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AlgÕODPD�� LQVDQÕQ� oHYUHVLQGHNL� ROD\� YH� QHVQHOHUGHQ� NHQGLVLQH� XODúDQ� HWNLOHUL� GX\X� RUJDQODUÕ�
\ROX\OD�DODUDN��RQODUÕQ�ELOLQFLQH�XODúPDVÕGÕU��$OJÕQÕQ�|QHPL� LVH�� LQVDQ�GDYUDQÕúODUÕQÕ�ELoLPOHQGLUPHVL\OH�
RUWD\D�oÕNPDNWDGÕU� 

øçinde yetiúilen kültürden gelen algÕsal beklentiler sürekli bireyleri etkisi altÕnda tutmaktadÕr. 
Bireyler de algÕlarÕnÕ ve davranÕúlarÕnÕ bu beklentiler içinde tutmaya çalÕúmaktadÕr. Türk kültürünün de 

tanÕmlamÕú oldu÷u "uygun davranÕúlar" ve yine aynÕ kültürün olumsuz de÷HUOHQGLUGL÷L� �ELoLPVHO�
GDYUDQÕúODU��YDUGÕU� 

Bu ba÷ODPGD�� |÷UHQFLOHULQ� RNXGXNODUÕ� \D� GD�PH]XQ� ROGXNODUÕ� E|O�POHU� KDNNÕQGDNL� DOJÕODPDODUÕ�
RQODUÕQ� |]HOOLNOH� |UJ�WVHO� GDYUDQÕúODUÕQÕQ� WHPHOLQL� ROXúWXUPDVÕ� \|Q�\OH� |QHPOLGLU�� %X� DOJÕODPDODUÕQÕQ�
ROXúPDVÕQGD�|QHPOL�HWNHQOHUGHQ�ELUL�LVH��DLOHQLQ��\DNÕQ�oHYUHQLQ�YH�WRSOXPXQ�G�ú�QFHOHULGLU� 

Büro Yönetimi ya da Sekreterlik ProgramlarÕ� GD� |]HOOLNOH� WRSOXP� LoLQGHNL� LPDMÕ� YH� \HUL�
EDNÕPÕQGDQ� NHQGLQH� KDV� |]HOOLNOHUL� RODQ� ELU� PHVOH÷H� \|QHOLN� H÷LWLP� YHUPHNWHGLU�� %X� PHVOH÷LQ�
|]HOOLNOHULQLQ� LOJLOL� SURJUDPODUGD� RNX\DQ� |÷UHQFLOHU� WDUDIÕQGDQ� DOJÕODPDODUÕQÕQ� EHOLUOHQPHVL�� PHVOH÷LQ�
WRSOXPD�JHUHNWL÷L�úHNLOGH�LIDGH�HGLOLS�HGLOHPHGL÷L�RUWD\D�NR\PDGD�NDWNÕ�JHWLUHFHNWLU��6|]�NRQXVX�QHGHQOH��
%�UR�<|QHWLPL� YH� 6HNUHWHUOLN� 3URJUDPODUÕQGD� RNX\DQ� |÷UHQFLOHULQ�PHVOHNL� DOJÕODPDODUÕQÕQ� EHOLUOHQPHVL�
DPDoODQPÕúWÕU��$UDúWÕUPD��X\JXODPD�NROD\OÕ÷Õ�VD÷ODPDVÕ�LoLQ�DPDoOÕ�RODUDN�VHoLOHQ��o�GHYOHW�YH�ELU�YDNÕI�
�QLYHUVLWHVLQGH�\DUÕ� IRUPDO�P�ODNDW� WHNQL÷L� NXOODQÕODUDN�JHUoHNOHúWLULOPHNWHGLU��0�ODNDWWD��PHVOHNOHULQLQ�
WRSOXPGDNL� YH� Lú\HUOHULQGHNL� \HUL� YH� |QHPL�� |]HOOLNOHUL� YH� JHOHFH÷L� LOH� LOJLOL� ER\XWODUGD� GH÷HUOHQGLUPH�
\DSPDODUÕ�LVWHQPHNWHGLU� 
�

$Q�$SSOLFDWLRQ�RQ�WKH�'HWHUPLQDWLRQ�RI�3URIHVVLRQDO�3HUFHSWLRQV�RI��
³2IILFH�0DQDJHPHQW´�6WXGHQWV�

 

$EVWUDFW�
 

 Perception is a process by which individuals organize and interpret their sensory impressions in 



order to give meaning to their environment. The importance of perception emerges as it shapes a person’s 

behaviors. 

 Perceptional expectations caused by culture, has a continuous effect on people. People try to keep 

their perceptions and behaviors among these expectations. There are “appropriate behaviors” that are 

defined by Turkish culture and also “formal behavior” that are negatively appreciated. 

 Related with this, students’ perceptions about the departments that they are students of, forms a 

base especially for their organizational behaviors. The thoughts of the family, environment and the society 

are the important effects as these perceptions are forming. 

 “Office Management” or “Secretariat” programs students are trained, directed to an occupation 

that are specially related with its image and position in the society. The determination of the perceptions 

of this occupation’s characteristics, by these students, will be a contribute when putting forward that this 

occupation is not explained properly to the society. Because of this reason the determination of the 

students’ professional perceptions, was aimed. The survey is achieved by a half structured interview 

technique, at the four universities which one is private. They are asked to evaluate the position and the 

importance of their occupation at office and in society and also its characteristics and its future. 

 

���*LULú�
 Bireyler arasÕQGDNL�oHúLWOL�ROD\ODU�NDUúÕVÕQGDNL�DQOD\Õú�IDUNODUÕQÕQ�WHPHOLQGH�ROD\ODUÕ�DOJÕODPD�úHNOL�
\DWDU��$OJÕODPD�úHNLOOHUL�GH�LQVDQ�GDYUDQÕúODUÕQÕ�HWNLOHPHVL�\|Q�\OH�|QHP�WDúÕPDNWDGÕU� 

ønsan davranÕúlarÕnÕ etkileyen çeúitli faktörler vardÕr. Bunlar genel olarak kiúilik (de÷erler, 

tutumlar ve yetenekler vb.) ve biyografik (yaú, cinsiyet, medeni durum vb.) özellikler olarak ifade 

edilmektedir. AyrÕca insan davranÕúlarÕnÕ etkileyen dört bireysel de÷LúNHQ�GDKD�YDUGÕU��%XQODU��DOJÕODPD��
ELUH\VHO�NDUDU�YHUPH��|÷UHQPH�YH�PRWLYDV\RQGXU��5REELQV���������-34).  

 Söz konusu unsurlar içinde algÕODPD�� GL÷HU� NLúLVHO� |]HOOLNOHUL� HWNLOHPHVL� DoÕVÕQGDQ� GD� |QHP�
ND]DQPDNWDGÕU�� gUQH÷LQ�� VRV\DO� |÷UHQPH� NXUDPÕ� DOJÕODPD� �]HULQGH� GXUPDNWD� \D� GD� WXWXPODUÕQ�
ROXúPDVÕQGD�DOJÕODPD�WHPHO�XQVXUODU�DUDVÕQGD�LIDGH�HGLOPHNWHGLU� 
 Bu ba÷ODPGD��LQVDQODUÕQ�ELU�|UJ�WH�JLUHUNHQ�QH\LQ�ROPDVÕ�YH�QH\LQ�ROPDPDVÕ�JHUHNWL÷L�NRQXVXQGD�
WDúÕGÕ÷Õ�SHúLQ�K�N�POHUL� DOJÕODPDODUÕQÕQ� HWNLVL� DOWÕQGDGÕU��%DúND�ELU�GH\LúOH�� GR÷UX�YH�\DQOÕú�RODQ� úH\OHU�
KDNNÕQGD�\RUXPODUÕQGD�DOJÕODPDODUÕ�URO�R\QDPDNWDGÕU��5REELQV����������� 
���$OJÕ�WDQÕPÕ�YH�|QHPL�
 AlgÕODPD�� LQVDQÕQ� oHYUHVLQGHNL� ROD\� YH� QHVQHOHUGHQ� NHQGLVLQH� XODúDQ� HWNLOHUL� GX\X� RUJDQODUÕ�
yolu\OD� GX\DUDN�� RQODUÕQ� ELOLQFLQH� XODúPDVÕGÕU�� %LU� EDúND� LIDGH\OH�� GX\X� YHULOHULQL� |UJ�WOH\LS�



\RUXPOD\DUDN� oHYUHGHNL� QHVQH� YH� ROD\ODUD� DQODP� YHUPH� V�UHFLGLU�� 'X\X� RUJDQODUÕ� LVH�� DOJÕODPDQÕQ�
DUDoODUÕGÕU��%DúDUDQ������������ 

Yönetimde oldukça önemli olan algÕ� NDYUDPÕQÕ�� NLúLOHULQ� oHYUHOHUL\OH� LOJLOL� ELOJL\L� �X\DUÕ\Õ��
GX\PD��RUJDQL]H�HWPH��DQODPD�YH�GH÷HUOHPH�V�UHFL�RODUDN�WDQÕPODPDN�GD�P�PN�QG�U��3DNVR\����������� 

