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+HU� DODQGD� ROGX÷X� JLEL� E�UR� \|QHWLPL� YH� VHNUHWHUOLN� DODQÕQGD� GD� KÕ]OÕ� ELU� GH÷LúLP� \DúDQPDNWDGÕU��

gUJ�WOHU�DQFDN�EX�GH÷LúLPL�|QJ|U�S�RQD�D\DN�X\GXUGXNODUÕ�WDNGLUGH�UHNDEHW�RUWDPÕQGD�\DúDPODUÕQÕ�V�UHNOL�
NÕODELOLU��<|QHWLFLOHU�LoLQ�YD]JHoLOPH]�ELU�\DUGÕPFÕ�GXUXPXQGD�RODQ�VHNUHWHUOHULQ�\DúDGÕNODUÕ�VRUXQODUÕ�WHVSLW�
HGLOGL÷L�YH�NHQGLOHULQL�JHOLúWLUPHOHULQH�IÕUVDW�YHULOGL÷L�RUDQGD�RQODUGDQ�\�NVHN�YHULP�DOÕQDELOLU�YH�NXUXPVDO�
ED÷OÕOÕNODUÕ�VD÷ODQDELOLU�� 
 

6HNUHWHUOHULQ� Lú� RUWDPÕQGD� \DúDGÕNODUÕ� VRUXQODUÕ� WHVSLW� HWPHN�� H÷LWLP� LKWL\DFÕ� GX\GXNODUÕ� NRQXODUÕ�
EHOLUOHPHN� DPDFÕ\OD� � ���� VHNUHWHU� �]HULQGH� ����� NDPX�� ��� |]HO� VHNW|UGH�� DQNHWH� GD\DOÕ� ELU� oDOÕúPD�
JHUoHNOHúWLULOPLúWLU��dDOÕúPDGD�VHNUHWHUOHULQ����¶Q�Q�H÷LWLP�LKWL\DFÕ�KLVVHWWL÷L�J|U�OP�úW�U��(÷LWLP�LKWL\DFÕ�
GX\GXNODUÕ�NRQXODU� LVH��7.<��P�úWHUL� LOLúNLOHUL��ELOJLVD\DU��%�UR� WHNQLNOHUL�� LOHWLúLP� WHNQLNOHUL��\DEDQFÕ�GLO��
\D]ÕúPD� YH� GRV\DODPD� WHNQLNOHUL� YH� SURWRNRO� NXUDOODUÕGÕU�� *HQHO� RODUDN� NDUúÕODúWÕNODUÕ� VRUXQODU� LVH�� �FUHW�
\HWHUVL]OL÷L�� ELOJLOHQGLUPHGH� HNVLNOLNOHU�� IL]LNVHO� \RUJXQOXN�� � L\L� ELU� oDOÕúPD� RUWDPÕQÕQ� ROPDPDVÕ�� VRV\DO�
güvence, yöneticilerce yeterince önemsenmeme, ast-�VW�oDWÕúPDODUÕGÕU�� 

 
$QDKWDU�.HOLPHOHU��Büro yönetimi, sekreter, H÷LWLP��VHNUHWHUOHULQ�VRUXQODUÕ 
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A growing change has been observed in the field of the office management and secretariat, like in all 
other fields. Organizations would survive in such a competitive environment only if they forecast and keep 
up with this change. Provided that problems of secretaries, who are indispensable assistants of managers, are 
determined and educational opportunities are given to them high productivity and institutional loyalty would 
be attained. 

 
In order to determine the problems of secretaries and the educational issues that they need to be 

trained, a study based on a questionnaire was carried out. Data was gathered from 231 secretaries (150 
public, 81 private sector). In this study, it is seen that 43% of secretaries feel the need for training 
in the following issues: total quality management, costumer relations, computer, office methods, 
communication techniques, foreign language, correspondence and file techniques, and protocol rules. The 
problems that they generally encounter are insufficient salaries, deficiency in being 
informed, physical fatigue, uncomfortable work conditions, social security, not being considered adequately 
important by managers, and hierarchical conflicts. 

 
.H\�ZRUGV� Office management, secretary, training, problems of secretary 
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*�%X�oDOÕúPD�*D]L�hQLYHUVLWHVL�%LOLPVHO�$UDúWÕUPDODU�0HUNH]L�0�G�UO�÷�¶QFH�GHVWHNOHQPLúWLU� 
1  *�h��7LFDUHW�YH�7XUL]P�(÷LWLP�)DN�OWHVL��g÷UHWLP�h\HVL��'Ro�'U�� 
2��*�h��7LFDUHW�YH�7XUL]P�(÷LWLP�)DN�OWHVL��$UDúWÕUPD�*|UHYOLVL 
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5HNDEHW�RUWDPÕQGD�LúOHWPHOHULQ��D\DNWD�NDODELOPHVL�YH��KHGHIOHULQH�XODúPDVÕ�DQFDN�ND\QDNODUÕQ�HWNLQ�

ELU� úHNLOGH� NXOODQÕOPDVÕ� YH� NDUDUODUÕQ� KÕ]OÕ� YH� LVDEHWOL� úHNLOGH� YHULOPHVL� LOH� P�PN�QG�U�� *HOHFHNOH� LOJLOL�
|QJ|U��YH�WDKPLQOHULQ�L\L�\DSÕOPDVÕ��LVDEHWOL�NDUDUODUÕQ�DOÕQPDVÕ�LVH�HOGHNL��YHULOHULQ�G�]HQOL�WXWXOPDVÕ��DQDOL]L�
YH� \|QHWLPH� LVWHGL÷L� DQGD� VXQXOPDVÕ� LOH� VD÷ODQDELOLU�� <|QHWLPLQ� HQ� L\L� ELoLPGH� \�U�W�OPHVL� LVH� E�UR�
KL]PHWOHULQLQ� \HULQH� JHWLULOPHVL\OH� JHUoHNOHúLU�� %X� GR÷UXOWXGD� E�UR� \|QHWLPL�� E�UR� hizmetlerinin 
SODQODQPDVÕ�� |UJ�WOHQPHVL�� NRQWURO�\OH� LOJLOL� IDDOL\HWOHUGLU��%�UR� oDOÕúDQODUÕ� LúOHWPHQLQ�oHúLWOL� IDDOL\HWOHULQH�
LOLúNLQ�ELOJLleri toplar��G�]HQOHU��LúOHU�YH�EX�ELOJLOHUL�JHUHNWL÷LQGH�yönetime sunar.   

 
%�UR� LoHULVLQGH�\|QHWLFLQLQ�EDúDUÕOÕ�ROPDVÕQÕQ�VÕUUÕ�VHNUHWHULQ�HOLQGHGLU��*HUoHNWHQGH�\|QHWLFLQLQ�HQ�

NÕVD� ]DPDQGD� HQ� \�NVHN� HWNLQOL÷L� VD÷OD\DELOPHVL� LoLQ�� J�QO�N� Lú� \�N�\OH� EDúD� oÕNPD� NRQXVXQGD� � L\L� ELU�
VHNUHWHUGHQ�GDKD�ID]OD�NLPVH�\DUGÕPFÕ�RODPD]��ø\L��ELU�VHNUHWHU��VDGHFH�VÕNÕFÕ�LúOHUL�SD\ODúPD]��D\QÕ�]DPDQGD�
|]HO� ELOJLVL� YH� \HWHQHNOHULQGHQ� GROD\Õ� \DUDWÕFÕ� SODQODPD� YH� Lú� \|QHWLPL� VD\HVLQGH� \|QHWLFL\L� SHN� oRN�
D\UÕQWÕGDQ�NXUWDUÕU��$\UÕFD�|UJ�W�LoLQGH�YH�|UJ�W�GÕúÕQGD�LOHWLúLPLQ�VD÷ODQPDVÕQGD���VHNUHWHULQ�URO��WDUWÕúÕOPD]� 

 
hUHWLP�DUDoODUÕQGDNL�WHNQRORMLN�\HQLNOLNOHU��LúJ�F�Q�Q��H÷LWLOPHVL��LQVDQ�ND\QDNODUÕQÕQ�\|QHWLPGHNL�

JHOLúPHOHUL�� PRWLYDV\RQ� \|QWHPOHUL� �UHWLPGH� YHULPOLOLN� DUWÕúÕQÕQ� JHUoHNOHúPHVLQL� VD÷ODPÕúWÕU�� %�UR�
KL]PHWOHULQGH� YHULPOLOLN� DUWÕúÕ� LVH� E�UR� RWRPDV\RQX� YH� H÷LWLPOHU� DUDFÕOÕ÷Õ� LOH� VD÷ODQPD\D� oDOÕúÕOPDNWDGÕU��
<|QHWLFLOHULQ� HWNLQOL÷LQL�YHULPOLOL÷LQL� DUWWÕUDELOPHVL� LoLQ� E�URODUÕQ� \|QHWLPLQGH� VRUXPOX� RODQ� \|QHWLFL�
VHNUHWHUOHULQH� |QHPOL� VRUXPOXOXNODU� G�úPHNWHGLU�� <|QHWLFL� VHNUHWHUL� ELOJLOHULQ� ND\QD÷ÕQD� LQHELOPHOL��
JHUHNWL÷LQGH�ND\QD÷ÕQ�J�YHQLOLUOL÷LQL�VRUJXOD\DUDN�\DQOÕú�ELOJL�DNÕúÕQÕ�HQJHOOHPHOLGLU��%LOJLOHU��JHUHN�RQOLQH 
(internet vb.) sistemlerle gerekse telefon ve faks� LOH� ND\QDNODUD� XODúÕODUDN� WDP� ]DPDQÕQGD� \|QHWLPH�
sunulabilmelidir.  
 

%XJ�Q�VHNUHWHUOLN�PHVOH÷L�³�VW�G�]H\GH�VR\XW´�LúOHUGH��ELOJL�LúOHPH��WDVDUÕP�YE��oDOÕúÕODQ profesyonel 
ELU� PHVOHN� KDOLQH� JHOPLúWLU. B�URODUÕQ� YH� E�UR� LúOHULQLQ� GH÷LúLS� JHOLúPHVLQGH� HWNLOL� RODQ� QHGHQ�� WRSOXPXQ�
VDQD\L�WRSOXPXQGDQ�ELOJL�WRSOXPXQD��HPH÷H��NODVLN��UHWLP�IDNW|UOHULQH�GD\DOÕ�HNRQRPLGHQ�ELOJL�ekonomisine 
GR÷UX�oHYULOPHVLGLU��BLOJL�LKWL\DFÕ�R�NDGDU�DUWPÕúWÕU�NL��LNLQFL�GDOJDQÕQ�NDWLSOHU��VHNUHWHUOHU��GDNWLORODU�RUGXVX�
QH� GHQOL� E�\�N� ROXUVD� ROVXQ�� EX� LKWL\DFÕ� NDUúÕOD\DPD]� ROPXúODUGÕU�� *HOHFHNWH� W�P� RUJDQL]DV\RQODUÕQ�
NDUúÕVÕQGDNL�WHPHO�X÷UDú�DODQÕ��VRV\DO�PLPDULOHULQL��HQWHOHNW�HO�VHUPD\H\H�\DUDWDFDN�úHNLOGH�WDVDUÕPODPDODUÕ�
RODFDNWÕU��*HOHFH÷LQ� E�URODUÕ� ELOJL\L�� \DUDWÕFÕOÕ÷Õ�� KDWWD� GHKD\Õ� |UJ�WOHPHN�GXUXPXQGD�NDODFDNODUGÕU��<LUPL�
ELULQFL� \�]\ÕO� \|QHWLFLOHULQLQ� HQ� |QHPOL� IRQNVL\RQX�� NXUXOXúXQ� EH\LQ� J�F�Q�� DoÕ÷D� oÕNDUPDN� ROPDOÕGÕU��
%XQXQ�LoLQ�DoÕN�ILNLUOL�\DUDWÕFÕ�\HWHQH÷L�RODQ�\|QHWLFL�VHNUHWHUOHUH�LKWL\Do�YDUGÕU�� 

 
*HOLúHQ�WHNQRORML\L�NXOODQPDN�YH�NHQGLVLQL�JHOLúWLUPHVL�LoLQ��VHNUHWHUOHULQ�JHUHN�RILV�RWRPDV\RQXQX�

YH� JHUHNVH� GL÷HU� PHVOHNL� JHOLúPHOHUL� \DNÕQHQ� WDNLS� HWPHVL� YH� GH÷LúLPH� D\DN� X\GXUPDVÕ� JHUHNLU�� d�QN��
\DSÕODQ�DUDúWÕUPDODU�VHNUHWHUOHULQ��RNXOGD�DOGÕNODUÕ�H÷LWLPLQ�WHN�EDúÕQD�\HWHUOL�ROPDGÕ÷ÕQÕ�J|VWHUPHNWHGLU��%X�
QHGHQOH� VHNUHWHUOHULQ� � ]D\ÕI� ROGXNODUÕ� DODQODUÕQ� WHVSLW� HGLOHUHN� EX� DODQODUGD� KL]PHWL� LoL� H÷LWLPH� WXWXOPDODUÕ�
YH\D�DoÕODQ�NXUVODUD�NDWÕOPDODUÕ�VD÷ODQPDOÕGÕU�� 

 
%X� oDOÕúPDGD� � \|QHWLFL� VHNUHWHUOHULQ� \|QHWLFL�SDWURQ-VHNUHWHU� LOLúNLOHULQGH� � NDUúÕODúÕODQ� VRUXQODU� YH�

LKWL\Do� GX\GXNODUÕ� H÷LWLP� DODQODUÕ� � EHOLUOHQPH\H� oDOÕúÕOPÕúWÕU�� 6RUXQODU� YH� H÷LWLP� LKWL\DoODUÕ� NDPX� YH� |]HO�
VHNW|UGH�IDUNOÕOÕN�DU]�HGHFH÷L�G�ú�Q�OG�÷�QGHQ�DUDúWÕUPD�NDSVDPÕQD�KHU�LNL�VHNW|UGH�J|UHY�\DSDQ�VHNUHWHUOHU�
GDKLO�HGLOPLúWLU�� 
 
