish ENIC-NARIC website: http://www.enic-naric.neVindex.aspx?c:Turkey
The .tr



1 CERTIFICATION OF THE SUPPLEMENT
7.1 Date : 13/0212020

7.2 Name and Signature : Prof. Dr- Gilman Senem GENÇTÜRK HIZAL

7.3 Capacity

7.4 Ofiicial stamp or seal

Registraı

8- lNFoRMATloN oN THE NAT|ONAL HlGHER EDUcATloN sYsTEM
structure and Deoree svstem

schools

the Higher Educaton Law and to tıe regulalions enacted in accordance with it,

ECTS) study programmes, respectvely.

faculties of medicine, universily hospitals and the training hospitals operated by the Ministry of Health.

pı,ogrammes at alJ levels of higher education can be done by direct applications of candidates to HEls based on publicly available national and instfutional regulations.

ıeference to the European overarching qualifications framewor{s as well as llıat to ECTS credits and sfudenl workload are shown bebw.

TYYç LEVELS, QUALlFlcAT|oNs TYPES AND ECTS cREDlTs GENERAL STRUCTURE OF THE TURK|SH EDUCAT|ON SYSTEM
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Master's Degree
(Yüksek Lisans Derecesi)

Bacheloı's Degree

(Lisans Derecesi)

Vocational & Technical
High School Education

Primary Education
(Elementary School (4 years) & Midle School (4 years))