ønsana yalnÕz dÕú çevresinden de÷il, iç çevresinden de uyaranlar gelir. øç çevreden gelen uyaranlar 

da, ilk izlenimden sonra algÕya dönüúür. DolayÕsÕyla insan davranÕúÕ algÕyla biçimlenir. Bir sonuç olarak 

davranÕúÕn, gereken nitelikte olabilmesi için, insanÕQ� VD÷ODP� DOJÕODUÕQÕQ� ROPDVÕ� JHUHNLU�� 6D÷OÕNOÕ� ELU�
DOJÕODPD�LVH��%DúDUDQ������������ 

1 do÷UX��JHUçek duyulara, 

2) yeterli anlama gücüne dayanÕU� 
DuyularÕQ�GR÷UX��JHUoHN�ROPDVÕ�LoLQ�RUWDPÕQ�HOYHULúOL�ROPDVÕ�JHUHNLU��2UWDPÕQ�HOYHULúOL�ROPDVÕQÕQ�

LNL� NRúXOX� YDUGÕU�� %LULQFLVL�� GÕú� X\DUDQODUÕQ� LQVDQÕQ� GX\X� RUJDQODUÕna kadar gelmesini engelleyecek, bir 

HQJHOLQ� ROPDPDVÕGÕU�� øNLQFLVL� LVH�� R� DQGD� LQVDQÕQ� GX\PDVÕQÕ�� DQODPDVÕQÕ� HQJHOOH\HFHN�� \DQOÕú�
\|QOHQGLUHFHN� ELU� Lo� HQJHOLQ� EXOXQPDPDVÕGÕU��'Õú� HQJHOOHU� GDKD� oRN� IL]LNVHOGLU� DPD� Lo� HQJHOOHU� LQVDQÕQ�
ELOLúVHO�� GHYLPVHO� YH� GX\XúVDO� JHOLúLPL� LOH� LOJLOLGLU�� $OJÕODPD�� LúJ|UHQLQ� |UJ�WVHO� GDYUDQÕúÕQÕQ� WHPHOLGLU�
�%DúDUDQ������������ 
���$OJÕ�YH�'X\X 

AlgÕ�NDYUDPÕQÕQ�GR÷UX�RODUDN�NXOODQÕPÕQÕ�JHUoHNOHúWLUHELOPHN�LoLQ�\DNÕQ�NDYUDPODUÕQ�HOH�DOÕQPDVÕ�
JHUHNLU��$OJÕ�LOH�LOLúNLOL� WHPHO�NDYUDPODUGDQ�ELUL�GX\XGXU��&�FHOR÷OX������������$OJÕ��GX\X�NDYUDPÕQGDQ�
GDKD� NDUPDúÕN� YH� GDKD� JHQHO� ELU� NDYUDPGÕU� �/XWKDQV�� ���������� $OJÕODPD� DQÕQGD� EH\LQ�� ELUH\LQ� LoLQGH�
EXOXQGX÷X�GXUXPGDQ�EHNOHQWLOHULQL��JHoPLú�\DúDQWÕODUÕQÕ��GL÷HU�GX\X�RUJDQODUÕQGDQ�JHOHQ�EDúND�GX\XODUÕ��
WRSOXPVDO�YH�N�OW�UHO�HWNHQOHUL�KHVDED�NDWDU��'X\X�RUJDQODUÕQÕQ�EH\LQH�LOHWWLNOHUL�GX\XODU�EDVLWWLU��DOJÕODPD�
LVH� JHoPLú� |÷UHQPH� YH� GHQH\LPOHULQ� GH� LúLQ� LoLQH� JLUGL÷L� VRQ� GHUHFH� NDUPDúÕN� ELU� V�UHoWLU� �&�FHOR÷OX��
1991:98-�����gUQH÷LQ�� EDVLW� ELU� J|U�QW�� IDUNOÕ� \|QOHUGHQ� EDNÕOGÕ÷ÕQGD� IDUNOÕ� J|U�OHELOLU��*|]�Q� \DYDúoD�
VD÷D���VROD�oHYULOPHVL�NLúLOHUGH�QHVQHQLQ�VDELW�ROGX÷XQX�ELOGL÷L�KDOGH��KDUHNHW�HWWL÷L�GX\JXVXQX�\DUDWDELOLU�� 

$úD÷ÕGDNL�|UQHNOHU�GX\X�LOH�DOJÕ�DUDVÕQGDNL�IDUNODUÕ�RUWD\D�NR\PDNWDGÕU (Luthans, 1996:86):  

- SatÕQ�DOPD�E|O�P���P�KHQGLV�HQ�L\LVLGLU�GHGL÷L�LoLQ�GH÷LO��NHQGLOHUL�HQ�L\L�ROGX÷XQX�G�ú�QG�÷��
LoLQ�VDWÕQ�DOÕU� 
- AynÕ�LúJ|UHQ�ELU�\|QHWLFL�WDUDIÕQGDQ�L\L�ELU�LúoL�RODUDN�J|VWHULOHELOLU��EDúND�ELU�\|QHWLFL�LVH�N|W��
RODUDN�WDQÕPOD\DEilir. 

- AynÕ�PDO��UHWLFL�WDUDIÕQGDQ�\�NVHN�NDOLWHOL��P�úWHUL�WDUDIÕQGDQ�G�ú�N�NDOLWHOL�EXOXQDELOLU� 



.LúLOHU��DOGÕNODUÕ�PHVDMODUÕ�ELOJLOHULQH��JHoPLú�WHFU�EHOHULQH��DOGÕNODUÕ�PHVDMOD�LOJLOL�WXWXPODUÕQD�YH�
LQDQoODUÕQD� J|UH� \RUXPODUODU�� <RUXPODUNHQ� GH� oRN� ]DPDQ� ROD\ODUÕ� ROGX÷X� JLEL� GH÷HUOHPHNWHQ� oRN��
ROPDVÕQÕ� LVWHGLNOHUL� JLEL� GH÷HUOHPHN� LVWHUOHU�� øQVDQODUÕQ�PHVDMODUÕ� ROGXNODUÕ� JLEL� GH÷LO� GH� NDEXO� HWWLNOHUL�
ELoLPGH� DOJÕODPDODUÕQD� QHGHQ�� NLúLVHO� |]HOOLNOHULQLQ� \DQÕ� VÕUD� VHoLFL� GLNNDWOHULQLQ� \R÷XQODúWÕ÷Õ� \|QG�U��
g]HOOLNOH� \RUXPD� ID]OD� RODQDN� YHUHQ� PHVDMODUÕQ� DOJÕODQPDVÕQGD� NLúLVHOOL÷LQ� SD\Õ� oRN� E�\�NW�U�� %X� W�U�
KDEHUOHúPH� LOLúNLOHULQGH��NLúLQLQ�GX\GX÷XQX�GH÷HUOHPHN�\HULQH��GX\PDN� LVWHGL÷LQL�DOJÕODGÕ÷ÕQÕ�EHOLUWPHN�
P�PN�QG�U��(UGR÷DQ�������������'X\XPX�LQFHOH\HQ�SVLNRORJODU��DOÕFÕ�RUJDQÕQ�\DSÕVÕQÕ��VLQLUVHO�HQHUMLQLQ�
oÕNÕú� \ROODUÕQÕ�� oHYUHQLQ� |]HOOL÷L� LOH� RUWD\D� oÕNDQ� VLQLUVHO� HQHUMLQLQ� W�U�� DUDVÕQGDNL� LOLúNL\L�
LQFHOHPHNWHGLUOHU�� $OJÕ� V�UHFL\OH� LOJLOHQHQ� SVLNRORJODU� LVH�� ELUELULQGHQ� ED÷ÕPVÕ]� RODUDN� GH÷LúLN� GX\X�
organODUÕQGDQ�JHOHQ�GX\XVDO�YHULOHULQ�DQODPOÕ�ELU�E�W�QH�QDVÕO�G|Q�úW�÷�Q��DUDúWÕUPDNWDGÕUODU��3VLNRORJODU�
LNLVL�GH�ELUELUL\OH�\DNÕQGDQ�LOLúNLOL�ROGX÷XQGDQ��KHP�GX\XVDO�KHP�GH�DOJÕVDO�V�UHoOHUOH�LOJLOHQPHNWHGLUOHU��
Önce duyusal süreçler yer almakta, onun hemen DUNDVÕQGDQ�DOJÕ�JHOPHNWHGLU��øNLVL�DUDVÕQGDNL�]DPDQ�IDUNÕ�
R�NDGDU�NÕVDGÕU� NL�� QRUPDO�NRúXOODU� DOWÕQGD�EX�NÕVD� V�UH\L�NLúL� DOJÕOD\DPDPDNWD�YH�EX�QHGHQOH�GX\XPOD�
DOJÕODPD�D\QÕ�DQGD�ROX\RU�]DQQHGLOPHNWHGLU��&�FHOR÷OX����������� 
���$OJÕODPD�YH�'H÷HUOHPH�
 +DEHUOHúPH� V�UHFL�DoÕVÕQGDQ�DOJÕODPDQÕQ�|QHPL�YDUGÕU��*|QGHULFL�� J|QGHUHFH÷L�PHVDMÕ�PH\GDQD�
JHWLULUNHQ�� NHQGLVLQH� XODúDQ� ELOJLOHUL� NXOODQDFDN�� EXQODUÕ� NHQGL� DPDo�� GH÷HU� \DUJÕVÕ� YH� DQOD\ÕúÕ�
GR÷UXOWXVXQGD� EHOLUOL� NRGODUD� �\D]ÕOÕ�� PHWLQ�� NRQXúPD� YE��� oHYLUHFHktir. Yani her mesaj, göndericinin 

DOJÕODPD�V�UHFLQLQ�ELU�VRQXFX�RODFDNWÕU��'ROD\ÕVÕ\OD�EX�DOJÕODPD�V�UHFL��ELU�oHúLW�ILOWUH�URO��R\QD\DFDNWÕU��
%X� GXUXP�PHVDMÕ� J|QGHUHQ� LoLQ� ROGX÷X� NDGDU� DODQ� LoLQ� GH� V|]� NRQXVXGXU�� $OÕFÕ� GD�� NHQGL� DOJÕODPD� YH�
GH÷HUOHPH�V�UHFLQL�HWNLOH\HQ�HWPHQOHUH�ED÷OÕ�RODUDN��PHVDMÕQ�ELU�NÕVPÕQÕ�EHONL�KLo�GLNNDWH�DOPD\DFDN�\D�GD�
GL÷HU� ELU� GH\LPOH�� PHVDMD� J|QGHUHQLQ� YHUGL÷LQGHQ� GDKD� GH÷LúLN� ELU� |QHP� YH� DQODP� YHUHFHNWLU� �(UHQ��
1993:219-220). 