���6(.5(7(5/ø.�9(�<g1(7ø&ø�6(.5(7(5/øöø1�<g1(7ø&ø/(5�$d,6,1'$1�g1(0ø�

 
*�Q�P�]GH� NXUXOXúODU� HQ� Dlt bölümden en üst bölüme kadar sekreterlik hizmetlerine gereksinim 

GX\PD\D� EDúODPÕúODUGÕU��%|\OHFH� VHNUHWHUOLN�PHVOH÷L�� JHOLúHQ� WHNQRORML� NDUúÕVÕQGD� KHU� VHNW|U�Q� KHPHQ� KHU�
E|O�P�QGH�\HU�DOPÕúWÕU��$\JHQ���������� 

 
6HNUHWHUOHU��E�UR�LúOHULQH�KDNLP��GLUHNW�HPLU�DOPDNVÕ]ÕQ�VRUXPOXOXN�DODELOHQ��WHúHEE�V�YH�NDUDU�YHUPH�

LúOHULQL�\DSDQ�YH�LOJLOL�\|QHWLFLQLQ�L]QL\OH�NDUDUODU�DODQ�\HWNLOL�\DUGÕPFÕODUGÕU��%R\G�YH�/HZLV���������� 
 
0LOOL� 6HNUHWHUOHU� 'HUQH÷L�� VHNUHWHUL� Lú� \DúDPÕQÕQ� J�Q� JHoWLNoH� NDUPDúÕNODúDQ� \|QHWLPLQGH 

\|QHWLFLQLQ� HQ� \DNÕQ� GHVWH÷L� úHNOLQGH� RUWD\D� oÕNDQ� LOHWLúLP� J�F��� DNWLYLWH� ND]DQPD� YH� oDOÕúPD� V�UHVLQLQ�
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WDPDPÕQÕ� GDKD� HWNLQ� RODUDN� NXOODQDELOPH� RODQD÷ÕQÕ� ND]DQGÕUDQ�� oDOÕúPD� RUWDPÕQGD� HQ� |QHPOL� ELU� E�UR�
J|UHYOLVL�RODUDN�WDQÕPODPDNWDGÕU� 

 
Sekreterlik kavraPÕ� ELU� PHVOHN� GH÷LO�� KHU� G�]H\GH� YH� |]HOOLNWHNL� E�UR� LúOHULQL� \DSDQ� HOHPDQODUÕ�

kapsayacak bir unvan� RODUDN� NDEXO� HGLOPHNWHGLU� �8QJDQ�� ����� �� ����*HOLúHQ� G�Q\D\OD� |UJ�W� LoLQGH� E�UR�
\|QHWLFLVL�YH�VHNUHWHULQ�\DSÕODUÕ�\HQL�WDQÕPODPDODUD�JLUPLúWLU��%X�oHUoHYHGH�VHNUHWHU�LoLQ��³LoLQGH�EXOXQGX÷X�
NXUXP��\DGD�NXUXOXúXQ�DPDoODUÕ�GR÷UXOWXVXQGD��\|QHWLFLVLQL�WHPVLO�HGHQ��|UJ�W�LoL�G�]HQOHPHOHUL�\DSDQ��E�UR�
RWRPDV\RQXQX� ELOHQ�� NHQGLQGHQ� EHNOHQHQ� J|UHYOHUL� HNVLNVL]� \HULQH� JHWLUHQ�� LOHWLúLP� J�F�� L\L� RODQ�� VÕU�
VDNODPDVÕQÕ�ELOHQ��JHUHNWL÷LQGH�VRUXPOXOXN�DODUDN�NDUDU�YHUHELOHQ�NLúLGLU´�GHPHN�P�PN�QG�U� 

 
%�URODUGD�\|QHWLFLOHUH�DVLVWDQOÕN�\DSDQ�VHNUHWHUOHU�\|QHWVHO�ELUoRN�IDDOL\HWL�\�U�WPHNWHGLU� 

  
 6HNUHWHUOHULQ�\DSWÕ÷Õ��DQD�IDDOL\HWOHUL�úX�úHNLOGH�VÕUDODQDELOLU� 

- Planlama, gelHFHNWH�\DSÕODFDN�LúOHUL��WDVDUODPDN� 
- Düzenleme/Örgütleme. 
- .DUDU�YHUPH��X\JXQ�GXUXPODUGD�\|QHWLFL�DGÕQD�NDUDUODU�YHUPHN� 
- øOHWLúLP�VD÷ODPDN 
- =DPDQ�\|QHWLPL��*HUHN�NHQGL�YH�JHUHNVH�\|QHWLFLQLQ�]DPDQÕQÕ�HWNLQ�NXOODQPDVÕQÕ�VD÷ODPDN� 
- .RQWURO��\DSÕODQODUÕ�SODQODQDQODUOD�NDUúÕODúWÕUPDN� 
- 'H÷HUOHQGLUPH��VRQXoODUOD��VDUI�HGLOHQ�oDEDODUÕ�]DPDQÕ�YH�PDOL\HWL�NDUúÕODúWÕUPDN� 

 
 *HOHQHNVHO� \DNODúÕP� LoHULVLQGH� \D]PDQ�� \D]PDQOÕN� RODUDN� QLWHOHQGLULOHQ� VHNUHWHU� NHOLPHVL\OH��
VHNUHWHUOLN�KL]PHWL�J�Q�P�]GHNL�oDOÕúPDODUÕ\OD�GH÷HUOHQGLUGL÷LPL]GH�VHNUHWHU��\|QHWLP�NDGURVXQXQ�]RUXQOX�
ELU�SDUoDVÕ�RODUDN�NDEXO�HGLOPHNWHGLU� 
 
 %XUDGDQ� KDUHNHWOH� VHNUHWHU�� VDGHFH� UDSRUW|UO�N� J|UHYLQLQ� JHUH÷L� GH÷LO�� LoLQGH� EXOXQGX÷X�
RUJDQL]DV\RQXQ�DPDFÕQÕ� DQOD\DQ��EDúDUÕ\D�XODúPDVÕ� LoLQ�NHQGL�NDWNÕVÕQÕQ�GD�|Qemini kavrayan, liderlik ve 
EHúHUL�LOLúNLOHU�GX\JXVXQD�VDKLS�ELU�NLúL�ROXS�VD÷OÕNOÕ�ELU�LOHWLúLPL�\HULQH�JHWLULUNHQ��\|QHWLFLVLQLQ�GL÷HU�ELULP�
YH�NXUXOXúODUOD�RODQ�LOLúNLOHULQL�RUJDQL]H�HGHQ�YH�GHQHWOH\HQ��\|QHWLPH�DLW�ELOJL�YH�EHFHULOHUOH�GRQDWÕOPÕú�NLúL�
DQODPÕQD�JHOPHNWHGLU�� 
 
� %LU� EDúND� WDQÕPD� J|UH� LVH� VHNUHWHU�� ³\|QHWLP� IRQNVL\RQODUÕ� NRQXVXQGD� ELOJL� VDKLEL�� J�QGHOLN�
IDDOL\HWOHULQ�\�U�W�OPHVLQGH�\|QHWLFLOHUH�\DUGÕPFÕOÕN�\DSDQ��|UJ�W�Q�Lo�YH�GÕú�oHYUHVL�DUDVÕQGD�LOHWLúLP�NXUDQ��
\|QHWLFLQLQ� ]DPDQÕQÕ� YHULPOL� YH� HWNLQ� NXOODQÕOPDVÕQD� \DUGÕPFÕ� RODQ�� ELOJL� LúOHPH� YH� RILV� RWRPDV\RQX�
NRQXVXQGD�ELOJL�VDKLEL��VÕU�VDNODPD�YH�WHPVLO�\HWHQH÷L�RODQ�ELU�J|UHYOLGLU�7XWDU���������� 
 
 8OXVODUDUDVÕ� 6HNUHWHU� 'HUQH÷L� VHNUHWHUL�� Lú� \DúDPÕQÕQ� J�Q� JHoWLNoH� NDUPDúÕNODúDQ� \|QHWLPLQde, 
\|QHWLFLVLQLQ�HQ�\DNÕQ�GHVWH÷L��LOH�LOHWLúLP�J�F���DNWLYLWH�ND]DQPD�YH�oDOÕúPD�V�UHVLQLQ�WDPDPÕQÕ�GDKD�HWNLQ�
RODUDN� NXOODQDELOPH� RODQD÷ÕQÕ� ND]DQGÕUDQ�� oDOÕúPD� RUWDPÕQÕQ� |QHPOL� ELU� E�UR� J|UHYOLVL� RODUDN�
WDQÕPODQPÕúWÕU�$OWÕQ|]� 1998:1). 
 
� Yönetici sekretHUL� LVH�� \|QHWLFL\H�J|UHYOHULQL�GDKD�EDúDUÕOÕ�RODUDN�\DSPDVÕQGD�\DUGÕP�HGHQ�� � oHúLWOL�
NDQDOODUGDQ�JHOHQ�ELOJL�YH�YHULOHUL��UDSRUODUÕ�LQFHOH\HQ��LúOH\HQ��GHUOH\HQ�ELU�NLúLGLU�.DUDED÷���������� 
 
 <|QHWLFL� VHNUHWHUOHU�� �VW� G�]H\� \|QHWLFLOHUOH� ELUOLNWH� oDOÕúÕUODU�� <|QHWLFLOHULQLQ� GL÷HU� NXUXPODUÕQ�
\|QHWLFLOHUL\OH�� KDOND� YH� NXUXOXúXQ� GL÷HU� oDOÕúDQODUÕ\OD� ED÷ODQWÕVÕQÕ� NXUPDN� GXUXPXQGDGÕUODU�� <|QHWLFL�
VHNUHWHUOHUGHQ� EHNOHQHQ�� E�UR� \HWHUOLOLNOHULQ� WDúÕPDODUÕ�� \|QHWVHO� EHFHULOHUH� YH� NDUDU� YHUHELOPH� \HWHQH÷LQH�
sahip oODELOPHOHULGLU�$OWÕQ|]��������� 
 
 <|QHWLFL�VHNUHWHULQL�QRUPDO�ELU�VHNUHWHUGHQ�D\ÕUDQ�HQ�|QHPOL�IDNW|U��DPLULQLQ�LúOHULQL�E�W�Q�D\UÕQWÕODUÕ�
LOH� ELOPHVL� YH� LúL� RQXQ� \RNOX÷XQGD�� RQX� DUDWPD\DFDN� G�]H\GH� \HULQH� JHWLUHELOPH� \HWHQH÷LGLU�� <|QHWLFL�
sekreter, yönetiFLQLQ�ROPDPDVÕ�GXUXPXQGD�RQX�WHPVLO�HGHU�7XWDU���������� 
 
 <|QHWLFL� VHNUHWHUL�� \|QHWLFLQLQ� LOHWLúLP�� HQIRUPDV\RQ� YH� ]DPDQÕQÕ� RUJDQL]H� HGHUHN� GDKD� YHULPOL�
oDOÕúPDVÕQÕ� VD÷OD\DQ�� ROJXQ�� LQVL\DWLI� VDKLEL�� |Oo�O��� J|UJ�O��� oDOÕúNDQ�� SURWRNRO� ELOJLVLQH� VDKLS� YH� temsil 
\HWHQH÷L� RODQ� NLúLOHUGLU�� $\UÕFD� NXUXOXú� LoLQGH� JHUHN� Lo�P�úWHUL� JHUHNVH� GÕú�P�úWHUL� LOH� GR÷UXGDQ� LOHWLúLP�
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LoLQGHNL� WHN�NLúLGLU�'HPLUWDú������������.XUXOXúXQ�GÕú�P�úWHULVL� LoLQ�NXUXOXúXQ�LPDMÕQÕ�ROXúWXUXU��.XUXOXúD�
JHOHQ�\DGD�NXUXOXúD�WHOHIRQ�HGHQ�ELU�P�úWHUL��\|QHWLFLGHQ�|QFH�\|QHWLFLQLQ�VHNUHWHUL�LOH�J|U�úPHNWHGLU��%X�GD�
NXUXOXúXQ�LON�L]OHQLPL�LoLQ�ROGXNoD�|QHPOLGLU��$\JHQ���������� 
 

6HNUHWHUOLN� PHVOH÷L�� D\QÕ� ]DPDQGD� JHOLúHQ� WHNQRORML\L� YH� SL\DVD� NRúXOODUÕQÕ� V�UHNOL� |÷UHQPH� YH�
X\JXODPD\Õ�JHUHNWLUHQ�ELU�PHVOHNWLU��6HNUHWHUOLN��V�UHNOL�|÷UHQPH\L�JHUHNWLUPHVL�EDNÕPÕQGDQ��DoÕN�XoOX�ELU�
PHVOHN� RODUDN� NDEXO� HGLOPHOLGLU�� 6HNUHWHUOLN� PHVOH÷LQH� DoÕN� XoOX� Lú� QLWHOL÷L� ND]DQGÕUDQ� IDNW|U�� ELOJL� YH�
LOHWLúLP�WHNQRORMLVLQGHNL�V�UHNOL�JHOLúPHOHUGLU�7XWDU��������� 
 
