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DERS TANIMLAMA FORMU
Etkili Sunum Teknikleri

Dersin Kodu ve Adi

Dersin Yariyih .

Sunum teknikleri nelerdir, sunum plani nasil hazirlanir, sunum nasil
Dersin igerigi hazirlanir, genel durus ve hazirlik, ifade kabiliyeti, soru-cevap teknigi, sunum|
sirasinda yapilan hatalar, uygulamali anlatim.

Ders Kitabi

. [1] “Iz Birakan Sunug” Z. Baltas, Remzi Kitapevi, 2004, Istanbul
Yardimei Ders Kitaplari [2] "30 Dakikada Sunusa Hazirlanma” ,PForsyth, Damla yaymevi,
Ceviri: S.Yarmali, 2000, Istanbul

[3] “Etkili Sunumlar i¢in El Kitabr” Tubitak.

Dersin Kredisi 2

Dersin Onkosgullan Derse devam zorunlulugu vardir.
(Ders devam zorunluluklary, bu maddede

belirtilmelidir)

Dersin Tiirii Alan Disi Segmeli

Opretim Dili Tirkce

Ogrencilere, etkili sunum yapmayl uygulamali olarak dgretme. Sunumu
olusturan temel ve yan unsurlari anlatmak; 6grencilerin sunum yeteneklerini
oelistirmek ve hangi ortamda olursa olsun, kendilerini en iyi sekilde ifade
edecekleri gesitli yontemleri kesfetmelerini saglamak.

Dersin Amaclari

Sunum yapmak igin gereken temel unsurlari tanimlar.

Sunumu yapan, sunumu dinleyen ve sunumun igerigi arasindaki iligkiyi
¢oziimler.

Sunum etkinliginde kullanilan araglarin olanaklarimi yorumlar.

Sunum araglarim tanir ve kullanir.

Kendini yaratict ve yenilikgi bigimde ifade eder.

Sunumun tim asamalarini tanimlar ve uygular.

Etkili sunum yapma ve ikna tekniklerini kullanarak sunum yapar.

Bir iletisim aract olarak, “beden dili” kodlarini agiklar.

Ekip ¢aligmas! yapar.

Tiirkgeyi dogru ve etkin bir bigimde kullanir.

Zamani yonetme ve zaman baskist altinda galigma tekniklerini kullanr.

Dersin Veriliy Bigimi Yuz ylize
1. Hafta: Sunum nedir, sunum yapmaya nerede ve ne zaman ihtiyac
duyariz? Sunumu olusturan temel unsurlar: Siz, dinleyicileriniz, mesajiniz ve
Dersin Haftalik Dagilim araclariniz. Sunum heyecaniyla bag etme yontemleri.

0. Hafta: Sunum tekniklerine giris.
3. Hafta: Sunumdan dnceki hazirhik stireci. Planlama (girig, sunum, Ozet,
kapani$)
4. Hafta: Etkili sunum yapma yontemleri, ikna teknikleri.
5. Hafta: Sunum sirasinda dikkat edilmesi gereken noktalar. Kendimizi
tanimak.
6. Hafta: izleyiciyi tanimak. Sunum yapanlarin ortak dili: Beden dili, jest ve
mimikler. ‘
7. Hafta: Sunum araglart. Powerpoint, storyboard, photoboard. Ortamda
higbir ara¢ yokken etkili sunum yapmak.
8. Hafta: Sunum metnini hazirlarken dikkat edilecek onemli noktalar
9. Hafta: Ara Sinav, Sunum konularinin belirlenmesi.
10. Hatta: 1. ekibin sunumu. Kameraya alinan sunumun degerlendirilmesi.
11. Hafta: 2. ekibin sunumu. Kameraya alinan sunumun degerlendirilmesi.
12. Hafta: 3. ekibin sunumu. Kameraya alinan sunumun degerlendirilmesi.
13. Hafta: 4. ekibin sunumu. Kameraya alinan sunumun deperlendirilmesi.
14. Hafta: 5. ekibin sunumu. Kameraya alinan sunumun degerlendirilmesi.
15. Hafta: Final

Dersin Ogrenim Ciktilar




Egitim ve Ogretim Faaliyetleri
(Bunlar érneklerdir. Liltfen dersinizde kullandigimz

faaliyetleri doldurunuz.)