Sonuç olarak, insan gördü÷�� KHU� úH\L� DOJÕOD\DPDPDNWDGÕU�� 6DGHFH� ED]Õ� úH\OHUL� J|UHELOPHNWH� YH�
onlara önem vermektedir (Eren, 1993:220). 

���$OJÕODPD�6�UHFL�YH�øúOH\LúL�
AlgÕODPD��ùHNLO��
GH�J|U�OG�÷��JLEL��NLúLQLQ�ELU�X\DUDQ�LOH�NDUúÕODúPDVÕ�LOH�EDúODPDNWDGÕU��/XWKDQV��

1996:87). 

ùekilde ifade edilen karúÕlaúma, bir duyusal ya da fiziksel ve sosyo-kültürel çevreden uyarÕ 
úeklinde olabilir. Örne÷in, bir iúgörenin yöneticisi ile formal örgütsel çevrede karúÕlaúmasÕ. Daha sonra 

ise, tanÕma, de÷erleme ve geri besleme süreçleri vardÕr. TanÕPD� V�UHFL� ER\XQFD�� IL]\Rlojik (duyusal ve 

VLQLUVHO��PHNDQL]PD�HWNLOHQLU��'X\PD�YH�J|UPH�NDELOL\HWL�DOJÕODPD\Õ�HWNLOH\HFHNWLU��gUQH÷LQ��ELU�|UJ�WWH�



LúJ|UHQOHULQ�ELU�GXUXPX�GH÷HUOHPHVL�JHQLú�|Oo�GH�RQODUÕQ�|÷UHQLPL��PRWLYDV\RQX�YH�NLúLOL÷LGLU��'X\XVDO�
geri bildirime örnek, yöneticiQLQ�NDúÕQÕ�NDOGÕUPDVÕQÕQ�\D�GD�VHV�GH÷LúLNOL÷LQLQ�LúJ|UHQGH�\DUDWWÕ÷Õ�HWNLGLU��
(÷HU� DOJÕODPD� JHUHNOL� RODQ� GDYUDQÕúVDO� ELU� ROD\Õ� G�ú�QG�U�\RUVD�� DOJÕODPDQÕQ� EX� GDYUDQÕúVDO� VÕUDVÕ� ELU�
UHDNVL\RQ�\D�GD�ELU� GDYUDQÕú� �DoÕN�\D�GD�NDSDOÕ�� úHNOLQGHGLU��%X�|UJ�WVHO�GDYUDQÕúÕQ� HQ�|QHPOL� NÕVPÕGÕU�
�/XWKDQV������������*HQHO�RODUDN��úHNLO�LWLEDUL�LOH��X\DUDQ�\D�GD�oHYUHVHO�GXUXP�ELULQFL�NÕVÕPGÕU��7DQÕPD��
GH÷HUOHPH� YH� JHUL� ELOGLULP� NLúLGH� GDKD� VRQUD� RUWD\D� oÕNDU� YH� GDYUDQÕúÕQ� VRQXFX� VRQ� NÕVPÕ� ROXúWXUXU�
(Luthans, 1996:89). 
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<|QHWLP�úHNOL   SONUÇ (takviye, ceza ya da örgütsel çÕNWÕODU� 
*De÷HUOHU� 
*AyÕUÕPFÕOÕN�YE� 
�

�
ùHNLO����$OJÕODPDQÕQ�DOW�V�UHoOHUL�

Kaynak: Luthans Fred, (1996) Organizational Behavior,�McGraw Hill Inc. 4th Ed., s.88 

 

AlgÕODPD� V�UHFLQGH� GÕú� YH� Lo� HWNHQOHU� ELUELULQL� HWNLOH\HUHN� ELU� DOJÕ� �U�Q�Q�� ROXúWXUXUODU�� 'Õú�
HWNHQOHU�� oHYUHGH� EXOXQDQ� YH� EL]L� HWNLOH\HQ� X\DUÕFÕODUGÕU�� øo� HWNHQOHU� GHQGL÷L� ]DPDQ�� GÕúDUÕGDQ� JHOHQ�
GX\XVDO� YHULOHUL� LúOH\Lú� WDU]Õ\OD� LOJLOL� SVLNRORMLN� V�UHoOHUL� NDVWHGLOPHNWHGLU�� øo� HWNHQOHULQ� DOJÕODPDGDNL�
R\QDGÕ÷Õ�URO�|QHPOLGLU��&�FHOR÷OX������������ 
���$OJÕVDO�%HNOHQWLOHU�

AlgÕODUÕQ�E�\�N�ELU�oR÷XQOX÷X�DOJÕVDO�EHNOHQWLOHULQ�HWNLVL�DOWÕQGDGÕU��'L÷HU�ELU�GH\LúOH��EHNOHQLOHQ�
úH\OHU� DOJÕODQÕU�� 'HQH\LPOHUH� GD\DQDUDN� KHP� QHVQHO�� KHP� GH� VRV\DO� oHYUH� LOH� LOJLOL� ELUoRN� EHNOHQWLOHU�



JHOLúWLULOLU�YH�EX�EHNOHQWLOHU�GDKD�VRQUDNL�DOJÕODPDODUÕ� V�UHNOL�HWNLOHU��1HVQHO�G�Q\D� LOH� LOJLOL�EHNOHQWLlere 

|UQHN�RODUDN�� DOJÕVDO�GH÷LúPH]OHU �  gösterilebilir. AyrÕFD�� �JHUoHN�G�Q\D��GHQLOHQ�GÕú� oHYUHGH��QHVQHOHULQ�
ELUELULQL�QDVÕO�HWNLOHGL÷LQL�|÷UHQHUHN�EHNOHQWLOHU�JHOLúWLULU��6RV\DO�oHYUH�LOH�LOJLOL�EHNOHQWLOHU�GH��D\QÕ�QHVQHO�
çHYUH�LOH�LOJLOL�EHNOHQWLOHU�JLEL��\DúDQWÕ�LoLQGH�JHOLúPHNWHGLU��&�FHOR÷OX������������ 

Türk kültürünün tanÕPODPÕú� ROGX÷X� �X\JXQ� GDYUDQÕúODU�� YH� \LQH� D\QÕ� N�OW�U�Q� ROXPVX]�
GH÷HUOHQGLUGL÷L� �ELoLPVHO� GDYUDQÕúODU�� YDUGÕU�� øoLQGH� \HWLúLOHQ� N�OW�UGHQ� JHOHQ� DOJÕVDl beklentiler sürekli 

NLúLOHUL� HWNLVL� DOWÕQGD� WXWPDNWDGÕU�� .LúLOHU� GH� DOJÕODUÕQÕ� YH� GDYUDQÕúODUÕQÕ� EX� EHNOHQWLOHU� LoLQGH� WXWPD\D�
oDOÕúPDNWDGÕU�� 1HVQHQLQ� \D� GD� GDYUDQÕúÕQ� LoLQGH� \HU� DOGÕ÷Õ� VRV\DO� GXUXP� YH\D� ED÷ODP� GD� DOJÕODPDODUÕ�
HWNLOHPHNWHGLU��$\UÕFD��LoLQGH�\HWLúLOHQ�N�OW�U��R�DQGD�LoLQGH�EXOXQDQ�RUWDP��JHUHNVLQPHOHU�YH�EHQ]HUL�KHU�
úH\��DOJÕVDO�EHNOHQWLOHUL�HWNLOHU��%X�QHGHQOH�DOJÕODPDODU��PXWODN��ELU�JHUoHN�RODPD]��+HU�ELUH\LQ�DOJÕODPDVÕ�
R�ELUH\LQ��JHUoH÷LQL��ROXúWXUXU��%X�ELOLPVHO�JHUoH÷LQ�XQXWXODUDN��NHQGL�ELOGL÷L�YH�J|UG�÷�Q�Q��WHN�GR÷UX�
\RO�� RODUDN� VDYXQXOPDVÕ�� GL÷HUOHULQLQ� DOJÕODQPDVÕQD� VD\JÕ� J|VWHUPH\HQ�� ELUH\LQ� |]J�UFH� DOJÕODPD� YH�
G�ú�QPHVLQH� V�UHNOL� ]LQFLU� YXUDQ�ELU�RUWDP�\DUDWÕU��%X�RUWDP��|]J�U�G�ú�QHQ�NLPVHOHULQ�\HWLúPHVLQL� YH�
JHOLúPHVLQL�NÕVÕWODPDNWDGÕU��&�FHOR÷OX����������-135). 