 *�Q�JHoWLNoH�|QHPL� DUWPDNWD� RODQ� VHNUHWHUOLN�PHVOH÷L�� GDYUDQÕú� ELOLPOHUL�� \|QHWLP�ELOLPOHUL�� DUúLY�
bilimleri, dil bilimleri, teknik bilimler ve matematik bilimlerini içerisine alan bir bütündür çünkü sekreter 
|]HOOLNOH�GLUHNW�RODUDN�LQVDQODUOD�LOLúNLGH�ROGX÷X�LoLQ�GDYUDQÕú�ELOLPOHULQL�ELOPHOL��ELU�SVLNRORJ�JLEL�LQVDQODUÕ�
DQOD\DELOPHOLGLU��2ILVL�\|QHWLFLVLQLQ�\RNOX÷XQGD�ELU�\|QHWLFL�NDGDU�\|QHWHELOPHOL��DUúLY�X]PDQÕ�NDGDU�úLUNHW�
HYUDNÕQÕQ� LúOH\LúLQL� YH� GRV\DODQPDVÕQÕ� JHUoHNOHúWLUPHOL�� GLOELOLPFL� JLEL� \D]PD� YH� NRQXúPD�NRQXVXQGD� DQD�
GLOLQL�HWNLOL�ELU�úHNLOGH�NXOODQDELOPHOLGLU��%XQODUÕQ�\DQÕ�VÕUD�WHNQLN�ELU�LQVDQ�JLEL�E�UR�PDNLQHOHULQL�NXOODQPD��
NRUXPD�NRQXODUÕQGD�ELOJL�YH�EHFHUL�VDKLEL�ROPDOÕ��WHNQRORMLQLQ�JHULVLQGH�NDOPDPDOÕGÕU��0XKDVHEH�YH�KXNXN�
NRQXODUÕQGD� \DUGÕPFÕ� KL]PHWOHUL� oHUoHYHVLQGH� DNWLI� ROPDOÕ� HNRQRPLN� ELU� EDNÕú� DoÕVÕQD� VDKLS� RODELOPHOLGLU��
øúWH�EX�QHGHQOH��DUWÕN�VHNUHWHU�\DOQÕ]FD�\D]Õ�\D]DQ�YH�WHOHIRQD�EDNDQ�ELU�HOHPDQ�RODPD]��2QXQ�PHVOH÷LQ�W�P�
NXUDPVDO�ELOJLOHULQL�|÷UHQLS�|÷UHQGLNOHULQL�GH�SUDWLNWH�SHNLúWLUPHVL�JHUHNLU��(Q�|QHPOLVL�GH�PHVOH÷LQL�VHYHUHN�
\DSPDVÕGÕU��6HNUHWHUOLN�PHVOH÷LQH�ELU�WHN�SHUVSHNWLIWHQ�EDNÕODPD]��2QXQ�\DSWÕ÷Õ�LúOHU�oHUoHYHVLQGH; 
 

1) )L]LNL�*|U�Q�ú 
2) øQVDQODUOD�'L\DORJ�.DSDVLWHVL 
3) 0HVOHNL�ELOJL�RODUDN��o�\|QGHQ�HOH�DOÕQPDVÕ�JHUHNLU�*|Ual, 2001:9) 

 
 %�UR� RUWDPÕQGD� ³SURIHV\RQHO� ELU� VHNUHWHU´�� EX� RUWDPGD� RUWD\D� oÕNDQ� |]HO� LKWL\DoODUÕ� NDUúÕODPD�
NRQXVXQGDNL� JLULúNHQOLN� J|VWHUPH� \HWHQH÷LQGH� ROPDOÕGÕU�� %XJ�Q� LoLQ� ELU� VHNUHWHUGH� SURIHV\RQHOOL÷L� RUWD\D�
oÕNDUDQ� QLWHOLNOHULQ� EDúÕQGD�� \DEDQFÕ� GLO� Eilme ve bilgi teknolojileri konusunda yetenekli olmak geliyor. 
6HNUHWHUOHU�� oDOÕúWÕNODUÕ� E�URODUGD� XOXVODU� DUDVÕ� P�úWHULOHUL� EXOXQX\RU� YH� EXQODUOD� NHQGL� GLOOHUL\OH� LOHWLúLP�
NXUDELOL\RUVDODU� EX� RQODU� LoLQ� GH� E�UR� \|QHWLPL� LoLQ� GH� E�\�N� ELU� |QHP� WDúÕU�� 3URIHsyonel sekreter, elle 
ELOJLOHUL� ND\GHGHQ� YH� VDQWUDO� RSHUDW|UO�÷�� \DSDQ�NODVLN� VHNUHWHUOHULQ� DNVLQH� YHUL� WRSOD\DQ�� ELOJL� LúOH\HQ� YH�
EXQODUÕ� NDUDU� V�UHoOHULQGH� NXOODQDELOHQ� ELU� ELOJL� LúoLVLGLU�� %X� QLWHOLNOHUGHNL� SURIHV\RQHO� ELU� VHNUHWHULQ�
\|QHWLFLQH�\DUGÕPFÕ�RODELOPHVL�LoLQ�VDKLS�ROPDVÕ�JHUHNHQ�|]HO�\HWHQHNOHUL�úX�úHNLOGH�VÕUDODQDELOLU. 
 

1) .DWÕOÕPFÕ�ROPDOÕGÕU 
2) Organize bir biçimde hareket etmesini bilmelidir. 
3) Öncelik belirlemede isabetli davranabilmelidir. 
4) <|QHWLFLVLQLQ�YHULPOLOL÷LQH�NDWNÕGD�EXOXQPDOÕGÕU�7XWDU��001:12) 

 
 6HNUHWHU�LVH��KL]PHW�VXQDUNHQ�\|QHWLFLOHUGHQ�úX�EHNOHQWLOHU�LoHULVLQGH�ROPDNWDGÕU��$OWÕQ|]���������� 
 

1) 7HPHO�IL]\RORMLN�LVWHNOHULQ�NDUúÕODQPDVÕ 
2) *�YHQFH�LVWH÷LQLQ�\HULQH�JHWLULOPHVL 
3) .XUXP�ED]ÕQGD�DLW�ROPD�LKWL\DFÕQD�FHYDS�YHULOPHVL 
4) )ÕUVDW�EXODELOPH�LKWL\DFÕQÕQ�NDUúÕODQPDVÕ 
5) 'H÷HU�YHULOPH��VD\JÕ�J|UPH�YH�WDNGLU�HGLOPH�LKWL\DFÕQÕQ�\HULQH�JHWLULOPHVL. 

 
 6HNUHWHUOLN� PHVOH÷LQLQ� HWNLQ� ELU� úHNLOGH� \�U�W�OPHVL� LoLQ�� KL]PHWL� VXQDQ� VHNUHWHUOHU� LOH� KL]PHWWHQ�
\DUDUODQDQ�\|QHWLFLOHULQ�NDUúÕOÕNOÕ�RODUDN�YHULPOLOLN�\DNODúÕPÕ�LoHULVLQGH�ROPDODUÕ�JHUHNPHNWHGLU� 
  
 +HU� EDúDUÕOÕ� \|QHWLFLQLQ� \DQÕQGD�� EDúDUÕOÕ� ELU� VHNUHWHU� ROGX÷X� ELOLQGL÷LQH� J|UH�� VHNUHWHULQ� E�URGD�
\|QHWLP�NDGURVX�LoHULVLQGH�|QHPOL�ELU�E�UR�J|UHYOLVL�ROGX÷X�XQXWXOPDPDOÕGÕU� 
 
 6HNUHWHU�� ILUPDQÕQ� NDPX� R\XQGD� J�YHQLOLU�� G�U�VW� YH� WRSOXPD� \DUDUOÕ� KL]PHWOHU� \DSWÕ÷Õ� L]OHQLPLQL�
\DUDWDQ�|UJ�WWHNL�HQ�|QHPOL�NLúLOHUGHQ�ELUL�RODUDN�J|U�OHELOLU��
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���<g1(7ø&ø�6(.5(7(5/(5ø1�.$5ù,/$ù7,./$5,�62581/$5�
 
 <|QHWLFL� VHNUHWHUOHULQ�NDUúÕODúWÕNODUÕ� VRUXQODUÕ�ELUoRN�DoÕGDQ�HOH� DOPDN�P�PN�QG�U��dDOÕúPDQÕQ�EX�
NÕVPÕQGD�\|QHWLFL� VHNUHWHUOHULQ�NDUúÕODúWÕNODUÕ�VRUXQODU�ROXú�DúDPDVÕQD�J|UH; e÷LWLP�HVQDVÕQGD�NDUúÕODúWÕNODUÕ�
sorunlar ve çDOÕúÕUNHQ�NDUúÕODúWÕNODUÕ�VRUXQODU olmak üzere LNL�JUXSWD�WRSODQPÕúWÕU� 
 
����6HNUHWHUOLN�g÷UHQLPLQH�'HYDP�(WPHNWH�2ODQ�g÷UHQFLOHULQ�.DUúÕODúWÕNODUÕ�6RUXQODU�
 
 2NXO�\|QHWLPOHUL�|÷UHQFLOHUH�HQ�L\L�H÷LWLPL�YHUPHNOH�VRUXPOXGXUODU��$QFDN��ONH�úDUWODUÕQGDQ�GROD\Õ�
RUWD\D� oÕNDQ� VRUXQODU� |]HOOLNOH� |÷UHQFLOHULQ� JHOHFHNWH� Lú� \DúDPÕQGD� NDUúÕODúDFDNODUÕ� VRUXQODUÕQ� |QF�Vü 
RODELOPHNWHGLU��0HVOHNL�H÷LWLPLQ�DPDFÕ�|÷UHQFLOHUL�PHVOH÷H�KD]ÕUODPDNWÕU. Yönetici�6HNUHWHUOLN�3URJUDPODUÕ�
RUWD� |÷UHWLPGH� YH� |Q� OLVDQV� SURJUDPODUÕQGD� VHNW|UH� \|QHOLN� X\JXODPD� D÷ÕUOÕNOÕ� H÷LWLP� YHUHUHN� DUD� HOHPDQ�
\HWLúWLUPH\L�KHGHIOHPHNWHGLU��$QFDN�RUWD�|÷UHWLP�YH�|Q�OLVDQV�H÷LWLPL�YHUHQ�NXUXPODUÕQ�EXOXQGX÷X�úHKLUOHU�
ve ilçeler belirlenen hedeflere uzakWÕU�� Ö÷UHQFLOHUH� VD÷ODQDQ� VWDM� RODQDNODUÕ� EX� RNXOODUÕQ� EXOXQGX÷X� ED]Õ�
LOoHOHUGH� EXOXQPDPDNWDGÕU�� %X� GXUXP� RNXOODUGD� PHVOHNL� X\JXODPD� RODQDNODUÕQÕ� NÕVÕWODPDNWDGÕU��
3URJUDPODUÕQ�VWDM�RODQD÷Õ�EXOXQDQ�LOOHUGH�DoÕOPDVÕ� LOH�KHP�|÷UHWLP�HOHPDQODUÕ�DoÕVÕQGDQ�KHP�GH�|÷UHQFLOHU�
DoÕVÕQGDQ�YHULP�VD÷ODQDFDNWÕU� 
 
 Programlardan mezun olan ö÷UHQFLOHU�LVWLKGDP�VRUXQX�LOH�NDUúÕODúDELOPHNWHGLUOHU��øúVL]OLN�G�]H\LQLQ�
yüksek oldu÷X� �ONHPL]GH� NRQX\D� ED]Õ� �QLYHUVLWHOHULQ� NXUXPVDO�� ED]Õ� �QLYHUVLWHOHULQ� \|QHWLFL� YH� |÷UHWLP�
HOHPDQODUÕ�ELUH\VHO�JLULúLPOHUL\OH�\DNODúÕUNHQ��JHQHOGH�ND\ÕWVÕ]�NDOÕQPDNWD�ROGX÷X�J|]OHQPHNWHGLU��$OWÕQ|]��
1998: 193). 
 
 %D]Õ� RNXOODUGD� SURJUDPOD� LOJLOL� DNDGHPLN� SHUVRQHOLQ� EXOXQPDPDVÕ� |÷UHQFLOHULQ� PHVOHNL� ELOJL�
HGLQPHOHULQL� HWNLOHPHNWHGLU�� 3URJUDPD�X\JXQ� |÷UHWLP� HOHPDQODUÕQÕQ� EXOXQPDGÕ÷Õ� RNXOODUGD� H÷LWLPLQ� GL÷HU�
EUDQúODUGDNL� |÷UHWLP� HOHPDQODUÕ� WDUDIÕQGDQ� YHULOGL÷L� J|]OHQPHNWHGLU�� 8]PDQODúPDQÕQ� |QHPLQGHQ� V|]�
HGLOGL÷LQGH�SURJUDPGD�YHULOHQ�H÷LWLPLQ�\HWHUOLOL÷L�ú�SKH\H�G�úPHNWHGLU��%X�JLEL�GXUXPODU�|÷UHQFLOHUGH�ELOJL�
HNVLNOL÷L�YH�VHNW|UGH�NDUúÕODúÕODFDN�NRQXODUÕQ�WDP�RODUDN�|÷UHQFLOHUH�DNWDUÕOPDPDVÕ�VRUXQXQX�\DUDWPDNWDGÕU��
g÷UHWLP� HOHPDQÕ� HNVLNOL÷L� ED]HQ� oHúLWOL� NXUXPlaUGDQ�NDUúÕODQDELOPHNWHGLU��%X�GD� |÷UHQFLOHUGH�PRtivasyon 
HNVLNOL÷L��J�YHQLQ�VDUVÕOPDVÕ�YH�RNXO�\|QHWLPL�WDUDIÕQGDQ�|QHPVHQPHPHOHUL�KLVVLQL�\DUDWPDNWD�YH�|÷UHQFLOHU�
�]HULQGH�ROXPVX]�G�ú�QFHOHU�ROXúWXUPDNWDGÕU� 
 
 Ülkemizde ilk kez lise ve dengi okul mezunlarÕ� LoLQ������ \ÕOÕQGD��$PHULNDOÕ� X]PDQODU� WDUDIÕQGDQ�
$QNDUD¶GD� ��� NÕ]� |÷UHQFL� LOH� VHNUHWHUOLN� DODQÕQGD� H÷LWLP�\DSÕOPD\D� EDúODQPÕúWÕU�� ����� \ÕOÕQGD�6HNUHWHUOLN�
0HVOHN�/LVHOHUL�DoÕODUDN�RUWD|÷UHWLP�G�]H\LQGH�������\ÕOÕQGDQ�LWLEDUHQ�GH��QLYHUVLWHOHU�E�Q\HVLQGH�ön lisans 
G�]H\LQGH�H÷LWLP�\DSÕOPD\D�EDúODQPÕúWÕU��$WDNOÕ�YH�(NLQFL��������� 
 
 2UWD�|÷UHWLP�NXUXPODUÕQGD�E�UR�\|QHWLPL�YH�VHNUHWHUOLN�DODQÕ\OD�LOJLOL�PHVOHN�GHUVOHUL��GL÷HU�PHVOHN�
GHUVOHUL�|÷UHWPHQOHUL�WDUDIÕQGDQ�YHULOPHNWHGLU��7LFDUHW�0HVOHN�YH�$QDGROX�7Lcaret Meslek Liselerinde Büro 
+L]PHWOHUL��<|QHWLP�YH�7LFDUHW�6HNUHWHUOL÷L�%|O�POHUL�JLEL�V|]HO�H÷LWLP�D÷ÕUOÕNOÕ�E|O�POHU�RNXO�\|QHWLPOHUL�
WDUDIÕQGDQ� GDKD� EDVLW� J|U�OPHNWHGLU�� %X� GHUVOHU� PHVOHN� GHUVL� |÷UHWPHQOHULQ� DOGÕ÷Õ� H÷LWLPH� EDNÕOPDNVÕ]ÕQ�
GD÷ÕWÕOPDNWDGÕr. 
 