Haftalik teorik ders saati: 30 saat

Haftahik uygulamali ders saati: 0 saat
Okuma Faaliyetleri: 0 saat

internetten tarama, kiitiiphane ¢ahigmasi: 0 saat

Materyal tasarlama, uygulama: 4 saat

Rapor hazirlama: 0 saat
Sunu hazirlama: 4 saat
Sunum: 4 saat

Ara sinay ve ara sinava hazirlik: 5 saat
Final smavi ve final sinavina hazirhk: S saat

Say! Toplam Katkisi
(%)
Ara sinav 1 10
Odev 1 5
Uygulama 3 10
Projeler 1 5
Degerlendirme Olgiitleri Pratik 4 3
Kisa Sinav 1 5
Donemigi Caligmalarin 40
Y1l i¢i Bagariya Orani
%)
Finalin Bagariya Orani 60
(%) 1
Devam Durumu 0
Toplam Siire D:On::'
Etkinlik Hafta (Haftahk Toplam
Sayisi Saat) - is Yilkii
Haftalik teorik ders saati 4 2 28
Haftalik uygulamali ders saati 0 0 0
Okuma Faaliyetleri . 0 0 0
internetten tarama. kutiphane galigmasi 0 0 0
Materyal tasarlama, uygulama 1 4 4
Dersin I Yiikii Rapor hazirlama 0 0 0
Sunu hazirlama : 1 ' 4 4
Sunum : 1 4 : 4
Ara sinav ve ara sinava hazirhk 1 5 : 5
Final sinavi ve final sinavina hazirlik ! : 5 ; 5
Diger 0 ; 0 E 0
Toplam is yiki 50
Toplam is yukiv/ 25 2
Dersin AKTS Kredisi : E
; Program
i Ciktilan 1243 143
1 insan kaynaklar1 yonetimi alaninda X
temel diizeyde bilgilere sahiptir.
2 Karar, uygulama ve davranislarinda X
isletmecilik ve ySnetim alanina iligkin
Ders Ciktilari ile Program Ciktilart Arasindaki ed".ld'.g' hilgglesi kulianma becorisioe
i sahiptir
Katki Diizeyi - —
3 [nsan kaynaklari yénetimi alanina X
iliskin bilgileri analiz etme,
yorumlama ve degerlendirme
becerisine sahiptir.
4 Kendisine verilen gorev ve X
sorumluluklar yerine getirir.
5 Uygulamada karsilastlan ya da X
Gngorillemeyen sorunlar igin ekip
ilyesi olarak sorumluluk alir.




6 Edindigi bilgi ve becerileri elestirel X
olarak degerlendirir.

7 Caligma arkadaglarina yardima X
-atkindir,

8 Sunum strasinda kargilasilacak X
oiiglitklerle bag etme yontemlerini
Ogrenir.

9 Degisime ve yenilige agiktir. X

10 insan kaynaklar yonetimi alani ile X

ilgili edindigi bilgi ve beceriler
diizeyindeki diigtincelerini ve
Bnerilerini ilgililere yazili ve sozli
olarak aktarir.

Dersi Verecek Ogretim Eleman(lar) ve iletisim
Bilgileri

. Dog. Dr. ilknur KARS DURUKAN, ilknurdurukan@gazi.edu.tr




Course Description Form

Course Code and Name Effective Presentation Techniques

Course Semester 8

What are the presentation techniques, how to prepare the
presentation plan, how to prepare the presentation, general stand
Catalog Content and preparation, expression ability, question-answer techmque,
mistakes made during the presentation, applied expression.

Textbook

[1] “Iz Birakan Sunus” Z. Baltas, Remzi Kitapevi, 2004, istanbul
[2] "30 Dakikada Sunusa Hazirlanma” ,P.Forsyth, Damla
yaymevi, Ceviri: S.Yarmali, 2000, [stanbul

[3] “Etkili Sunumlar i¢in El Kitab1” Tiibitak.

Supplementary Textbooks

Credit 2

Prerequisites of the Course . .
(Attendance Requirements) Attendance is required.
Type of the Course Out of Field Elective
Instruction Language Turkish

To teach effective presentation to students. To explain the basic
and side elements of presentation; to develop students'
presentation skills and to explore the various ways in which they
can best express themselves in whatever environment.