���%�UR�<|QHWLPL�7DQÕPÕ�YH�(÷LWLPL�
 *HUHN� NDPX� NXUXOXúODUÕQGD�� JHUHN� |]HO� WHúHEE�VOHUGH� LúOHULQ� E�\�N� ELU� NÕVPÕ� E�URODUGD�
\�U�W�OPHNWHGLU��'L÷HU�ELU�GH\LúOH�NXUXOXú��NXUXP�\D�GD�LúOHWPHQLQ�KL]PHW�YH�oDOÕúPD�NRQXVX��DODQÕ��QH�
ROXUVD�ROVXQ��EXQXQ�\DQÕQGD�PXWODND�E�UR�KL]PHWOHUL�YDUGÕU��$U����������� 
 Hizmet ve mal üretiminin miktar ve kalitesi büyük ölçüde bürolarda yapÕODQ� KL]PHWOHULQ�
YHULPOLOL÷LQH� YH� HWNLQOL÷LQH� ED÷OÕGÕU�� 'L÷HU� ELU� GH\LúOH� oD÷ÕPÕ]GD� E�URODUÕQ� V�UDWOL�� Hkonomik, etkin, 

NDOLWHOL� YH� EDVLW� \|QWHPOHUOH� Lú� \DSPDVÕ� YH� LúOHWLOPHVL� LVWHQPHNWHGLU�� %X� QHGHQOH�� E�UR� \|QHWLFLVLQLQ��
NXUXOXúXQ�JHQHO�DPDoODUÕ��SROLWLNDVÕ��SODQODUÕ���QLWHOHUL���QLWHOHULQ�J|UHYOHUL� LOH� LOJLOL�JHQLú�ELOJLOHUH�VDKLS�
ROPDVÕ�JHUHNPHNWHGLU�� 

Büro Yönetimi ProgramlarÕQÕQ� DPDFÕ� LVH�� JHQHO� RODUDN�� ���� \�]\ÕOGD� Lú� G�Q\DVÕQÕQ� GH÷LúHQ�
LKWL\DoODUÕQÕ� NDUúÕOD\DELOHFHN� QLWHOLNWH� E�UR� \|QHWLFLVL�� RILV� KL]PHWOHUL� X]PDQÕ�� �VW� \|QHWLP� DVLVWDQÕ� JLEL�
VRUXPOX�J|UHYOHUGH�oDOÕúDELOHFHN�X]PDQ�LúJ�F��\HWLúWLUPHNWLU.  

Büro Yönetimi e÷LWLPL� LOH�|÷UHQFL\H��PRGHUQ�E�UR� WHNQLNOHULQL�YH�\|QHWLP�V�UHoOHULQL�|÷UHWPHN��
\|QHWVHO� NDUDU� DOPD� LúOHYLQH� JHUHNHQ� E�UR� NDWNÕODUÕQÕ� \DSDELOHQ� \|QHWLP�� L]OHPH� YH� DQDOL]� EHFHULOHULQL�
ND]DQGÕUPDN� YH� |UJ�W� LoHULVLQGHNL� E�UR� IDDOL\HWOHULQLQ� |QJ|UG�÷�� X\XPOX� YH� HVQHN� JUXS� GDYUDQÕúÕ� LOH�
\DUDWÕFÕOÕN� ELOLQFLQL� HGLQGLUPHN� DPDoODQPDNWDGÕU��
(www.baskent.edu.tr/html/akademik/21/477/btanitim.php; Ekim, 2001)  



YukarÕGD� GH÷LQLOHQ� DPDoODUD� XODúDELOPHN� LoLQ� GHUV� SURJUDPÕQGD�� ELOJLVD\DU� YH� RILV� PDNLQHOHUL�
NXOODQÕPÕ�� WHNQRORMLN� X\JXODPDODUÕQ� ODERUDWXDU� \DUGÕPÕ\OD� HWNLQ� |÷UHQLPLQL� VD÷OD\DQ� WHNQLN� GHUVOHU� YH�
0HVOHNL� øQJLOL]FH� GHUVOHUL� EXOXQPDNWDGÕU�� 'L÷HU� WDUDIWDQ�� V|]�� JHoHQ� WHNQLN� GRQDQÕP� YH� EHFHUL� |÷UHWLVL��
LúOHWPH�\|QHWLPL��GDYUDQÕú�ELOJLOHUL��GLNVL\RQ�YH�HWNLOL�NRQXúPD� WHNQLNOHUL�� LVWDWLVWLN��PXKDVHEH�YH�KXNXN�
GHUVOHUL\OH�GHVWHNOHQHUHN�E�UR�\|QHWLFLVL�IRUPDV\RQXQD�\|QHOLN�ELOJL�WHPHOL�ROXúWXUXOPDNWDGÕU� 

Büro hizmetlerinde görev yapan elemanlar incelendi÷LQGH��E�URQXQ�LON�WHPVLOFLVL�YH�DGHWD�E�UR�LOH�
bütünlHúHQ� VHNUHWHU� J|U�QPHNWHGLU� �*|UDO�� ���������� 6HNUHWHU� V|]F�÷�� oR÷X� NXUXPODUFD� NXOODQÕOPD\D�
GHYDP�HGLOPHNOH�ELUOLNWH��\|QHWLFL�\DUGÕPFÕVÕ�\D�GD�\|QHWVHO�\DUGÕPFÕ�XQYDQODUÕ�SR]LV\RQODUÕ�GDKD�L\L�LIDGH�
HWPH\H�EDúODPÕúWÕU��6HNUHWHU�J�Q�P�]GH��RILV� NRRUGLQDW|U��� \|QHWLFL� \DUGÕPFÕVÕ�� RILV� \|QHWLFLVL�� \|QHWVHO�
\DUGÕPFÕ��RILV� úHIL��E|O�P�VHNUHWHUL��\|QHWLFL�VHNUHWHU��GDNWLORJUDI��YHUL�JLULú�X]PDQÕ�YE��oRN� ID]OD�VD\ÕGD�
J|UHY�XQYDQÕ�DOWÕQGD�RILV�LúOHULQL�\�U�WPHNWH�RODQ�NLúLGLU��'ROD\ÕVÕ\OD�EX�NLúL��DUWÕN�VDGHFH��ELr patron için 

\D]ÕúPDODUÕ�GDNWLOR�HGHQ�NLúL�GH÷LOGLU��<D]ÕúPD�LúOHULQL�\�U�WPHNOH�ELUOLNWH�� WRSODQWÕ�SODQODPD��YHUL�WDEDQÕ�
\|QHWLPL� SURJUDPODUÕQÕ� NXOODQPD�� P�úWHULOHUOH�� VDWÕFÕODUOD� YH� NDPX� NXUXPODUÕ� LOH� HWNLOHúPH�� GL÷HU�
oDOÕúDQODUÕ�H÷LWPH�JLEL�LúOHUL�GH�\DSPDNWDGÕUODU��%XJ�QN��PRGHUQ�E�URQXQ�\DúDPVDO�IRQNVL\RQX�RODQ�³ELOJL�
\|QHWLPL´QL�JHUoHNOHúWLUPHN�LoLQ��³ELOJL�\|QHWLFLVL´�GH�ROPDN�]RUXQGDGÕUODU��8QJDQ����������� 

Bu ba÷ODPGD��\|QHWVHO�\DUGÕPFÕ�DQODPÕQGD�J|UHY�\DSDQ�VHNUHWHULQ�VÕNOÕNOD�\DSWÕ÷Õ�WHPHO�LúOHUi üç 

grupta ifade etmek mümkündür (Ungan, 2000:30): 

1. Etkinlikleri programlama,  

2. Ofis ekipmanÕ�LKWL\DFÕQÕ�EHOLUOHPH�YH�DOÕPODUÕ önerme, 

3. Veri analizleri’ dir. 

���$UDúWÕUPD�'L]D\QÕ�
$UDúWÕUPDQÕQ� DPDFÕ�� %�UR� <|QHWLPL� YH� 6HNUHWHUOLN� 3URJUDPODUÕQGD� RNX\DQ� |÷UHQFLOHULQ�

PHVOHNOHULQH� \|QHOLN� DOJÕODPDODUÕQÕQ� EHOLUOHQPHVLGLU��0HVOHNL� DOJÕODPDODUÕ��PHVOHNOHULQLQ� WRSOXPGDNL� YH�
Lú\HUOHULQGHNL�\HUL�YH�|QHPL��|]HOOLNOHUL�YH�JHOHFH÷L�LOH�LOJLOL�ER\XWODUGD�GH÷HUOHQGLULOPHNWHGLU� 
�����$UDúWÕUPDQÕQ�HYUHQL�YH�|UQHNOHP�

AraúWÕUPDQÕQ� X\JXODQDFD÷Õ� DODQ�� �QLYHUVLWHOHULQ� %�UR� <|QHWLPL� YH� 6HNUHWHUOLN� 3URJUDPODUÕQGD�
RNX\DQ�|÷UHQFLOHUGLU� 