 8\JXU� YH� *|NGHUH¶QLQ� ����������� DUDúWÕUPDVÕQGD�� 7�UNL\H¶GHNL�PHVOHN� \�NVHN� RNXOODUÕQGD� J|UHY�
\DSDQ�|÷UHWLP�HOHPDQODUÕQÕQ�DQFDN������¶�Q�Q�%�UR�<|QHWLPL�YH�<|QHWLP�2UJDQL]DV\RQX�PH]XQX�ROGX÷X�
WHVSLW� HGLOPLúWLU��%X�ELOJLGHQ�GH� DQODúÕOPDNWDGÕU� NL� RNXOODUGDNL� |÷UHWLP� HOHPDQODUÕ�PHVOHN� GHUVL� ELOJLOHULQL�
H÷LWLPOHULQ�GHQ�VRQUD�|÷UHQPHNWHGLUOHU� 
 
 7XWDU�YH�(UG|QPH]���������¶LQ�\DSWÕ÷Õ�ELU�EDúND�DUDúWÕUPD�VRQXoODUÕQD�J|UH��DUDúWÕUPD\D�NDWÕODQODUÕQ�
liVDQV� H÷LWLPOHULQL����¶�Q�Q� øNWLVDGL� øGDUL�%LOLPOHU�)DN�OWHVL¶QGHQ� DOGÕNODUÕ�����¶VÕQÕQ� \LQH� øNWLVDGL� øGDUL�
Bilimler )DN�OWHVL¶QGH�\�NVHN�OLVDQV�H÷LWLPL�DOGÕNODUÕ�EHOLUOHQLUNHQ��|÷UHWLP�HOHPDQODUÕQÕQ�VDGHFH��10’unun 
E�UR�\|QHWLPL�NRQXVXQGD�\�NVHN�OLVDQV�H÷LWLPL�DOGÕ÷Õ�EHOLUOHQPLúWLU. 
 
 $ONLED\��.RUNPD]�YH�6D÷ODP (1996: 159) WDUDIÕQGDQ�PHVOHN�\�NVHN�RNXOODUÕQD�ED÷OÕ�%�UR�<|QHWLPL�
ve Sekreterlik ProgramlaUÕQÕQ�WDPDPÕQGD�øú�<D]ÕODUÕ�YH�7LFDUL�øOHWLúLP�GHUVLQL�RNXWDQ�|÷UHWLP�HOHPDQODUÕQÕQ�
EX�NRQXGD�OLVDQV�YH\D�\�NVHN�OLVDQV�G|QHPLQGH�GHUVLQ�H÷LWLPLQL�DOÕS�DOPDGÕNODUÕQÕQ�WHVSLW�HWPHN�DPDFÕ\OD�
\DSÕODQ� EDúND� ELU� DUDúWÕUPD� VRQXFXQD� J|UH� LVH�� � %65,8’inin H÷LWLPL� GDKD� VRQUD� DOGÕ÷Õ� úHNOLQGHGLU�� 2NXO�
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\|QHWLPL�� HOHPDQ� HNVLNOL÷L� YH� GHUV� NRQXODUÕQD� X]DN� ROPDVÕ� VHEHEL\OH� GHUV� GD÷ÕOÕPODUÕQÕ� JHUHNWL÷L� JLEL�
\DSDPDPDNWDGÕU�� 'HUVOHU� |÷UHWLP elemanlaUÕQÕQ� OLVDQV� YH� \�NVHN� OLVDQV� H÷LWLPOeri dikNDWH� DOÕQDUDN�
GD÷ÕWÕOPDOÕGÕU� 
 
 KDUúÕODúÕODQ�|QHPOL�VRUXQODUGDQ�ELULVL�GH�|]HO�VHNW|U�Q�LKWL\Do�GX\GX÷X�VHYL\HGH�RNXOODUGD�øQJLOL]FH�
H÷LWLPLP� YHULOHPHPHVLGLU�� g÷UHQFLOHU� \DEDQFÕ� GLO� HNVLNOLNOHULQL� |]HO� NXUVODUOD� NDUúÕODPD\D� oDOÕúPDNWDGÕU��
YabaQFÕ� GLO� H÷LWLPL� 0LOOL� (÷LWLP� .XUXPODUÕ¶QGD� YH� <�NVHN� g÷UHWLP� .XUXPODUÕ¶QGD� L\LOHúWLULOPHVL�
gerekmektedir. ONXOODUGD� N�W�SKDQH� YH� GRN�PDQ� \HWHUVL]OL÷L� |÷UHQFLOHULQ� DUDúWÕUPDFÕ� \|QOHULQLQ eksik 
NDOPDVÕQD neden olmaktadÕU�� g]HOOLNOH� E�UR� \|QHWLPL� YH� VHNUHWHUOLN� DODQÕQGD� ND\QDN� HNVLNOL÷L� VRUXQX�
bulunmakta�YH�PHYFXW�ND\QDNODUÕQ�GD�RNXOODUGD�EXOXQPDPDVÕ�WDPDPHQ�WHRULN�H÷LWLPL�HWNLOHPHNWHGLU� 
 
 dÕWDN�YH�7HQJLOLPR÷OX’ nun (2003:150��ELU�DUDúWÕUPDVÕQGD ise; meslek yüksek okullaUÕQD�ED÷OÕ�%�UR�
YöQHWLPL�YH�6HNUHWHUOLN�3URJUDPODUÕQGD�J|UHY�\DSDQ�|÷UHWLP�HOHPDQODUÕQÕQ�VDGHFH������¶L�X\GX�\D\ÕQODUÕ�
YH� LOHWLúLP� X\GXODUÕ\OD�� HWNLOHúLPOL�video ve SURMHNVL\RQ� FLKD]Õ� JLEL�PRGHUQ� GHUV� DUDoODUÕQÕQ� EXOXQGX÷XQX�
EHOLUWPLúOHUGLU��$UDúWÕUPD\D�NDWÕODQ�|÷UHQFLOHULQ���0’ si�|÷UHWLP�PDWHU\DOOHUL�RODQDNODUÕQÕ�\HWHUVL]�bulmakta, 
|÷UHWLP�HOHPDQODUÕ�LVH VDGHFH���������RUDQÕQGD�|÷UHWLP�PDWHU\DOOHULQL�\HWHUOL�EXOPDNWDGÕUODU� 
 
 <LQH� D\QÕ� DUDúWÕUPD\D� J|UH�� |÷UHWLP� HOHPDQODUÕ� NDUPDúÕN� \DSÕODUÕ� EDVLW� YH� DQODúÕOÕU� NÕOÕQPDVÕQGD��
|÷UHQFLOHULQ� J|]OHQPHVLQGH� YH� NRQWURO�QGH�� H÷LWLPFL� HWNLQOL÷L� YH� |÷UHQFL� EDúDUÕVÕQÕQ� DUWWÕUÕOPDVÕQGD�� VDELW�
NDOLWHGH� |÷UHWLPLQ� VD÷ODQPDVÕQGD� |÷UHWLP� PDWHU\DOOHULQLQ� ROXPOX� NDWNÕODUÕQÕQ� EXOXQGX÷XQX� NDEXO�
HWPHNWHGLUOHU�� $UDúWÕUPDQÕQ� EXOJXODUÕ�� |÷UHWLP� HOHPDQODUÕQÕQ� WHNQRORML\L� NHQGLOHULQH� UDNLS� RODUDN� GH÷LO��
\DUGÕPFÕ�RODUDN�G�ú�QG�NOHULQLQ�YH�GHUVOHUGH�|÷UHWLP�PDWHU\DOOHUL�NXOODQÕPÕQÕQ��VW�Q�\|QOHULQLQ�oRN�ID]OD�
ROGX÷XQX�NDEXO ettiklerinin bir göstergesidir �dÕWDN�YH�7HQJLOLPR÷OX����������-15). 
 
 2NXOODUGDNL� IL]LNVHO� NRúXOODUÕQ yHWHUVL]OL÷L� VDGHFH� PHVOHN� GHUVOHULQGH� GH÷LO� |÷UHQFLOHULQ� W�P�
deUVOHUGH�|÷UHQPHOHULQL�HWNLOHPHNWHGLU��<HWHUOL�D\GÕQODWPDQÕQ��ÕVÕWPDQÕQ��WHPL]OL÷LQ�ROPDPDVÕ�YH�J�U�OW�Q�Q�
olmasÕ� |÷UHQPH\L� ROXPVX]� HWNLOHPHNWHGLU�� ø\L� ELU� |÷UHQPH� RUWDPÕQÕQ� VD÷ODQPDVÕ� DQODPD\Õ� YH� |÷UHQPH\L�
NROD\ODúWÕUÕU� 
 
 %�UR� \|QHWLPL� YH� VHNUHWHUOLN� H÷LWLPL� YHUHQ� NXUXPODUÕQ� DODFDNODUÕ� |÷UHQFL� LoLQ� EHOLUOHQHQ�
NRQWHQMDQODU�� RNXOXQ� IL]LNVHO� \DSÕVÕ�� DUDo�� JHUHo� YH� |÷UHWLP� HOHPDQÕ� VD\ÕODUÕ� LOH� LOJLOL� ROPDOÕGÕU�� 6ÕQÕI�
PHYFXWODUÕQÕQ�ID]OD�ROPDVÕ��|]HOOLNOH�X\JXODPD�YH�PHVOHN�GHUVLOHULQGH�|÷UHQPH\L�]RUODúWÕUDELOLU� 
 
 0HVOHN� OLVHOHUL� YH�PHVOHN� \�NVHN�RNXOODUÕ�X\JXODPD� D÷ÕUOÕNOÕ�|÷UHWLP�\DSDQ�RNXOODUGÕU��g÷UHWLPGH�
NXOODQÕODFDN�DUDo��JHUHo�YH�PDO]HPHOHU�LoLQ�D\UÕODQ�Eütçe olaQDNODUÕ�ELUoRN�|÷UHWLP�NXUXPXQGD�\HWHUVL]GLU��
g÷UHWLP�PDWHU\DOOHULQGHNL�\HWHUVL]OLN�X\JXODPD�GHUVOHULQLQ�oR÷X�]DPDQ�WHRULN�LúOHQPHVLQH�VHEHS�ROPDNWDGÕU��
%|\OH� VRUXQODU� |÷UHQFLOHULQ� GHUVH� LOJLVL]OL÷LQL� DUWÕUPDNWD�� EDúDUÕ\Õ� HWNLOHPHNWH� YH� Lú� \DúDPÕQD yeterince 
KD]ÕUODQDPD\DQ� PH]XQODUÕQ� VD\ÕVÕQÕ� DUWÕUPDNWDGÕU�� 8\JXODPD� GHUVOHULQGH� VDGHFH� DUDo� YH� JHUHo�
\HWHUVL]OL÷LQGHQ� ND\QDNODQDQ� HNVLNOLNOHU� GH÷LO�� WHNQRORMLQLQ� JHWLUGL÷L� \HQLOLNOHUL� WDNLS� HGHPHPHN�� |÷UHWLP�
HOHPDQODUÕQÕQ� X\JXODPDGDNL� \HWHUVL]OLNOHUL�� X\gulama ODERUDWXDUODUÕQÕQ� EXOXQPDPDVÕ gibi sorunlar da 
X\JXODPD�GHUVOHULQGHNL�EDúDUÕ\Õ�YH�JHOHFHNWH�|÷UHQFLOHULQ�Lú�\DúDPODUÕQÕ�HWNLOHPHNWHGLU� 
 
 'HUVOHUGH� WHNQRORMLQLQ� WDNLS� HGLOPHPHVL�� %LOJLVD\DU�� <DEDQFÕ� 'LO� YH� %�UR�0DNLneleri derslerinde 
uygulama laboraWXDUODUÕQGDNL eksiklikler, okulda Internet� D÷ÕQÕQ� EXOXQPDPDVÕ�� ELOJLVD\DU� RWRPDV\RQX�
GR÷UXOWXVXQGD�GHUVOHULQ�LúOHQPHPHVL�|÷UHQFLOHUL�ROXPVX]�HWNLOHmektedir. 
 
 *HQHO� RODUDN� RUWD� |÷UHWLP� |÷UHQFLOHUL� RNXO� \|QHWLPLQLQ� NDWÕ� GLVLSOLQ� NXUDOODUÕ� VRUXQX\OD�
NDUúÕODúWÕNODUÕQÕ� EHOLUWPHNWHGLUOHU�� <�NVHN� |÷UHWLPGH� LVH� |÷UHQFLOHULQ�� EDUÕQPD�� RNXOXQ� \XUW� RODQDNODUÕQÕQ�
NÕVÕWOÕ� ROPDVÕ�� RNXO� ELQDODUÕQÕQ� úHKLU� GÕúÕQGD� ROPDVÕQGDQ� ND\QDNODQDQ� VRUXQODUOD� NDUúÕ� NDUúÕ\D� NDOGÕNODUÕ�
gözlenmektedir. 
 