Define the basic elements required to make a presentation.
Presentation, listening to the presentation and analyzing the
relationship between the content of the presentation. Interpret the
possibilities of the tools used in the presentation activity.
Recognize and use presentation tools. Expresses itselfin a
Course Learning Outcomes creative and innovative way. Defines and applies all stages of
presentation. Make presentations by using effective presentation
and persuasion techniques. Explains the "body language codes
as a means of communication. Makes team work. Uses Turkish
correctly and effectively. Uses techniques of time management
and working under time pressure.

Instruction Methods Face ToFace

Course Objectives

I. Week: What is the presentation, where and when do we need
to make a presentation? The basic elements that make up the
presentation: You, your listeners, your message and your tools.
Methods of coping with the excitement of presentation.

2. Week : Introduction to presentation techniques.

3. Week : Preparation process before presentation. Planning
(introduction, presentation, summary, closing)

4. Week: Effective presentation methods, techniques of
persuasion.

5.Week : Points to be considered during presentation. Getting to
know ourselves.

6.Week: Getting to know the audience. Common language of
presenters: Body language, gestures and facial expressions.
7.Week : Presentation tools, Powerpoint, storyboard, photoboard.
To make an effective presentation when there is no vehicle in the
environment.

8.Week: Important points when preparing the presentation text
9.Week : Mid-term exam, Presentation topics.

10..Week : Presentation of the 1st Team. Evaluation of the J

Weekly Schedule




presentation.

11. Week: Presentation of the 2nd team. Evaluation of the
presentation.

12.Week: Presentation of the 3rd team. Evaluation of the

presentation.

13. Week: Presentation of the 4th team. Evaluation of the
presentation.

14. Week : Presentation of the Sth team. Evaluation of the
presentation.

15. Week : Final

Teaching and Learning Methods

(These are examples. Please fill which activities you
use in the course)

Weekly theoretical course hours:30

Weekly applied course hours:0

Reading Activities:0

Internet browsing, library work:0

Designing and implementing materials:4
Report preparing:0

Preparing a Presentation:4

Presentations: 4

Preparation of Midterm and Midterm Exam:5
Final Exam and Preparation for Final Exam:5

Numbers Total
Weighting
(Vo)
Midterm Exams 1 10
Assignment 1 S
Application 3 10
Assessment Criteria PFOJGF:IS 1 >
Practice 3 S
Quiz 1 5
Percent of In-term 40
Studies (%)
Percentage of Final 60
Exam to Total Score (%)
Attendance 0
Total ; Total
Duration :
Activity Number (weekly Feriod
of hour) Work
Weeks Load
Weekly Theoretical 14 2 28
Course Hours
Weekly Tutorial Hours 0 0 0
Reading Tasks 0 0 0
Studies 0 0 0
Material Design and 1 4 4
Implementation
it Report.Preparmg . 0 0 0
Preparing a Presentation 1 4 4
Presentations 1 4 4
Midterm Exam and 1 5 5
Preperation for Midterm
Exam
Final Exam and 1 5 5
Preperation for Final
Exam
Other ( should be 0 0 0
emphasized)
Total Workload 50
Total Workload /25 2




Course Credit (ECTS)

|

Contribution Level Between Course Learning
Outcomes and Program Outcomes

No

Program
Outcomes

Has a basic
level of
knowledge in
the field of
human
resources
management.

Has the ability
to use the
knowledge
gained in
business
administration
and
management

Students are
able to
analyze,
interpret and
evaluate the
information
related to the
field of human
resources
management.

He/She fulfills
his duties and
responsibilities

Takes
responsibility
as a team
member for
problems
encountered or
unpredictable
in practice.

Critically
evaluates the
acquired
knowledge
and skills.

It is prone to
help
colleagues.

Learns how to
deal with the
difficulties
encountered
during the
presentation.

It is open to
change and
innovation.

10

The student




transfers his /
her thoughts
and
suggestions at
the level of
knowledge
and skills
acquired in the
field of human
resources
management
in written and
orally.

The Course’s Lecturer(s) and Contact
Informations

1.

Assoc.Prof.Dr. ilknur KARS DURUKAN
ilknurdurukan@gazi.edu.tr