$UDúWÕUPDQÕQ�HYUHQLQL�������g6<0�YHULOHULQH�J|UH�������<�NVHN|÷UHWLP�g÷UHQFL�.RQWHQMDQODUÕ��
2001:341-343), Türkiye’ de 37 üniversitede bulunan 100� DGHW�%�UR�<|QHWLPL�YH�6HNUHWHUOLN�3URJUDPÕQD�
ND\ÕWOÕ������|÷UHQFL�ROXúWXUPDNWDGÕU� 



�����6ÕQÕUODPDODU�YH�YDUVD\ÕPODU�
 $UDúWÕUPDGD� HYUHQLQ� E�\�NO�÷�� QHGHQL\OH� YHUL� WRSODPDGD� NDUúÕODúÕODFDN� RODQ� ]DPDQ� YH�PDOL\HW�
XQVXUODUÕ�GLNNDWH�DOÕQDUDN��DPDoOÕ�|UQHNOHP�\|QWHPL��(UGR÷DQ�����������NXOODQÕOPÕúWÕU��$UDúWÕUPD�DPDFD�
X\JXQ��|QFHGHQ�EHOLUOHQPLú�YH�WDQÕPODQPÕú�JUXSODUD�X\JXODQPÕúWÕU� 

KullanÕODQ�\|QWHPLQ�X\JXODPD�]RUOX÷X�GD��DUDúWÕUPDQÕQ�VÕQÕUOÕOÕ÷ÕQÕ�ROXúWXUPDNWDGÕU��%X�QHGHQOH�
W�P� Q�IXVD� XODúÕOPDVÕ� P�PN�Q� GH÷LOGLU�� $QFDN� HOGH� HGLOHQ� YHULOHUOH� KD]ÕUODQDFDN� DQNHW� W�P� Q�IXVD�
XODúÕODELOPHVLQL�VD÷OD\DFDNWÕU� 

$UDúWÕUPD�|UQHNOHPL�RODUDN��X\JXODPD�NROD\OÕ÷Õ�VD÷ODPDVÕ�LoLQ�$QNDUD�YH�dDQDNNDOH¶GH�EXOXQDQ�
ELU� YDNÕI� YH� �o� GHYOHW� �QLYHUVLWHVLQGHNL� %�UR� <|QHWLPL� 3URJUDPÕ� |÷UHQFLOHUL� VHoLOPLúWLU�� $UDúWÕUPDQÕQ�
JHoHUOLOL÷L�YH�J�YHQLOLUOL÷LQL�DUWÕUPDN�LoLQ�3URJUDPODUGD�RNX\DQ�W�P�|÷UHQFLOHUH�XODúÕOPD\D�oDOÕúÕOPÕúWÕU��
$UDúWÕUPDQÕQ�X\JXODQGÕ÷Õ��QLYHUVLWHOHULQ�%�UR�<|QHWLPL�3URJUDPODUÕQGD�ND\ÕWOÕ�|÷UHQFL�VD\ÕVÕ����¶W�U�� 

$UDúWÕUPD� 0D\Õs-(NLP� ����� WDULKOHUL� DUDVÕQGD� JHUoHNOHúWLULOPLú� YH� WRSODP� ���� |÷UHQFL\H�
XODúÕOPÕúWÕU��&HYDS�YHUPH�RUDQÕ������¶W�U� 
�����$UDúWÕUPD�\|QWHPL�

$UDúWÕUPD� \|QWHPL� RODUDN� \DUÕ� IRUPDO� P�ODNDW� WHNQL÷L� NXOODQÕOPÕúWÕU�� %|\OHOLNOH� |÷UHQFLOHUGHQ�
geçerli ve güvenilir biOJL�HOGH�HWPH�RODQD÷Õ�VD÷ODQPÕúWÕU��0�ODNDW�|QFHGHQ�EHOLUOHQHQ���VRUX�oHUoHYHVLQGH�
JHUoHNOHúWLULOPLúWLU�� <DSÕODQ� P�ODNDWODU�� JHQHOOLNOH� ��-��� GDNLND� DUDVÕQGD� JHUoHNOHúPLúWLU� �RUWDODPD� ���
GDNLND��� 9HULOHU�� |QFHGHQ� KD]ÕUODQDQ� FHYDS� FHWYHOOHULQH� QRW� DOÕQDUDN� WRSODQPÕúWÕU�� %X� YHULOHU�� P�ODNDW�
VRQUDVÕ� KHPHQ� GH÷HUOHQGLULOHUHN�� G�]HQOHQPLúWLU�� %X� DODQGD� |OoHN� ROXúWXUPDN� DPDFÕ\OD� GD�� P�ODNDW�
\DSÕODQ�NLúLGHQ�VD÷OÕNOÕ�YHULOHU�HOGH�HGHELOPHN�LoLQ�QH�W�U�VRUXODU�\|QHWLOPHVL�JHUHNWL÷L��]HULQH�GH�oDOÕúPD�
\DSÕOPÕúWÕU� 

Mülakat sÕUDVÕQGD� WXWXODQ� QRWODU� GHULQOHPHVLQH� LQFHOHQPLú� YH� |÷UHQFLOHULQ� WHPHO� RODUDN�
PHVOHNOHULQH�LOLúNLQ�DOJÕODPDODUÕ�VÕQÕIODQGÕUÕOPÕúWÕU��6ÕQÕIODQGÕUPDGD�D\QÕ�\|QGH�ROGX÷X�EHOLUOHQHQ�LIDGHOHU�
DOW�DOWD�\D]ÕOPÕú�YH�RUWDN�\|Q��EHOLUWHQ�NDYUDP�WHVSLW�HGLOHUHN�LVLPOHQGLULOPLúWLU� 

YapÕODQ� DUDúWÕUPDQÕQ� JHoHUOLOL÷L� YH� J�YHQLOLUOL÷L� QLWHOLNVHO� DUDúWÕUPD� NDSVDPÕQGD� HOH�
DOÕQDFD÷ÕQGDQ��0LOHV�YH�+XEHUPDQ¶ÕQ�QLWHOLNVHO�DUDúWÕUPDODU�LoLQ�JHOLúWLUGL÷L�NULWHUOHU��0LOHV�YH�+XEHUPDQ��
1994:70-����GLNNDWH�DOÕQPÕú�EX�oHUoHYHGH�EHOLUWLOHQ�\|QWHPOHU�NXOODQÕOPÕúWÕU� 
�����9HULOHULQ�DQDOL]L�YH�GH÷HUOHQGLULOPHVL�
 $UDúWÕUPDGD�P�ODNDW�\DSÕODQ�|÷UHQFLOHUGHQ�GR÷UX�ELOJLOHU�HOGH�HGLOPHVLQL�VD÷ODPDN�DPDFÕ\OD��DG�
YH� VR\DGODUÕQÕ� EHOLUWPHOHUL� LVWHQPHPLúWLU�� %XQXQ� \DQÕQGD� GHPRJUDILN� |]HOOLNOHUL� GH� VRUXOPD\ÕS� VDGHFH�
FLQVL\HWOHUL�YH�RNXGXNODUÕ��QLYHUVLWH�P�ODNDW�|QFHVL�QRW�DOÕQPÕúWÕU� 



 Verilerin analizinde frekanslar, yüzde hesaplamalarÕ��RUWDODPDODU�IDUNÕ�WHVWOHUL�NXOODQÕOPÕúWÕU� 
 $UDúWÕUPD�X\JXODQDQ�����|÷UHQFLQLQ�FLQVL\HWOHULQH�J|UH�GD÷ÕOÕPÕ�7Dblo 1’ de verilmektedir. Buna 

J|UH�|÷UHQFLOHULQ���¶L�HUNHN�����¶��NDGÕQGÕU� 
�
7DEOR����$UDúWÕUPD�\DSÕODQ�|÷UHQFLOHULQ��
FLQVL\HWOHUL�J|UH�GD÷ÕOÕPÕ�

&LQVL\HW� 6D\Õ� <�]GH�
Erkek 21 16.8 

KadÕQ 104 83.2 

7RSODP� 125 100.0 
�

$UDúWÕUPD� \DSÕODQ� |÷UHQFLOHULQ� GHYOHW� YH� YDNÕI� �QLYHUVLWHOHULQH� J|UH� GD÷ÕOÕPÕ� 7DEOR� �¶GH�
YHULOPHNWHGLU��'HYOHW��QLYHUVLWHOHUL�%�UR�<|QHWLPL�3URJUDPODUÕQGD�DUDúWÕUPD\D�NDWÕODQ�������������9DNÕI�
�QLYHUVLWHVLQGH� LVH�� ��� �������� |÷UHQFL� YDUGÕU�� 'HYOHW� YH� YDNÕI� �QLYHUVLWHOHUL� DUDVÕQGD� NDUúÕODúWÕUPD�
\DSDELOPHN�LoLQ�DUDúWÕUPD\D�DOÕQDQ�|÷UHQFLOHULQ�VD\ÕODUÕQÕQ�ELUELULQH�\DNÕQ�ROPDVÕQD�GLNNDW�HGLOPLúWLU� 