 Okul yönetimlerinin�|÷UHWLP�PDWHU\DOOHUL�LOH�LOJLOL�NDUúÕODúWÕNODUÕ�HQ�|QHPOL�VRUXQ�DUDo�YH�JHUHo�DOÕPÕ��
EDNÕP�YH�RQDUÕPÕ�LoLQ�|GHQH÷LQ�\HWHUVL]�ROPDVÕQGDQ�ND\QDNODQPDNWDGÕU��2UWD�|÷UHWLP�NXUXPODUÕQGD�|QFHNL�
\ÕOODUGD�J|U�OHQ�'DNWLORJUDIL�GHUVL�WHNQRORML\OH�ELUOLNWH�DUWÕN�.ODY\H�(÷LWLPL�GHUVL�LOH�GH÷LúWLULOPLúWLU��.ODY\H�
(÷LWLPL dersi bilgisayar ODERUDWXDUODUÕQda� ELOJLVD\DUODUOD� YHULOPHNWHGLU�� $QFDN� \HWHUOL� |GHQH÷LQ� ROPDPDVÕ�
\�]�QGHQ�KDOHQ�ED]Õ�RUWD�|÷UHWLP�NXUXPODUÕQGD�EX�GHUV�GDNWLOR� ODERUDWXDUODUÕQGD�'DNWLORJUDIÕ�GHUVL�RODUDN�
okutulmaktaGÕU��%X�SURJUDP�PH]XQX�|÷UHQFLOHULQ�E�UR�PDNLQHOHULQL�NXOODQPD�EHFHULOHULQLQ�JHOLúPLú�ROPDVÕ�
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JHUHNPHNWHGLU�� 0HVOHN� KD\DWÕQD� YHULPOL� HOHPDQ� \HWLúWLUPHN� LoLQ� EX� W�U� X\JXODPD� H÷LWLPOHULQH� JHUHNHQ�
önemin verilmesi gerekmektedir. 
 
 Bilgisayar, Büro Makineleri, <DEDQFÕ�'LO�GHUVOHUL� LoLQ� ODERUDWXDUODUÕQ�ROPDVÕ�X\JXODPD�GHUVOHULQLQ�
YHULPLQL� DUWÕUPDNWDGÕU��Laboratuar� HNVLNOLNOHUL�RNXOODUGDNL�|GHQHN�\HWHUVL]OL÷LQGHQ�\DGD�RNXO�ELQDODUÕQGDNL�
IL]LNVHO�NRúXOODUÕQ�\HWHUVL]OL÷LQGHQ�RUWD\D�oÕNPDNWDGÕU��%X�GXUXPODU�RNXO�\|QHWLPL�WDUDIÕQGDQ�WHVSLW�HGLOPHOL�
YH�HQ�L\L�G�]H\GH�o|]�POHUH�YDUÕOPDOÕGÕU� 
 
 20��� \ÕOÕQGD� PHVOHN� \�NVHN� RNXOODUÕQD� VÕQDYVÕ]� JHoLú� KDNNÕQÕQ� YHULOPHVL� GH� RNXOODUÕQ� IL]LNVHO�
NRúXOODUÕQÕ� \HWHUVL]� KDOH� JHWLUPHNWHGLU�� 2NXOODUÕQ� NRQWHQMDQODUÕ� |QFHNL� \ÕOODUD� J|UH� aUWPÕúWÕU. Bu durumda 
okul yönetimleri; ders saatlerini günün geç saatlerine koymak ve belirlenen meslek liselerinin dersliklerini 
NXOODQPDN�\ROX\OD�o|]�P�DUDPDNWDGÕU��$QFDN�GHUVOHULQ�oRN�IDUNOÕ�RNXOODUGD�LúOHQPHVL�|÷UHQFLOHUH��|÷UHWLP�
HOHPDQODUÕQD� YH� RNXO� yönetimlerine zorluklar yDúDWPDNWDGÕU�� g÷UHWLP� HOHPDQÕ� HNVLNOL÷L� PHVOHN� OLVHOHUL�
|÷UHWPHQOHUL\OH� NDUúÕODQPDNWDGÕU�� 0HVOHN� OLVHOHULQGHNL� |÷UHWPHQOHULQ� EX� GHUVOHUL� YHUPHVL� LoLQ� |QFHOLNOH�
PHVOHN�\�NVHN�RNXOX�\|QHWLPL�WDUDIÕQGDQ�ELOJLOHQGLULOPHVL�JHUHNPHNWHGLU. 
 
 6ÕQDYVÕ]�JHoLú�KDNNÕQÕQ�H÷LWLPLQ�NDOLWHVLQL�GH�G�ú�UG�÷���|÷UHQFLOHULQ�VÕQDYOD�JHOHQ�|÷UHQFLOHUH�J|UH�
GHUVH�GDKD�D]�LOJLVLQLQ�ROGX÷X��VRV\DO�DODQGD�VÕQDYVÕ]�JHOHn�|÷UHQFLOHULQ�GDKD�SDVLI�ROGX÷X�G�ú�QFHOHUL�RUWD\D�
oÕNPD\D� EDúODPÕúWÕU�� 2NXO� \|QHWLPLQH� EX gibi sorunlar büyük sorumluluklar yüklemektedir�dÕWDN ve 
7HQJLOLPR÷OX, 2003:151). 
 
 (UG|QPH]¶LQ� ���������%�UR�<|QHWLPL� YH� 6HNUHWHUOLN� 3URJUDPODUÕQGD� oDOÕúDQ� |÷UHWLP� HOHPDQODUÕQD�
\|QHOLN�DUDúWÕUPDVÕQGD��|÷UHWLP�HOHPDQODUÕQÕQ����¶��6ÕQDYVÕ]�*HoLú�3URMHVLQLQ |÷UHQFL�NDOLWHVLQL�G�ú�UG�÷���
%7�¶L� 6ÕQDYVÕ]� *HoLú� 3URMHVLQLQ� H÷LWLPLQ� NDOLWHVLQL� G�ú�UG�÷�����9’ u� VÕQDYVÕ]� JHoLúOH� JHOHQ� |÷UHQFLOHULQ�
HNVLN�H÷LWLPOH�PHVOHN�\�NVHN�RNXOODUÕQD�JHOGL÷LQL�EHOLUWPLúWLU��$\UÕFD�|÷UHWLP�HOHPDQODUÕQÕQ����¶VÕ�6ÕQDYVÕ]�
*HoLú� 3URMHVL� X\JXODPDVÕQÕQ� NDOGÕUÕOÕS� HVNL� VLVWHPH� G|Q�OPHVL� JHUHNWL÷LQL�� ���¶L� LVH� |÷UHQFLOHULQ� NHQGL�
DODQODUÕ�LOH�LOJLOL�VÕQDYOD�PHVOHN�\�NVHN�R�NXOODUÕQD�DOÕQPDVÕ�JHUHNWL÷LQL�EHOLUWPLúOHUGLU� 
 
 %�UR�<|QHWLPL�YH�6HNUHWHUOLN�3URJUDPODUÕQÕQ�Hn önemli sorunu %36 oranÕQGD�6ÕQDYVÕ]�*HoLú�3URMHVL�
olarak belirleQPLúWLU� �7XWDU ve Erdönmez, 2003:����� 6ÕQDYVÕ]� JHoLú� KDNNÕQÕQ� |÷UHQFLOHUH� WDQÕQPDVÕ� RNXO�
\|QHWLPOHULQH� |QFHOLNOH� PHVOHN� \�NVHN� RNXOODUÕ� YH� PHVOHN� OLVHOHUL� LOH� oDOÕúPD� LoLQGH� ROPDVÕ� J|UHYOHULQL�
\�NOHPLúWLU��*HUHN�PHVOHN�GHUVOHULQGH�JHUHNVH�VRV\DO�DNWLYLWHOHULQ�G�]HQOHQPHVLQGH�Lú�ELUOL÷L�LOH�oDOÕúPDODUÕQ�
\DSÕOPDVÕ�|÷UHQFLOHULQ�VHYL\HOHULQL�\�NVHOWHFHNWLU� 
 
 0HVOHNL� H÷LWLP� NXUXPODUÕQGD� HQG�VWUL\H� GD\DOÕ� H÷LWLPLQ� |QHPL� E�\�NW�U� NL� EX� Nonuda görev ve 
sorumluluklar okul y|QHWLPLQH� G�úPHNWHGLU��0HVOHN� OLVHOHULQGH� YH� PHVOHN� \�NVHN� RNXOODUÕQGD� HQG�VWULGH�
\DSÕODQ�H÷LWLP��H÷LWLPLQ�YD]JHoLOPH]�X\JXODPD\D�\|QHOLN�XQVXUXGXU�  
 
 $QFDN�RNXO�VDQD\L�LúELUOL÷L�NRQXVXQGD�\�NVHN�RNXOODUÕ�YH�VDQD\LFL\L�ED÷OD\ÕFÕ�ELU�PHY]XDWÕQ�\RNOX÷X�
en büyük eksiNOLN� RODUDN� J|U�OPHNWHGLU� �%DOFÕ� YH�.D\DN�� ���������� %DOFÕ� YH� .DYDN’ ÕQ� ���������� \DSWÕ÷Õ�
DUDúWÕUPDGD� VDQD\L� \|QHWLFLOHUL� JHQoOHUH� YHULOHQ� H÷LWLPGH� �o� NRQXGD� LKWL\DoODUÕQ� NDUúÕODQmDGÕ÷ÕQÕ�
EHOLUWPHNWHGLU��%XQODU�HNRQRPLN�oHYUH\L�DQODPD��Lú�\DSPD�YH�Lú�ELWLUPH�DQOD\ÕúÕ��NDU�HWPH�NDYUDPODUÕGÕU� 
 
 %XQXQ� \DQÕQGD�� (÷LWLP� VLVWHPLQLQ� JHQoOHUH� EHú� NRQXGD� EHFHUL� ND]DQGÕUPDVÕQÕ� EHNOHPHNWHGLUOHU��
%XQODU� LVH�� LOHWLúLP�� HNLS� oDOÕúPDVÕ� SUREOHP� o|]PH�� |÷UHQPH\L� |÷UHQPH� YH� \DEDQFÕ� GLO� H÷LWLPLGLU�� %X�
VRQXoODUOD�DUDúWÕUPDGD��PHVOHN�\�NVHN�RNXOODUÕQÕQ�\DSÕODQPDVÕ��SHUVRQHO�GXUXPX��H÷LWLP�YH�|÷UHWLP�NDOLWHVL��
VDQD\L�YH�oHYUH�LOLúNLOHULQGH�VRUXQODU�RUWD\D�NRQXOPDNWDGÕU� 
 
 %DKúL¶QLQ�����������������\|QHWLFL\H�VHNUHWHUOHU�NRQXVXQGDNL�EHNOHQWLOHUL�RUWD\D�NR\PDN�DPDFÕ\OD�
yaptÕ÷Õ� oDOÕúPD� VRQXoODUÕQD göre; 6-��� \ÕOOÕN� \|QHWLFLOHULQ� �� ��¶VÕ� VHNUHWHUOHULQ� DQD� GLOOHUini kusursuz 
NXOODQPD�VRUXQODUÕQÕQ�ROGX÷XQX�EHOLUWPLúOHUGLU��<|QHWLFLOHU�VHNUHWHUOHULQL� WRSODQWÕ�VXQXPX�\DSPD�YH�WHPVLO�
\HWHQH÷LQH� VDKLS� ROPD� NRQXODUÕQ� GD� \HWHUVL]� J|UPektedirler. Yöneticiler sekreterlerini basit anlamda 
PXKDVHEH� ND\ÕWODUÕQÕ� \DSDELOPH�� E�URGD� oDOÕúDQ� \DUGÕPFÕ� HOHPDQODUÕ� NRQWURO� HGHELOPH� YH� RUJDnize etme, 
VH\DKDW� SODQODPDVÕ� \DSDELOPH�� HNRQRPiyi takip edebilme, hukuksal konularda bilgi sahibi olma, sosyal 
LOLúNLOHUL�G�]HQOH\HELOPH��RILV�PDNLQHOHULQLQ�EDNÕP�YH�NXOODQÕPÕ�NRQXODUÕQGD�\HWHUVL]�J|UPHNWHGLUOHU� 
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 %DúSÕQDU� YH� %D\UDPOÕ (2003:3)¶QÕQ� \DSWÕ÷Õ� “yöneticilere göre sekreter ve yönetici sekreter”� DGOÕ�
oDOÕúPDGD��\|QHWLFLOHULQ�����1’ i yönetici sekreterlerin�H÷LWLPLQLQ�HQ�D]�OLVDQV�G�]H\LQGH�ROPDVÕ�JHUHNWL÷LQL��
�����¶X� VHNUHWHUOHULQ�PHVOHNL� |Q� OLVDQV�PH]XQX� ROPDVÕ� JHUHNWL÷LQL� YH������¶L� VHNUHWHUOHULQ� RUWD� |÷UHWLP�
G�]H\LQGH�PHV�OHNL�H÷LWLP�DOPDVÕ�JHUHNWL÷LQL�EHOLUWPLúWLU� 
 
 0HVOHNL�H÷LWLP�NXUXPODUÕQGD��|QFHOLNOH�\|QHWLPLQ�YH�GDKD�VRQUD�|÷UHWLP�elemanlaUÕQÕQ okul sanayi 
Lú� ELUOL÷LQH� JHUHNHQ� |]HQL� J|VWHUPHVL� KHP� RNXOXQ� R� oHYUHGH� LPDMÕQÕ� GH÷LúWLUHFHN�� KHP� GH� |÷UHQFLOHULQ�
X\JXODPD�H÷LWLPOHULQGH�|÷UHQPHOHULQLQ�WDP�JHUoHNOHúPHVLQL�VD÷OD\DFDNWÕU� 
 
 
�����0H]XQ�2ODQODU�YH�6HNW|UGH�dDOÕúDQODU�$oÕVÕQGDQ�.DUúÕODúÕODQ�6RUXQODU�
 
 Büro Yönetimi PH]XQODUÕQÕQ� VRUXQODUÕQÕ�� OLVDQV� H÷LWLPL� PH]XQODUÕQÕQ� VRUXQODUÕ� YH� GL÷HU� H÷LWLP�
SURJUDPODUÕ�PH]XQODUÕQÕQ� VRUXQODUÕ� RODUDN� LNL� E|O�P�KDOLQGH� LQFHOHPHN�P�PN�QG�U��$\UÕFD��Pezunlardan 
kamu�YH�|]HO�VHNW|U�GH�oDOÕúDQODUÕQ�VRUXQODUÕ\OD��H÷LWLP�VHNW|U�QGH�oDOÕúDQODUÕQ�VRUXQODUÕ�ú�SKHVL]�IDUNOÕOÕN�
J|VWHUPHNWHGLU��&RúDQ�YH�7HQJLOLPR÷OX����������� 
 