7DEOR���$UDúWÕUPD�\DSÕODQ�|÷UHQFLOHULQ�
�QLYHUVLWHOHULQLQ�W�UOHULQH�J|UH�GD÷ÕOÕPÕ�

&LQVL\HW� 6D\Õ� <�]GH�
Devlet 56 44.8 

VakÕI 69 55.2 

7RSODP� 125 100.0 

 

 Uygulanan yarÕ� IRUPDO� P�ODNDW� WHNQL÷L� \XNDUÕGD� EHOLUWLOGL÷L� JLEL� �� WHPHO� VRUX� �]HULQGH�
RGDNODQPÕúWÕU�� %XQODUGDQ� ELULQFLVL� |÷UHQFLOHULQ� %�UR� <|QHWLPL� YH� 6HNUHWHUOLN� 3URJUDPÕQGDQ� PH]XQ�
ROGXNODUÕQGD�DODFDNODUÕ�XQYDQ�LOH�LOJLOL�GH÷HUOHQGLUPHOHULGLU��0�ODNDW�X\JXODQDQ�|÷UHQFLOHULQ��7DEOR��¶GH�
YHULOGL÷L� JLEL�� ��¶L� \|QHWLFL� VHNUHWHU�� ��¶�� VHNUHWHU�� ��¶L� \|QHWLFL� DVLVWDQÕ� YH� ��¶VL� E�UR� \|QHWLFLVL�
XQYDQODUÕQÕ� DODFDNODUÕQÕ� EHOLUWPLúOHUGLU�� �� |÷UHQFL� |]HO� NDOHP� P�G�U��� NRRUGLQDW|U� JHQHO� VHkreter 

LIDGHOHULQGH�EXOXQPXú����|÷UHQFL�LVH��ELOPHGL÷LQL�EHOLUWPLúWLU� 
 

7DEOR����g÷UHQFLOHULQ�PH]XQ�ROGXNODUÕQGD�
DODFDNODUÕ�XQYDQ�LOH�LOJLOL�DOJÕODPDODUÕ�

$ODFDNODUÕ�8QYDQ� )UHNDQV� <�]GH�



Yönetici sekreter 45 36.0 

Sekreter 33 26.4 

Yönetici asistanÕ 25 20.0 

Büro yöneticisi 12 9.6 

Di÷HU
 4 3.2 

Cevap vermeyen 6 4.8 
7RSODP� 125 100.0 

*Özel kalem müdürü, koordinatör, genel sekreter. 

 øNLQFL� RODUDN�� |÷UHQFLOHULQ� H÷LWLPLQL� J|UG�NOHUL� RNXOGDQ� PH]XQ� ROGXNWDQ� VRQUD� PHVOHNOHULQL�
\DSWÕNODUÕ� WDNGLUGH� WHPHO� J|UHYOHULQLQ� QH� RODFD÷ÕQD� \|QHOLN� VRUX\D�� |QHP� VÕUDVÕQD� J|UH� FHYDS� YHUPHOHUL�
LVWHQPLúWLU��g÷UHQFLOHULQ�EX�VRUX\D�YHUGLNOHUL�FHYDSODU�7DEOR��¶WH�YHULOPHNWHGLU�� 

Buna göre, 46 ö÷UHQFL�LOHWLúLP���VW�–DVW�YH�NRQXNODU�LOH��������������|÷UHQFL�LúYHUHQH�YH�|UJ�WH�
bD÷OÕOÕN� �SDWURQD-LúYHUHQH� VDGÕN� ROPD�� |UJ�WVHO� ED÷OÕOÕN�� VDGDNDW�� J�YHQLOLUOLN� YE��� ��������� ��� |÷UHQFL�
SODQODPD� ��������� �� |÷UHQFL� G�]HQOL� ROPD� �������� �� |÷UHQFL� \DEDQFÕ� GLO� NXOODQÕPÕQÕ� �������� ELULQFL�
|QFHOLNOL� LúOHUL� RODUDN� EHOLUWPLúWLU�� ��� |÷UHQFLQLQ� LIDGHOHUL� LVH�� \D\JÕQ� ELU� GD÷ÕOÕP� J|VWHUGL÷L� LoLQ�
VÕQÕIODQGÕUÕODPDPÕúWÕU� 

økinci öncelikli iúleri olarak, 41 ö÷renci örgüte ba÷lÕlÕ÷Õ (%32.8), 38 ö÷renci bilgisayar ve klavye 

kullanÕmÕnÕ (%30.4), 23 ö÷renci iletiúimi (%18.4), 20 ö÷renci yazÕúmalarÕ (%16.0), göstermiútir. 3 

ö÷rencinin ifadesi sÕnÕflandÕrÕlamamÕútÕr. 
Üçüncü sÕUDGD�\DSWÕNODUÕ�LúOHU�LVH�����|÷UHQFL�ELOJLVD\DU�YH�NODY\H�NXOODQÕPÕ�������������|÷UHQFL�

IL]LNVHO�J|U�Q�P��G�]J�Q�JL\LQPHN��������������|÷UHQFL�LOHWLúLP�����������|÷UHQFL�\DEDQFÕ�GLO�NXOODQÕPÕ�
�������� �� |÷UHQFL� SDWURQD� ED÷OÕOÕN� �������� �� |÷UHQFL� SODQODPD� �������� RODUDN� RUWD\D� oÕNPÕúWÕU�� ���
|÷UHQFLQLQ�LIDGHVL�GH�VÕQÕIODQGÕUÕODPDGÕ÷ÕQGDQ�GH÷HUOHQGLUPH\H�DOÕQDPDPÕúWÕU� 
 
 
 
 
 
7DEOR����g÷UHQFLOHULQ�PH]XQ�ROGXNWDQ�VRQUD�PHVOHNOHULQL�\DSWÕNODUÕ�WDNGLUGH�WHPHO�J|UHYOHULQH�
\|QHOLN�|QFHOLN�VÕUDODPDODUÕ�

gQHP�6ÕUDVÕ� ��gQFHOLN� ��gQFHOLN� ��gQFHOLN�
g1&(/ø./ø�
.218/$5� 6D\Õ� <�]GH� 6D\Õ� <�]GH� 6D\Õ� <�]GH�
øletiúim 46 36.8 23 18.4 11 8.8 



øúverene/örgüte 
ba÷lÕlÕk 27 21.6 41 32.8 6 4.8 

Planlama 16 12.8 - - 5 4.0 

Düzenli olma 8 6.4 - - - - 

Y.Dil kullanÕPÕ 5 4.0 - - 9 7.2 

Bilgisayar/klavye 
kullanÕPÕ - - 38 30.4 62 49.6 

YazÕúPD - - 20 16.0 - - 

Fiziksel görünüm - - - - 19 15.2 

6ÕQÕIODQPD\DQ� 23 18.4 3 2.4 13 10.4 

 

 $UDúWÕUPDQÕQ� �o�QF�� E|O�P�QGH� PHVOHNOHUL� LOH� LOJLOL� Lú� KD\DWÕQGD� KDQJL� |]HOOLNOHULQ� DUDQGÕ÷ÕQÕ�
G�ú�QG�NOHUL� VRUXOPXúWXU�� g÷UHQFLOHULQ� HQ� HWNLQ� |]HOOLN� RODUDN� RUWD\D� NR\GX÷X� XQVXUODUÕQ� GD÷ÕOÕPÕ� úX�
úHNLOGHGLU�����|÷UHQFL�ELOJL��������� ��� |÷UHQFL� LOHWLúLP� EHFHULVL� ��������� ��� |÷UHQFL güvenilir olma 

��������� ��� |÷UHQFL� \DEDQFÕ� GLO� NRQXúDELOPH� �������� ��� |÷UHQFL� UHIHUDQV� �������� �� � |÷UHQFL� IL]LNVHO�
J|U�Q�P�����������|÷UHQFL�GLVLSOLQ�����������|÷UHQFL�G�U�VW�ROPD�����������|÷UHQFL�GR÷UX�NDUDU�YHUPH�
EHFHULVL�����������|÷UHQFL�ELOJLVD\DU�NXOODQDELOPH�����������|÷UHQFL�VRV\DO�ROPD�������� 

7DEOR� ��� g÷UHQFLOHULQ� PHVOHNOHUL� LOH� LOJLOL� Lú� KD\DWÕQGD� DUDQDQ� |]HOOLNOHUH� \|QHOLN�
DOJÕODPDODUÕQÕQ�GD÷ÕOÕPÕ��

g=(//ø./(5� 6D\Õ� <�]GH�
Bilgi 33 26.4 

øletiúim becerisi 21 16.8 

Güvenilir olma 18 14.4 

YabancÕ�GLO�NRQXúDELOPH 12 9.6 

Referans 11 8.8 

Fiziksel görünüm 9 7.2 

Disiplin 7 5.6 

Dürüst olma 5 4.0 

Do÷UX�NDUDU�YHUPH�EHFHULVL 4 3.2 

Bilgisayar kullanabilme 3 2.4 

Sosyal olma 2 1.6 

7RSODP� 125 100.0 

 



 Ö÷UHQFLOHUGHQ� G|UG�QF�� WHPHO� NRQX� RODUDN� PHVOHNOHULQGHNL� LGHDO� QRNWD\Õ� WDQÕPODPDODUÕ�
LVWHQPLúWLU�� 2UWD\D� oÕNDQ� GD÷ÕOÕP� 7DEOR� �¶GD� YHULOPHNWHGLU�� %XQD� J|UH�� ��� |÷UHQFL� \|QHWLFL� DVLVWDQÕ�
��������� ����|÷UHQFL�\|QHWLFL� ������������|÷UHQFL�DODQÕQGD�X]PDQ�NLúL� ������������|÷UHQFL� L\L sekreter 