 7LFDUHW� YH� 7XUL]P� (÷LWLP� )DN�OWHVL¶QGH� \DSÕODQ� ELU� DUDúWÕUPD�� PHVOHN� GHUVOHULQLQ�����43’ lük bir 
oraQOD� \HWHUVL]� ROGX÷XQX� RUWD\D� NR\PXúWXU�� $QFDN� EX� ROXPVX]OXNOD� ELUOLNWH� 6HNUHWHUOLN� *UXEX�
g÷UHWPHQOHULQLQ���������PHVOHN� VWDMÕQÕ� \HWHUOL� RODUDN� GH÷HUOHQGLUPLúWLU� �7D\IXQ�� ������ �����$\UÕca lisans 
PH]XQODUÕ�H÷LWLPOHUL�LOH�LOJLOL�VRUXQODU�GÕúÕQGD�oDOÕúWÕNODUÕ�NXUXP�LoLQGH�GH�VRUXQODU�\DúD\DELOPHNWHGLUOHU� 
 
 .DPX� YH� |]HO� VHNW|UGH� oDOÕúDQ� PH]XQODUÕQ� JHUHN� H÷LWLPOH� LOJLOL� VRUXQODU�� JHUHNVH� NXUXP� LoLQGHQ�
ND\QDNODQDQ� VRUXQODUOD�NDUúÕODúPDODUÕ�NDoÕQÕOPD]�ELU�JHUoHNWLU��%X�VRUXQODU�DUDVÕQGD��DúÕUÕ� Lú�\�N��� LOHWLúLP�
eNVLNOL÷L�� X]PDQODúPD\D� \HWHULQFH� |QHP� YHULOPHPHVL�� J|UHY� WDQÕPODUÕQÕQ� L\L� \DSÕOPDPDVÕ�� PRWLYDV\RQ�
HNVLNOL÷L�� SHUIRUPDQV� GH÷HUOHQGLUPHQLQ� REMHNWLI� NULWHUOHUH� J|UH� \DSÕOPDPDVÕ�� NDUL\HU� JHOLúWLUPH� YH� H÷LWLP�
RODQDNODUÕQÕQ�NÕVÕWOÕ�ROPDVÕ��oDOÕúPD�RUWDPÕQÕQ�YH�IL]LNVHO�RODQDNODUÕQ�\HWHUVL]OL÷L��WRSOXPGD�\DQOÕú�DOJÕODQma 
YH�FLQVHO�WDFL]H�X÷UDPD�JLEL�NRQXODU�\HU�DOPDNWDGÕU��&RúDQ�YH�7HQJLOLPR÷OX����������� 
 
 øú�DNÕúÕQÕQ�G�]HQOL�VD÷ODQPDVÕ�LoLQ�SHUVRQHOLQ�YHULPOL�oDOÕúPDVÕ�JHUHNPHNWHGLU��dDOÕúDQODU�DUDVÕQGDNL�
uyumsu]OXN��X]PDQ�NLúLOHULQ�HNVLNOL÷L��SHUVRQHOLQ�VRUXPOXOXNWDQ�NDoPD�oDEDODUÕ�JLEL�ED]Õ�SUREOHPOHU�LúOerin 
DNVDPDVÕQD�� ]DPDQÕQGD� ELWLULOHPHPHVLQH� QHGHQ� ROPDNWDGÕU�� %XQODUÕQ� HVDV� QHGHni personel ile yöneticiler 
araVÕQGDNL� LOHWLúLPLQ� G�]HQOL� VD÷ODQDPDPDVÕGÕU�� 3HUVRQHOLQ�� NHQGLOHULQL� GR÷UXGDQ� HWNLOH\HFHN� NDUDUODUD�
NDWÕOPDVÕ�JHUHNPHNWHGLU��<|QHWLP�YH�\|QHWLFLOHULQ��oDOÕúDQODUÕ�ROXS�ELWHQOHUGHQ�KDEHUGDU�HWPHVLQH�\DUGÕPFÕ�
RODFDN� W�UO�� VLVWHPOHULQ� YDU� ROGX÷X� J�Q�P�]GH�� E|\OH� VRUXQODUÕQ� WDPDPHQ� RUWDGDQ� NDOGÕUÕOPDVÕ�
gereNPHNWHGLU��3HUVRQHO��]HULQGH�HWNLOL�RODQ�GL÷HU�ELU�XQVXU�GD�oDOÕúDQODU�DUDVÕQGDNL�X\XPVX]OXNWXU�NL��EX��
yöneticiler için önemli bir problemdir (Toroslu, 1993: 5). OUJDQL]DV\RQ� úHPDODUÕ� E�URODUGDNL� Lú� DNÕúÕQÕQ�
G�]HQOL�ROPDVÕQÕ�sD÷ODU� 
 
 %�UR�oDOÕúDQODUÕQÕQ�LúOHULQL�\�U�W�UNHQ�EHOOL�NÕW�ND\QDNODUÕ�SD\ODúPDODUÕ�YH�NHQGL�SD\ODUÕQÕ�DUWÕUPDN�
LoLQ� ELUELUOHUL� LOH� UHNDEHW� HWPHOHUL�� XODúÕODFDN� DPDoODU� NRQXVXQGD� \|QHWLFLOHUOH� IDUNOÕ� J|U�úOHUGH� ROPDODUÕ��
NLPLQ�KDQJL�DODQGD�YH�QH�|Oo�GH�NLPH�NDUúÕ�VRUXPOX�RODFD÷ÕQÕQ�EHOLUVL]�ROPDVÕ��E�UR�LoL�oDWÕúPDODUÕQ�RUWD\D�
oÕNPD�LKWLPDOLQL�DUWÕUDQ�ELU�RUWDP�KD]ÕUODPDNWDGÕU. %�UR�oDOÕúDQODUÕQÕQ�\HWNL�YH�VRUXPOXOXNODUÕ kullanabilme 
VÕNÕQWÕVÕ�� Lú� \HUOHULQGH� WDQÕQDQ� H÷LWLP� RODQDNODUÕ�� PDNLQHOHULQ� YH� DUDoODUÕQ� \HWHUOLOLN� GXUXPX� PRUDO� YH�
PRWLYDV\RQ� DoÕVÕQGDQ� HWNLOLGLU��%�UR� oDOÕúDQODUÕQÕQ� \DSWÕ÷Õ� LúWHQ� GROD\Õ� WDNGLU edilmemesi, ödüllendirmeye 
gidilmemesi, objektif performans ölçüm tekniklerinin NXOODQÕOPDPDVÕ� oDOÕúDQODUÕ olumsuz yönde 
HWNLOHPHNWHGLU��&RúDQ�YH�7HQJLOLPR÷OX����������� 
 
 Büro�oDOÕúDQODUÕQÕQ�HQ�|QHPOL�VRUXQODUÕQGDQ�ELUL�GH�\|QHWLFL�LOH�oDWÕúPDGÕU��+HU�\|QHWLFLQLQ�NHQGLVLQH�
|]J�� \|QHWLP� WDU]Õ� YDUGÕU�� +HU� \|QHWLFLQLQ� GH÷LúLN� |QFHOLNOHUL� RODELOLU�� (÷HU� EX� NRQX� E�UR� oDOÕúDQODUÕ� LOH�
\|QHWLFL�DUDVÕQGD�E�\�N�IDUNOÕOÕNODUD�\RO�DoÕ\RU�YH�EX�GXUXP�DUWDUDN�GHYDP�HGL\RUVD�E�UR�LoL�JUXSODúPDODU�YH�
E�UR� oDOÕúDQODUÕQGD� ROXPVX]� HWNLOHU� \DUDWDELOLU�� %LU� VHNUHWHULQ� ID]OD� Lú� \�N��� \|QHWLFLQLQ� oRN� ID]OD� Lú�
EHNOHQWLVL��]DPDQ�]DPDQ�\|QHWLFLQLQ�KHU�LúLQL�NHQGLVLQLQ�J|UPHVL�YH�VHNUHWHUH�KHU�LúL�\DSDPD\DFD÷Õ�L]OHQLPL�
YHUPHVL�� VHNUHWHU� YH� \|QHWLFLVL� DUDVÕQGD� VRUXQODU� \DUDWDELOPHNWHGLU�� <|QHWLFLQLQ� RWRNUDWLN� \DSÕOÕ� ROPDVÕ��
FLQVL\HWL�� GX\JXVDO� RODUDN� LoH� YH\D� GÕúD� G|Q�N� ELU� \DSÕ� J|VWHUPHVL�� LOLúNLOHUL� DoÕVÕQGDQ� GHVWHNOH\LFL� YH\D�
\DUÕúPDFÕ� WDYÕU� VHUJLOHPHVL�� GX\JXVDO� DoÕGDQ� LQFLQLU� ROPDVÕ�� ROXPVX]OXNODU� NDUúÕVÕQGDNL� GLUHQFL� YH� JHQHO�
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RODUDN� EDúDUÕ� LKWL\DFÕ� |QFHOLNOH� VHNUHWHUOHULQ� YH� E�UR� oDOÕúDQODUÕQÕQ� VRUXQ� ND\QD÷Õ� RODUDN� LIDGH� HGLOHELOLU�
�&RúDQ ve�7HQJLOLPR÷OX����������� 
 
 %�URODU��LúLQ�|]HOOLNOHULQH�X\JXQ�Rlarak düzenlenmelidir. Gerek büronun bulunGX÷X�ELQDQÕQ�JHUHNVH�
büronun iç sirkülasyonuQXQ�� ÕVÕWPD� YH� KDYDODQGÕUPD� VLVWHPOHULQLQ� \HWHUOL� ROPDPDVÕ� E�UR� oDOÕúDQODUÕQÕQ�
VRUXQODUOD� NDUúÕODúPDVÕQD� QHGHQ� ROPDNWDGÕU�� %�URODUÕQ� GDU� DODQGD� ROPDVÕ� Lú� YHULPLQL� D]DOWÕU. Bürolarda 
sekreterler içLQ�VDGHFH�ELU�N�o�N�PDVD�D\UÕOPDVÕ�\DGD�VHNUHWHUin penceresiz, dar bir odada çaOÕúPDVÕ�YHULPL�
YH� oDOÕúPD� LVWH÷LQL� D]DOWPDNWDGÕU�� %�URODUGD� \DSÕODFDN� LúOHU� J|]� |Q�QGH� EXOXQGXUXODUDN� DoÕN� YH\D� NDSDOÕ�
bürolardan�X\JXQ�RODQÕ�VHoLOPHOLGLU��$\UÕFD�E�URODUGD�LúOHULQ�GDKD�G�]HQOL�ROPDVÕ��büro yöneticilerinin veya 
sekretHUOHULQ�VRUXQODUOD�NDUúÕODúPDPDVÕ�LoLQ�\D]ÕúPD�YH�DUúLY�E|O�POHUL�G�zenlenmelidir. BöyleFH�LVWHQLOGL÷L�
zaman istenilen evrDND� XODúPDN� NROD\ODúDFDNWÕU�� $NVL durumlar büro çalÕúDQODUÕQÕQ� VRUXQ� \DúDPDVÕQD� YH�
verimin düúPHVLQH�QHGHQ�ROPDNWDGÕU��&RúDQ�YH�7HQJLOLPR÷OX����������� 
 
 %�URODUGD� J�U�OW�Q�Q� ROPDVÕ� oDOÕúDQODUÕ� UDKDWVÕ]� HGHELOPHNWHGLU�� %LU� \|QHWLFL\L� NHQdi sekreterinin 
daktilo sesi yaGD� VHNUHWHULQ� SHUVRQHOOH� NRQXúPDVÕ� UDKDWVÕ]� HGHU�� )D]OD� J�U�OW�� oDOÕúDQODUGD� GLNNDW�
WRSOD\DPDPD� VRUXQXQX� RUWD\D� oÕNDUPDNWDGÕU�� gUJ�WOHUGH� oDOÕúDQODUÕQ� �VWOHQGL÷L� UROOHU�� RQODU� DoÕVÕQGDQ� ELU�
VWUHV�IDNW|U��RODUDN�RUWD\D�oÕNPDNWDGÕU� 
 
 <|QHWLFL� VHNUHWHUOHULQ� NDUúÕODúWÕNODUÕ� |QHPOL� ELU� VRUXQGD� NDUL\HU� LPNDQODUÕQÕQ� NÕVÕWOÕ� ROPDVÕGÕU�� %X�
durum sekreterlerin motivasyonunu olumsuz yönde etkilemektedir. Kariyer; bireyin kamu yaGD�|]HO�oDOÕúPD�
\DúDPÕQGD� LOHUOHPH� VD÷OD\DFD÷Õ�� ELU� EDúDUÕ� HOGH� HWPHN� DPDFÕ\OD� L]OHGL÷L� \RO� YH� oDOÕúWÕ÷Õ� DODQ� RODUDN�
WDQÕPODQPDNWDGÕU�8\JXU�� ������ ����� .DUL\HU� SODQODPDVÕ�� ELUH\LQ�PHVOH÷LQL� VHoPHVLQLQ� YH� L]OH\HFH÷L� \ROX�
SODQODPDVÕQÕQ�ELUH\VHO�V�UHFLGLU�&UDQH��������������.DUL\HU�SODQODPDVÕ��ELUH\OHULQ�NHQGLOHULQL�WDQÕPDVÕQÕ�YH�
PRWLYDV\RQODUÕQÕQ�DUWPDVÕQÕ�VD÷ODPDNWDGÕU��$\UÕca kariyeU�SODQODPDVÕ\OD��Lú�\DúDPÕQÕQ�NDOLWHVLQLQ�DUWÕUÕOPDVÕ�
VD÷ODQDFDN�YH�JHUHN�|UJ�W�JHUHNVH�ELUH\LQ�EHOLUOHGLNOHUL�DPDFD�XODúPDVÕ�GDKD�NROD\�RODFDNWÕU(Uygur, 1999: 
67). Ancak ba]Õ�\|QHWLFLOHU��NDUL\HU�SODQODPDVÕQÕQ�|UJ�W�Q�Lú�\�N�Q��DUWÕUDFD÷ÕQÕ�G�ú�QPHNWHGLUOHU��$\UÕFD�
\|QHWLFLOHU� GDQÕúPDQ� NXOODQÕPÕQÕQ� DUWPDVÕQÕQ�� KL]PHW� LoL� H÷LWLP� YH� H÷LWVHO� \DUGÕPÕQ� DUWPDVÕ\OD� ELUlikte 
E�WoHGH� D÷ÕU�\�N�ROXúWXUDFD÷ÕQÕ�G�ú�QPHNWHGLUOHU��.DUL\HU�SODQODPDVÕQÕQ�HQ� WHKOLNHOL� \|Q���ELUH\��]HULQGH�
EÕUDNDFD÷Õ� ROXPVX]� HWNLGLU��d�QN��Sersonel beklenWLOHULQLQ� DUWPDVÕ�� VWUHV� YH� JHUJLQOL÷H� \RO� DoDELOLU��gUJ�W�
WDUDIÕQGDQ� NDUúÕODQDPD\DQ� EHNOHQWLOHU� G�ú� NÕUÕNOÕ÷Õ�� PRUDO� ER]XNOX÷X� YH� strese yol açarak sadakati 
zedeleyecektir. Sonuçta motivasyoQX��SHUIRUPDQVÕ�D]DODQ�YH�LúWHQ�EHNOHGL÷L�GR\XPX�DODPD\DQ�ELUH\��EDúND�
\HUGH�Lú�DUDPD\D�\|QHOHFHNWLU�$\WDo������������� 
 