ROPD��������úHNOLQGH�FHYDS�YHUPLúWLU����|÷UHQFL�ELOPHGL÷LQL��������EHOLUWPLúWLU� 
Tablo 6’ dan da görüldü÷��JLEL��PHVOHNOHULQGHNL�LGHDO�QRNWD\Õ����|÷UHQFL���������\|QHWLFL�DVLVWDQÕ�

RODUDN�����|÷UHQFL�GH���������\|QHWLFL�RODUDN�WDQÕPODPDNWDGÕUODU��%LU�EDúND�LIDGH\OH�� WRSODP����|÷UHQFL�
�������� \|QHWLFL� YH� \|QHWLFL� DVLVWDQÕ� ROPD\Õ� PHVOHNOHULQLQ� HQ� �VW� QRNWDVÕ� RODUDN� WDQÕPODPDNWDGÕU��
<XNDUÕGD�7DEOR��¶GH�YHULOGL÷L�JLEL�� WRSODP����|÷UHQFL�GH���������PH]XQ�ROGXNODUÕQGD�DODFDNODUÕ�XQYDQÕ�
yönetici sekreter vH�VHNUHWHU�RODUDN�LIDGH�HWPHNWHGLU��%X�NDSVDPGD��PH]XQL\HW�VRQUDVÕQGD�VHNUHWHU�YH�LGHDO�
GXUXPGD�GD�\|QHWLFL�XQYDQODUÕQÕQ�|QHPOL�ELU�úHNLOGH�RUWD\D�oÕNWÕ÷Õ�J|U�OPHNWHGLU� 
�

7DEOR����g÷UHQFLOHUL�PHVOHNOHULQGHNL�LGHDO�QRNWD\D��
\|QHOLN�DOJÕODPDODUÕ�

øGHDO�GXUXP� )UHNDQV� <�]GH�
Yönetici asistan 38 30,4 

Yönetici 38 30,4 

AlanÕQGD�X]PDQ�HOHPDQ 25 20.0 

øyi sekreter 17 13.6 

Bilmeyen 7 5.6 

7RSODP� 125 100.0 

 

Son olarak ö÷UHQFLOHUH�� DLOH�� \DNÕQ� DUNDGDúODUÕ� YH� WRSOXPXQ� EX� PHVOH÷H� EDNÕú� DoÕODUÕQÕ� QDVÕO�
DOJÕODGÕNODUÕ� VRUXOPXúWXU�� $OÕQDQ� FHYDSODU� |QFHOLNOH� ROXPOX-ROXPVX]� |Oo�OHUL� GLNNDWH� DOÕQDUDN�
GH÷HUOHQGLULOPLúWLU��'DKD�VRQUD�LVH��ROXPVX]�FHYDSODUÕQÕQ�QHGHQOHUL�VÕQÕIODQGÕUÕOPD\D�WDEL�WXWXOPXúWXU��%X�
VRUX\D�DLW�FHYDSODUÕQ�GD÷ÕOÕPÕ�7DEOR��¶GH�J|U�OG�÷��JLEL�úX�úHNLOGHGLU������|÷UHQFL�oHYUHQLQ�EX�PHVOH÷H�
EDNÕú�DoÕODUÕQÕQ�ROXPVX]���������ROGX÷XQX�LIDGH�HWPLúWLU�����|÷UHQFL�LVH��EDNÕú�DoÕODUÕQÕQ�ROXPOX���������
ROGX÷XQX�EHOLUWPLúWLU�� 

�
�
�
7DEOR����g÷UHQFLOHULQ��DLOH��\DNÕQ�oHYUH�YH�WRSOXPXQ�
PHVOH÷H�EDNÕú�DoÕODUÕQD�\|QHOLN�DOJÕODPDODUÕQÕQ�GD÷ÕOÕPÕ�

%DNÕú�DoÕODUÕ� )UHNDQV� <�]GH�



Olumsuz 111 88.8 

Olumlu 14 11.2 

7RSODP� 125 100.0 

 

Tablo 8’ de de olumsuz bakÕú�DoÕODUÕQÕQ�QHGHQOHUL�EHOLUWLOPHNWHGLU��2OXPVX]� LIDGH�HGHQOHULQ���¶��
��������� PHVOH÷LQ� WRSOXP� WDUDIÕQGDQ� ELOLQPHGL÷LQL�� |QHPOL� ELU� PHVOHN� RODUDN� J|U�QPHGL÷LQL�
DoÕNODPÕúODUGÕU�� ��¶�� �������� LVH�� oHYUHQLQ� EX�PHVOH÷L� H÷LWLP�JHUHNWLUHQ� ELU�PHVOHN� RODUDN� J|UPHGL÷LQL�
RUWD\D�NR\PXúWXU��6DGHFH�WHOHIRQODUD�EDNPDN�YH�\D]Õ�\D]PDN�úHNOLQGH�J|U�OG�÷�Q��G�úünmektedir.  

�
7DEOR����g÷UHQFLOHULQ��DLOH��\DNÕQ�oHYUH�YH�WRSOXPXQ�
PHVOH÷H�ROXPVX]�EDNÕú�DoÕODUÕQÕQ�QHGHQOHUL�LOH�LOJLOL�DOJÕODPDODUÕ�

%DNÕú�DoÕODUÕ� )UHNDQV� <�]GH�
Meslek bilinmiyor 34 30.6 

E÷LWLP�JHUHNVL] 23 20.7 

Sekreterlik imajÕQÕQ�N|W��ROXúX 19 17.1 

Erkek olmaz  15 13.5 

Kariyer imkanÕ�\RN 12 10.8 

Türk toplumunun kültür yapÕVÕ 8 7.3 

7RSODP� 111 100.0 

Ö÷UHQFLOHULQ� ��¶X� �������� VHNUHWHUOLN� PHVOH÷LQLQ� WRSOXPGD� ROXPVX]� ELU� LPDMÕ� ROGX÷XQX��
GROD\ÕVÕ\OD�oHYUHGHQ�NHQGLOHULQH�NDUúÕ�ROXPOX�EDNÕOPDGÕ÷ÕQÕ�EHOLUWPLúOHUGLU��'L÷HU�|÷UHQFLOHU�LVH��PHVOH÷LQ�
\�NVHN�NDUL\HU�LPNDQODUÕ�ROPDGÕ÷Õ�HUNHNOHULQ�\DSDELOHFH÷L�ELU�PHVOHN�ROPDGÕ÷Õ�YH�7�UN�WRSOXPXQD�DLW�ELU�
ROXPVX]OXN� ROGX÷X� LIDGH� HWPLúOHUGLU�� 2OXPOX� G�ú�QHQOHU� GH�� PHVOH÷LQ� GL÷HU� PHVOHNOHUGHQ� IDUNÕ�
ROPDGÕ÷ÕQÕ��EDúDUÕOÕ�ROXQGX÷X�WDNGLUGH�ROXPOX�WHSNL�DODFDNODUÕQD�LQDQGÕNODUÕQÕ�DoÕNODPÕúODUGÕU� 
 Ö÷UHQFLOHULQ�RNXGXNODUÕ��QLYHUVLWHQLQ�GHYOHW�\D�GD�YDNÕI�ROPDVÕQÕQ�ROXPOX-ROXPVX]�EDNÕú�DoÕODUÕ�
YH�QHGHQOHUL��]HULQGH�HWNLOHUL�GH�DQDOL]�HGLOPLúWLU��$QDOL]GH�����DQODPOÕOÕN�G�]H\LQGH�RUWDODPDODU� IDUNÕ�
WHVWL�NXOODQÕOPÕúWÕU��(OGH�HGLOHQ�VRQXoODUD�J|UH��DUDODUÕQGD�DQODPOÕ�ELU�LOLúNL�EXOXQDPDPÕúWÕU��St0.05). Bir 

EDúND� LIDGH\OH�� |÷UHQFLOHULQ� GHYOHW� \D� GD� YDNÕI� �QLYHUVLWHOHULQGH� RNXPDODUÕQÕQ� PHVOHNOHULQH� ROXPOX-

ROXPVX]�EDNÕú�DoÕODUÕQÕ�YH�QHGHQOHULQL�HWNilememektedir. 

���6RQXo�YH�gQHULOHU 

� Büro Yönetimi ProgramlarÕQÕQ� DPDFÕ�� JHQHO� RODUDN�� E�UR� \|QHWLFLVL�� RILV� KL]PHWOHUL� X]PDQÕ�� �VW�
\|QHWLP� DVLVWDQÕ� JLEL� VRUXPOX� J|UHYOHUGH� oDOÕúDELOHFHN� X]PDQ� LúJ�F�� \HWLúWLUPHNWLU�� $UDúWÕUPD� \DSÕODQ�



|÷UHQFLOHULQ� �����¶VÕ� V|]� NRQXVX� XQYDQODUÕ� DODFDNODUÕQÕ� ELOLQFLQGHGLUOHU�� %X� |÷UHQFLOHULQ� H÷LWLPLQL�
J|UG�NOHUL�SURJUDPODUÕQ�PLV\RQXQD�|QHPOL�GHUHFHGH�KDNLP�ROGXNODUÕQÕ�J|VWHUPHNWHGLU�� 
 Bunun yanÕQGD�� |÷UHQFLOHULQ� Lú� KD\DWÕQGD� \DSDFDNODUÕQÕ� G�ú�QG�NOHUL� J|UHYOHU� LOH� \DSPDVÕ�
gerHNWL÷L� J|UHYOHU� DUDVÕQGD� DQODPOÕ� ELU� IDUNÕQ� ROGX÷X� RUWD\D� oÕNPDNWDGÕU�� YapmasÕ� JHUHNWL÷L� J|UHYOHU��
HWNLQOLNOHUL� SURJUDPODPD�� RILV� HNLSPDQÕ� LKWL\DFÕQÕ� EHOLUOHPH� YH� DOÕPODUÕ� |QHUPH� YH� YHUL� DQDOL]OHUL� JLEL�
IDDOL\HWOHUGLU�� 2\VD�� |÷UHQFLOHU� Lú� KD\DWÕQGD� |QFHOLNOL� J|UHYOHULQLQ� ELOJLVD\DU� YH� NODY\H� NXOODQÕPÕ� �����
|÷UHQFL���|UJ�WH�\D�GD�LúYHUHQH��SDWURQD��ED÷OÕOÕN�����|÷UHQFL��YH��VW-DVW�YH\D�NRQXNODUOD�LOHWLúLP�RODUDN�
DOJÕODPDNWDGÕUODU��%X�IDUNWD�HVDV�RODUDN� Lú�KD\DWÕQD�\HQL�DWÕODQ�ELU�PH]XQGDQ�EHNOHQHQ�J|UHYOHULQ ortaya 

oÕNWÕ÷Õ� LIDGH� HGLOHELOLU�� g÷UHQFLOHULQ� NDUL\HUOHULQH� oHúLWOL� RILV� PDNLQHOHULQLQ� NXOODQÕPÕQGDQ� YH� LOHWLúLPL�
VD÷ODPDGDQ� EDúOD\DFDNODUÕ� ELOLQPHNWHGLU�� $QFDN� EX� V�UHFLQ� GL÷HU� VRUXPOXOXNODUD� JHoLúL� VD÷OD\DQ� ELU�
EDVDPDN� ROGX÷X� NRQXVXQGD� ELOLQoOL� ROPDGÕNODUÕ� J|U�OPHNWHGLU�� $\UÕFD� |÷UHQFLOHULQ� |UJ�WOHULQH� YH�
LúYHUHQOHUH� NDUúÕ� VDGDNDWLQ� \D� GD� ED÷OÕOÕ÷ÕQ� |QHPOL� ROGX÷X� G�ú�QFHVL� RUWD\D� oÕNPÕúWÕU�� %LOJL� YH�
EHFHULOHULQLQ� \DQÕQGD�� ED÷OÕOÕ÷ÕQ� EHOLUJLQ� RODUDN� LIDGH� HGLOPHVL� NHQGLOHULQL� |UJ�W�Q� W�P� VWUDWHML� YH�
planlDUÕQÕ� ELOHQ�� \|QHWLFLQLQ� W�P� NDUDUODUÕQÕ� |QFHOLNOL� |÷UHQHQ� ELU� LúJ|UHQ� RODUDN� J|UPHOHULQGHQ�
ND\QDNODQGÕ÷Õ�G�ú�Q�OPHNWHGLU��gUJ�WOHULQ�\D�GD�\|QHWLFLOHULQLQ�WHPHO�RODUDN�LúJ|UHQOHUGH�J�YHQLOLU�ROPD�
|]HOOL÷LQL� DUDPDODUÕ� GR÷UX� ROPD\DQ� ELU� WXWXP� GH÷LOGLU�� %XQXQ� \DQÕQGD� VDGHFH� J�YHQLOLU� ROPD� GD�
IDDOL\HWOHULQ�\�U�W�OPHVLQGH�HWNLQ�ROPDPDNWDGÕU�� 
 Ö÷UHQFLOHU�PHVOHNOHULQL��VHNUHWHU�\D�GD�\|QHWLFL�VHNUHWHU�RODUDN�EDúOD\DQ�YH�\|QHWLFL�\D�GD�\|QHWLFL�
DVLVWDQÕ�RODUDN�ELWHQ�ELU�NDUL\HU�RODQD÷ÕQD�VDKLS�RODUDN�DOJÕODPDNWDGÕUODU��g÷UHQFLOHULQ�DOJÕODGÕNODUÕ�NDUL\HU�
RODQDNODUÕ� SURJUDPODUÕQÕQ� DPDoODUÕ� LOH� X\XPOX� RODUDN� J|U�OPHNWHGLU�� %X� QRNWDGD� NDUL\HU� \ROODUÕQÕQ� WDP�
RODUDN�IDUNÕQGD�ROXS�ROPDGÕNODUÕ��|÷UHQFLOHULQ����¶VÕQÕQ�PHVOHNOHULQGHNL�LGHDO�QRNWDODUÕQÕ�\|QHWLFL�RODUDN�
WDQÕPODPDODUÕQGDQ�GROD\Õ�WDUWÕúÕODELOLU��$QFDN�\|QHWLFL�XQYDQODUÕQD�GD�VDKLS�RODPD\DFDNODUÕQÕ�LGGLD�HWPHN�
GH�GR÷UX�GH÷LOGLU� 
 $UDúWÕUPDQÕQ�VRQ�EDVDPD÷ÕQGD�LVH��7DEOR��¶WH�EXOJXODUÕ�YHULOGL÷L�JLEL��PHVOHNOHULQLQ�LPDMÕQÕ�QDVÕO�
DOJÕODGÕNODUÕ� EHOLUOHQPH\H� oDOÕúÕOPÕúWÕU�� g÷UHQFLOHU� \DNÕQ� oHYUHOHULQLQ� YH� WRSOXPXQ� PHVOHNOHUL� KDNNÕQGD�
|QHPOL� GHUHFHGH� ROXPVX]� G�ú�QG�NOHULQL� EHOLUWPLúOHUGLU�� dHYUHOHULQLQ� ROXPVX]� GH÷HUOHQGLUPHOHULQLQ� HQ�
|QHPOL� QHGHQLQL� LVH�� WRSOXP� WDUDIÕQGDQ�PHVOH÷LQ� L\L� ELOLQPHPHVL� YH� EX�PHVOH÷LQ� H÷LWLP� JHUHNWLUPHGL÷L�
G�ú�QFHVL�ROXúWXUPDNWDGÕU� 

%XQD� NDUúÕQ�� |÷UHQFLOHULQ� PHVOHNOHULQH� YH� JHOHFH÷LQH� LOLúNLQ� GH÷HUOHQGLUPHOHUL� UDV\RQHO�
EXOXQPDNWDGÕU��*HQHO�RODUDN�ROXPVX]�ELU�LPDM�YDUROPDVÕ�|÷UHQFLOHULQ�EX�SURJUDPODUGD�H÷itimlerine devam 

HWPHVLQL� HQJHOOHPHPHNWHGLU�� .HQGLOHULQLQ� JHOHFHNWHNL� NDUL\HU� LPNDQODUÕQÕQ� ELOLQFLQGH� ROPDODUÕ� EXQXQ�
|QHPOL� QHGHQOHULQGHQ� ELUL� RODUDN� NDEXO� HGLOPHVLQL� VD÷ODPDNWDGÕU�� *HOHFHNWH� |÷UHQFLOHULQ� \DSDFDNODUÕ�
NDUL\HU� YH�PHVOHN� X]PDQODUÕQÕQ� oDOÕúPDODUÕ� LOH� WRSOXPXQ�PHVOHN� KDNNÕQGD� GDKD� ID]OD� ELOLQoOHQGLULOPHVL�



VD÷ODQDELOHFHNWLU�� %|\OHOLNOH� PHVOH÷LQ� NRQXVXQGD� H÷LWLP� J|UHQOHU� WDUDIÕQGDQ� \DSÕOPDVÕ� VD÷ODQDUDN��
\|QHWLP� KD\DWÕQD� GD� ROXPOX� NDWNÕ� JHWLULOHFH÷L� G�ú�Q�OPHNWHGLU�� %X� DoÕGDQ� EDNÕOGÕ÷ÕQGD�� |]HOOLNOH� Lú�
KD\DWÕQGDNL� \|QHWLFLOHULQ� GH� ELOLQoOHQGLULOPHOHUL� JHUHNOLOL÷L� RUWD\D� oÕNPDNWDGÕU��%X� J|UHY�PHVOHNOH� LOJLOL�
KHUNHVLQ�VRUXPOXOX÷XQGD�EXOXQPDNWDGÕU� 

Bu mesle÷LQ� H÷LWLPLQL� DODQ� |÷UHQFLOHU� LoHULVLQGHNL� PHVOHNOH� LOJLOL� ROXPVX]� DOJÕODPDODU� GLNNDWH�
DOÕQPDOÕGÕU�� $QFDN� EX�PHVOH÷H� NDUúÕ� ROXPVX]� RODQ� EDNÕú� DoÕVÕQÕ� GH÷LúWLUHFHN� \LQH� EX� LúL�PHVOHN� RODUDN�
VHoPLú�NLúLOHUGLU� 
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