 %�UR� \|QHWLPL� PH]XQODUÕ� oDOÕúPD� RUWDPODUÕQGD� DOGÕNODUÕ� H÷LWLPLQ� \HWHUVL]OL÷LQGHQ� ND\QDNODQDQ�
VRUXQODU�GD�\DúD\DELOPHNWHGLU��<DEDQFÕ�GLO�HNVLNOL÷L��PHVOHNL�ELOJL�\HWHUVL]OL÷L��E�UR�PDNLQelerini kullanma 
becerilerinin yeterli olmamasÕ�ROXPVX]OXNODUD�\RO�DoPDNWDGÕU��+HU�PHVOHNWH�ROGX÷X�JLEL�E�UR�oDOÕúDQODUÕQGDQ�
ELUNDo� NLúLQLQ� \DSPÕú� ROGX÷X� HWLN� GÕúÕ� GDYUDQÕúODU� EDVÕQÕQ� GD� DEDUWPDVÕ� VRQXFX�PHVOHN� �\HOHULQLQ� tümüne 
\DQVÕWÕOPDNWD�YH�WRSOXPGD�Rlumsuz�ELU�LPDM�\DUDWÕOPDNWDGÕU��$\UÕFD�oDOÕúDQODUÕQ�E�\�N�oR÷XQOX÷XQXQ�ED\DQ�
ROPDVÕ� VRQXFX� ]DPDQ� ]DPDQ� GL÷HU�PHVOHN� oDOÕúDQODUÕQGD� ROGX÷X� JLEL� E�URODUGD� GD� FLQVHO� WDFL]� ROD\ODUÕQD�
rastlanmakWDGÕU�� $QFDN� EX� ROD\ODU�PHVOHN� NXUXOXúODUÕQÕQ� DODFD÷Õ� |QOHPOHU� YH� WRSOXPXQ� H÷LWLlmesi sonucu 
D]DOWÕODELOPHNWHGLU��&RúDQ�YH�7HQJLOLPR÷OX��������10). 
 
 *�Q�P�]GH� \�NVHN� |÷UHWLPLQ� |QHPL� KHU� JHoHQ� J�Q� GDKD� L\L� DQODúÕOPDNWD� YH� ELOJL� WRSOXPODUÕQGD�
H÷LWLP� LKWL\DFÕ� DUWPDNWDGÕU��$QFDN��ONHOHULQ� LoLQGH� EXOXQGXNODUÕ� HNRQRPLN�GXUXP ve sosyal úDUWODU� H÷LWLP�
NXUXPODUÕQGD� oHúLWOi VRUXQODU� RUWD\D� oÕNDUPDNWDGÕU�� %X� VRUXQODUÕQ� oR÷XQOX÷XQX� |÷UHQFLOHU� \DúDVD� GD� KLo�
ú�SKHVL]�RNXO�\|QHWLPL�GH�ROXPVX]�GXUXPODUGDQ�HWNLOHQPHNWHGLU� 
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���<g1(7ø&ø�6(.5(7(5/(5ø1�8<*8/$0$'$�.$5ù,/$ù7,./$5,�62581/$5�9(�
(öø7ø0�ø+7ø<$&,1,1�%(/ø5/(10(6ø1(�<g1(/ø.�$03ø5ø.�%ø5�d$/,ù0$�
�
������$UDúWÕUPDQÕQ�$PDFÕ�YH�gQHPL�
�

%X� DUDúWÕUPDQÕQ� DPDFÕ�� \|QHWLFL� VHNUHWHUOHULQ� NDUúÕODúWÕNODUÕ� VRUXQODUÕ� � YH� � H÷LWLP� LKWL\DFÕQÕ�
belirlemektir. 
 

%X�DUDúWÕUPD� LOH�\|QHWLFL� VHNUHWHUOHULQ�PHYFXW�H÷LWLP�GXUXPODUÕ�YH� LKWL\Do�GX\GX÷X�H÷LWLP�DODQODUÕ�
VDSWDQPD\D� oDOÕúÕOPÕúWÕU.� $\UÕFD� \|QHWLFL-VHNUHWHU� LOLúNLOHULQGH� � NDUúÕODúÕODQ� VRUXQlar belirlenmeye 
oDOÕúÕOPÕúWÕU� 
 

$UDúWÕUPDQÕQ� VRQXoODUÕ�� VHNUHWHU� VRUXQODUÕQÕQ� EHOLUOHQPHVL� YH� H÷LWLP� LKWL\DFÕQÕQ� JLGHULOPHVL�
EDNÕPÕQGDQ� |QHPOLGLU�� %|\OHFH� VHNUHWHUOHULQ� JHOLúHQ� PHVOHNL� ELOJL� YH� EHFHULOHU� YH� WHNQRORMLN� JHOLúPHOHUL�
\DNÕQGDQ� WDNLS�HWPHOHUL�YH�GH÷LúLPH� �D\DN�X\GXUPDODUÕ�YH�PHVOHNOHULQGH�GDKD�YHULPOL�YH�EDúDUÕOÕ�ROPDODUÕ�
VD÷ODQDFDNWÕU� 

�
������$UDúWÕUPDQÕQ�+LSRWH]OHUL�

�
Yönetici sekreWHUOHULQ�X\JXODPDGD�NDUúÕODúWÕNODUÕ� VRUXQODUÕQ�EHOLUOHQPHVLQH� \|QHOLN� DUDúWÕUPDGD��

NDUúÕODúÕODQ� VRUXQODU� LOH� H÷LWLP� LKWL\DFÕ� DUDVÕQGD� ELU� LOLúNL� ROXS� ROPDGÕ÷ÕQÕQ� WHVW� HGLOPHVL� DPDFÕ\OD�
DúD÷ÕGDNL�KLSRWH]OHU�ROXúWXUXOPXúWXU� 

�
 H1 : 6HNUHWHUOHULQ�<DúODUÕ�LOH��H÷LWLP�LKWL\DFÕ�GX\PDODUÕ�DUDVÕQGD�DQODPOÕ�ELU�LOLúNL�\RNWXU� 
 
 H2 : Sekreterlerin H÷LWLP�GXUXPX�LOH�KL]PHWLoL�H÷LWLPH�LKWL\Do�GX\PDODUÕ�DUDVÕQGD�DQODPOÕ�ELU�LOLúNL�
yoktur. 
 
 H3 : Sekreterlerin çaOÕúWÕNODUÕ�NXUXP�LOH�H÷LWLP�LKWL\DFÕ�GX\PDODUÕ�DUDVÕQGD�DQODPOÕ�ELU�LOLúNL�\RNWXU� 
 
 H4 : (÷LWLP� GXUXPX� LOH� � VHNUHWHUOHULQ� \|QHWLFLOHUL\OH� \DúDGÕNODUÕ� � SUREOHPOHU� � DUDVÕQGD� DQODPOÕ� ELU�
LOLúNL�\RNWXU� 
 
 H3 : (÷LWLP� GXUXPXQD� J|UH� VHNUHWHUOHULQ� ELOJLVD\DU� NXOODQPD� G�]H\OHUL� DUDVÕQGD� DQODPOÕ� ELU� LOLúNL�
yoktur. 
 
 H4 : (÷LWLP� GXUXPXQD� J|UH� VHNUHWHUOHULQ� H÷LWLP� LKWL\DFÕ� KLVVHWPHOHUL� DUDVÕQGD� DQODPOÕ� ELU� LOLúNL�
yoktur. 
 
 H5 : 6HNUHWHUOHULQ�oDOÕúWÕNODUÕ�NXUXP�W�U��LOH�\|QHWLFLOHUL\OH�DUDVÕQGD�VRUXQ�\DúDPD�DoÕVÕQGDQ�DQODPOÕ�
ELU�LOLúNL�\RNWXU� 
 
 H6 : dDOÕúWÕNODUÕ� NXUXP� W�U�QH� J|UH� VHNUHWHUOHULQ� \|QHWLFLOHUL\OH� SUREOHPOHULQLQ� ROPDVÕ� DUDVÕQGD�
DQODPOÕ�ELU�LOLúNL�\RNWXU� 
 
 H7 : (÷LWLP�GXUXPXQD�J|UH� VHNUHWHUOHULQ�PHVOHNL�|UJ�WOHUH��\H�ROPDODUÕ� DUDVÕQGD�DQODPOÕ�ELU� LOLúNL�
yoktur. 
 
 H8 : dDOÕúWÕNODUÕ�NXUXP�W�U��LOH�PHVOHNL�|UJ�WOHUH��\H�ROPD�DUDVÕQGD�DQODPOÕ�ELU�LOLúNL�\RNWXU� 
 
 H9 : dDOÕúWÕNODUÕ� NXUXP� W�U�QH� J|UH� VHNUHWHUOHULQ� VHNUHWHUOLN� NRQXVXQGD� |QFHGHQ� H÷LWLP� DOPD�
GXUXPODUÕ�DUDVÕQGD�DQODPOÕ�ELU�LOLúNL�\RNWXU� 
 
 H10 : SekrHWHUOHULQ� oDOÕúWÕNODUÕ�NXUXP�LOH� IL]LNVHO�RUWDPÕ�yeterli bulma durumu DUDVÕQGD�DQODPOÕ�ELU�
LOLúNL�\RNWXU� 
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 H11 : dDOÕúWÕNODUÕ� NXUXP� W�U�QH� J|UH� VHNUHWHUOHULQ�araç, gereç ve malzemenin yeterli olma durumu 
DUDVÕQGD�DQODPOÕ�ELU�LOLúNL�\RNWXU� 

 
 H12 : SekreteUOHULQ�oDOÕúWÕNODUÕ�NXUXP�W�U��LOH�GRV\DODPD�VLVWHPOHULQLQ�\HWHUOLOL÷L�DUDVÕQGD�DQODPOÕ�ELU�
LOLúNL�\RNWXU� 
 
 H13���6HNUHWHUOHULQ�oDOÕúWÕNODUÕ�NXUXP�W�U��LOH�J|UHY�WDQÕPODUÕQÕQ�PHYFXW�ROPDVÕ�DUDVÕQGD�DQODPOÕ�ELU�
LOLúNL�\RNWXU� 
 
 H14���6HNUHWHUOHULQ�oDOÕúWÕNODUÕ�E�UR�WLSL�LOH�NXUXP�WLSL�DUDVÕQGD�DQODPOÕ�ELU�LOLúNL�\RNWXU� 
 
 H15� �� 6HNUHWHUOHULQ� oDOÕúWÕNODUÕ� NXUXP� W�U�QH� J|UH� VHNUHWHUOHULQ� V�UHNOL� ELU� \D\ÕQD� DERQH� ROPD�
LVWHNOLOL÷L�DUDVÕQGD�DQODPOÕ�ELU�LOLúNL�\RNWXU� 

 
 

������$UDúWÕUPDQÕQ�<|QWHPL�
 
 $UDúWÕUPDGD� YHUL� WRSODPD� \|QWHPL� RODUDN� DQNHW� � \|QWHPL� NXOODQÕOPÕú� ROXS, Anketten elde edilen 
veriler SPSS øVWDWLVWLNVHO� SDNHW� SURJUDPÕQGD� GH÷HUOHQGLULOHUHN� NL-NDUH� WHVWL� NXOODQÕOPÕú� YHULOHULQ� \HWHUOL�
ROPDGÕ÷Õ�GXUXPODUGD�\�]GHOHU�oÕNDUÕOPÕúWÕU� 
  
������$UDúWÕUPD�(YUHQL�YH�gUQHNOHPL�
 
 $UDúWÕUPDQÕQ� NRQXVX� sekreterlerin H÷LWLP� LKWL\DFÕQÕQ� YH� X\JXODPDGD� NDUúÕODúWÕNODUÕ� VRUXQODUÕQ�
EHOLUOHQPHVLQL� LoHUPHNWHGLU�� $UDúWÕUPDQÕQ� HYUHQLQL� � *D]L� hQLYHUVLWHVL� 0HUNH]� NDPS�V�QGHNL� )DN�OWH� YH�
Yüksekokullarda görevli sekreterler ile CumhurEDúNDQOÕ÷ÕQGD�oDOÕúDQ�VHNUHWHUOHU�YH�dDQND\D�øOoHVLQGH�|]HO�
LúOHWPHOHUGH� oDOÕúDQ� VHNUHWHUOHU� ROXúWXUPDNWDGÕU�� *D]L� hQLYHUVLWHVL¶QGH� YH� &XPKXUEDúNDQOÕ÷Õ¶QGD� J|UHY�
yapan yönetici sekreter konumundaki� VHNUHWHUOHULQ� WDPDPÕQD� DQNHW� IRUPX� GD÷ÕWÕOPÕú� DQFDN� oHúLWOi 
QHGHQOHUGHQ�GROD\Õ�����VHNUHWHU�DQNHW�IRUPXQX�GROGXUPXúWXU��g]HO�LúOHWPHOHULQLQ�VD\ÕVÕQÕQ�ID]ODOÕ÷Õ�QHGHQL�
LOH� DQFDN� EDVLW� WHVDG�IL� |UQHNOHPH� \|QWHPL� LOH� VHoLOHQ� ��� � VHNUHWHUH� DQNHW� X\JXODQDELOPLúWLU��$UDúWÕUPD\D�
katÕODQ�WRSODP�VHNUHWHU�VD\ÕVÕ����¶dir. 

�
������$UDúWÕUPDQÕQ�.ÕVÕWOÕOÕNODUÕ�
 
 $UDúWÕUPDGD�DPDFD�XODúDELOPHN�LoLQ�PDGGL�VÕNÕQWÕODU�YH�]DPDQ�\HWHUVL]OL÷L�QHGHQL�LOH�oDOÕúPD��Gazi 
hQLYHUVLWHVL��7�UNL\H�&XPKXUEDúNDQOÕ÷Õ�YH�dDQND\D�LOoHVL�LOH�VÕQÕUODQGÕUÕOPÕúWÕU� 

�
�

������$UDúWÕUPDQÕQ�%XOJXODUÕ�
�
$UDúWÕUmaya NDWÕODQ�VHNUHWHUOHUH�DLW�VRV\R-GHPRJUDILN�|]HOOLNOHU�7DEOR��¶GH�YHULOPLúWLU��6HNUHWHUOHULQ�

E�\�N� ELU� oR÷XQOX÷XQX� ED\DQODUÕQ� ������¶VL�� ROXúWXUGX÷X� J|U�OPHNWHGLU�� dRN� D]� VD\ÕGD� HUNHN� VHNUHWHULQ�
J|UHY� \DSWÕ÷Õ� J|U�OPHNWHGLU�� %X� GXUXPXQ� KDOD� VHNUHWHUOLN� PHVOH÷LQLQ� ED\DQODUD� |]J�� ELU� PHVOHN� RODUDN�
DOJÕODQPDVÕQGDQ�ND\QDNODQGÕ÷Õ�V|\OHQHELOLU��%XQXQ�\DQÕQGD�VHNUHWHUOHULQ�E�\�N�ELU�oR÷XQOX÷XQXQ���-���\Dú�
DUDOÕ÷ÕQGD�ROGX÷X�J|U�OPHNWHGLU������� 
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6HNUHWHUOHULQ�H÷LWLP�GXUXPXQD�EDNÕOGÕ÷ÕQGD�ise ELULQFL�VÕUDGD�/LVH�PH]XQODUÕQÕQ���������\HU�DOGÕ÷Õ��
bunu ���¶OÕN�ELU�RUDQ�LOH�/LVDQV�YH�ön lisans (büro yönetimi sekretHUOLN�SURJUDPÕ�PH]XQODUÕ) izlemektedir. 
6HNUHWHUOLN� NRQXVXQGD� DUD� HOHPDQ� \HWLúWLUHQ� 7LFDUHW� OLVHVL� PH]XQODUÕQÕQ� RUDQÕQÕQ� G�ú�N� ROPDVÕ��������
\|QHWLFL�VHNUHWHUOL÷L�LoLQ�|Q�OLVDQV�YH�OLVDQV�PH]XQODUÕQÕQ�WHUFLK�HGLOGL÷LQLQ�ELU�J|VWHUJHVL�RODUDN�J|U�OHELOLU� 
 
 $UDúWÕUPD\D�NDWÕODQ�VHNUHWHUOHULQ�������¶XQX�NDPXGD�oDOÕúDQODU�YH���\ÕOGDQ�ID]OD�GHQH\LPL�RODQODU�
ROXúWXUPDNWDGÕU��ùXDQGDNL�oDOÕúWÕNODUÕ�NXUXOXúWDNL�KL]PHW�V�UHVL�DoÕVÕQGDQ�oR÷XQOX÷X��-��\ÕO�DUDVÕ�GHQH\LPH�
VDKLS�RODQODU�ROXúWXUPDNWDGÕU�������� 

 

 

 

 

 

 

 

7DEOR����.DWÕOÕPFÕODUÕQ�6RV\R�'HPRJUDILN�g]HOOLNOHUL�
 6D\Õ % 
&LQVL\HW       
 Bayan 

Bay 
           Toplam 
<Dú�

18-���<Dú 
36 ve üstü 

            Toplam�
(÷LWLP�'XUXPX�

Lise 
Ticaret Lisesi 
Önlisans 
Lisans 

           Toplam�
�dDOÕúWÕ÷Õ�.XUXP�
 Özel 
 Kamu 

            Toplam�
7RSODP�+L]PHW�6�UHVL�
 1-��\ÕO 
 6-���\ÕO 

11-���\ÕO 
16 ve üzeri 

           Toplam�
ùXDQGDNL�*|UHYGHNL�+L]PHW�6�UHVL�
 1-��\ÕO 
 6-���\ÕO 

11-���\ÕO 
16 ve üzeri 

7RSODP 

221 
10 

231 
 

173 
58 

231 
 

85 
28 
60 
58 

231 
 

81 
150 
231 

 
85 
58 
34 
54 

231 
 

130 
50 
24 
27 

231 

95,7 
4,3 

100 
 

74,9 
25,1 
100 

 
36,8 
12,1 
26,0 
25,1 
100 

 
35,1 
64,9 
100 

 
36,8 
25,1 
14,7 
23,4 
100 

 
56,3 
21,6 
10,4 
11,7 
100 
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7DEOR����6HNUHWHUOHULQ�<DúODUÕQD�*|UH�0HVOHNL�(÷LWLPH�øKWL\Do�'X\PD�2UDQODUÕ�
(öø7ø0�ø+7ø<$&, 

<$ù 
Evet +D\ÕU 

TOPLAM 

6D\Õ 74 99 173 
18-���<Dú� % 42,8 57,2 100,0 

6D\Õ 25 33 58 36 ve Üstü 
% 43,1 56,9 100,0 
6D\Õ 99 132 231 Toplam 
% 42,9 57,1 100,0 

� � � ; �  ������

� 7DEOR� �¶GHQ� GH� J|U�OHFH÷L� �]HUH� VHNUHWHUOHULQ� �����¶OXN� ELU� NÕVPÕ� J|UHYOHUL� HVQDVÕQGD� PHVOHNL�
H÷LWLPH� LKWL\Do�GX\GXNODUÕQÕ belirtmektedir. 6HNUHWHUOHULQ�\DúODUÕ� LOH� �H÷LWLPH� LKWL\Do� �KLVVHWPHOHUL�DUDVÕQGD�
LVWDWLVWLNVHO�RODUDN�DQODPOÕ�ELU�LOLúNL�EXOXQPDPÕúWÕU�3!������ Bu sonuç H1 hipotezini desteklemektedir. 

7DEOR����6HNUHWHUOHULQ�(÷LWLP�'�]H\OHULQH�*|UH�(÷LWLP�øKWL\DFÕ�+LVVHWPH�'XUXPODUÕ�
 

(öø7ø0�ø+7ø<$&,  
(öø7ø0�

DURUMU Evet +D\ÕU 
Toplam 

 

6D\Õ 36 49 85 Lise 
% 42,4 57,6 100,0 
6D\Õ 12 16 28 

Ticaret Lisesi % 42,9 57,1 100,0 
6D\Õ 22 38 60 Önlisans 
% 36,7 63,3 100,0 
6D\Õ 29 29 58 

Lisans 
% 50,0 50,0 100,0 
6D\Õ 99 132 231 

Toplam % 42,9 57,1 100,0 
� � ; �  ������

 
 *|UHYOHUL� HVQDVÕQGD� H÷LWLPH� LKWL\Do� � GX\PD� DoÕVÕQGDQ� <�NVHN� RNXO� PH]XQODUÕQÕQ� GL÷HU� H÷LWLP�
G�]H\OHULQH� QD]DUDQ� GDKD� ID]OD� H÷LWLP� LKWL\DFÕQÕ� KLVVHWWLNOHUL� J|U�OPHNWHGLU�����(Tablo3).Lise ve Ticaret 
/LVHVLQGHQ�PH]XQ�RODQODUGD�EX�RUDQ������GLU�gQ�OLVDQV�PH]XQODUÕ�GL÷HUOHULQH�QD]DUDQ�GDKD�D]�H÷LWLP�LKWL\DFÕ�
duydXNODUÕ�J|U�OPHNWHGLU��������$QFDN�H÷LWLPH�LKWL\Do�GX\PD�DoÕVÕQGDQ�H÷LWLP�düzeyleri�DUDVÕQGD�LVWDWLNVHO�
RODUDN�DQODPOÕ�ELU�LOLúNL�EXOXQDPDPÕúWÕU�(P>0.05). Bu sonuç H2 hipotezini desteklemektedir. 
 

7DEOR����6HNUHWHUOHULQ�dDOÕúWÕNODUÕ�.XUXPD��*|UH�(÷LWLP�øKWL\DFÕ�+LVVHWPH�'XUXPX�
(öø7ø0��ø+7ø<$&,��

+ø66(70(�'85808 
 

d$/,ù,/$1�
KURUM 

Evet +D\ÕU 
Toplam 

 

6D\Õ 33 48 81 Özel  
% 40,7 59,3 100,0 
6D\Õ 66 84 150 Kamu  
% 44,0 56,0 100,0 
6D\Õ 99 132 231 Toplam  
% 42,9 57,1 100,0 

   ; �  ������
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 Kamu sektöründe görev yapan sekreterlerin özel sektörde görev yapan sekreterlere göre görevleri 
HVQDVÕQGD� GDKD� ID]OD� H÷LWLPH� LKWL\Do� KLVVHWWLNOHUL� J|U�OPHNWHGLU��������7DEOR� �¶GH� J|U�OHFH÷L� �]HUH�
VHNUHWHUOHULQ�oDOÕúWÕNODUÕ�NXUXP�W�U���LOH�J|UHYOHUL�HVQDVÕQGD�PHVOHNOHUL\OH�LOJLOL�H÷LWLPH�LKWL\Do�KLVVHWPHOHUL�
DUDVÕQGD� LVWDWLVWLNVHO� RODUDN� DQODPOÕ� ELU� LOLúNL� EXOXQPDPÕúWÕU� Bu sonuç H3 hipotezini 
desteklemektedir(P>0,05). 
 

 
 

7DEOR����6HNUHWHUOHULQ�(÷LWLP�øKWL\DFÕ�'X\GXNODUÕ�.RQXODU�
Konular 6D\Õ % 

7.<��0�úWHUL�øOLúNLOeri, Mesleki Terminoloji vb. 166 71,9
Bilgisayar ve Büro Yönetimi 29 12,6
øOHWLúLP 13 5,6
<DEDQFÕ�'LO 12 5,2
<D]ÕúPD��'RV\DODPD��3URWRNRO� 11 4,8
Toplam 231 100,0

 
  (÷LWLP� LKWL\DFÕ� GX\DQODUD� KDQJL� DODQODUGD� H÷LWLP� LKWL\DFÕ� KLVVHWWLNOHUL� VRUXOGX÷XQGD� ELULQFL�
VÕUDGD�������¶X��7RSODP�.DOLWH�<|QHWLPL��7HUPLQRORML�YH�0�úWHUL� øOLúNLOHUL�NRQXODUÕ��LNLQFL�VÕUDGD���������
ELOJLVD\DU�YH�E�UR�\|QHWLPL�NRQXVX���o�QF��VÕUDGD��������LOHWLúLP�NRQXVX��G|UG�QF��VÕUDGD��������\DEDQFÕ�
GLO�NRQXVX��EHúLQFL�VÕUDGD��������\D]ÕúPD��GRV\DODPD�YH�SURWRNRO�NRQXODUÕ�\HU�DOGÕ÷ÕQÕ�EHOLUWPLúOHUGLU��7DEOR�
5). 
 
 øúOHWPHOHUGH� VRQ� \ÕOODUGD� J|U�OHQ� P�úWHUL� RGDNOÕ� KL]PHW� DQOD\ÕúÕQÕQ� ELU� JHUH÷L� RODUDN� \|QHWLFL�
VHNUHWHUOHULQ� EX� DODQGD� H÷LWLP� LKWL\DFÕ� KLVVHWPHOHUL� GR÷DOGÕU�� %X� VRQXo� VHNUHWHUOHULQ� IRUPDO� H÷LWLP�
DOPDGÕNODUÕQÕQ�GD�ELU�J|VWHUJHVL�RODELOLU� 
 
 

7DEOR����6HNUHWHUOHULQ��<DúODUÕQD�*|UH�<|QHWLFLOHUL\OH�3UREOHP�<DúDPD�'XUXPX�
PROBLEMLER <$ù  

Evet +D\ÕU Toplam 

6D\Õ 25 148 173
18-35 

% 14,5 85,5 100,0
6D\Õ 10 48 58

36 ve Üstü 
% 17,2 82,8 100,0
6D\Õ 35 196 231

Toplam  
% 15,2 84,8 100,0

� �� ; �  ������

 7DEOR� �¶GDQ� GD� J|U�OHFH÷L� �]HUH� VHNUHWHUOHULQ������¶OLN� ELU� NÕVPÕQÕQ� J|UHY� \DSWÕNODUÕ� NXUXOXúWDNL�
\|QHWLFL� YH� SDWURQODUÕ\OD� KHUKDQJL� ELU� � SUREOHPOHULQLQ� ROPDGÕ÷Õ� J|U�OPHNWHGLU�� <|QHWLFLOHUL\OH� VRUXQODUÕ�
DoÕVÕQGDQ� VHNUHWHUOHULQ� \DúODUÕ� DUDVÕQGD� LVWDWLVWLNVHO� RODUDN� DQODPOÕ� ELU� LOLúNL� EXOXQPDPÕúWÕU (P>0.05). Bu 
sonuç H4 hipotezini desteklemektedir. 
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7DEOR����6HNUHWHUOHULQ�dDOÕúWÕNODUÕ�.XUXPXQ�7�U�QH�*|UH�<|QHWLFLOHUL\OH�3UREOHP�<DúDPD�'XUXPX��
 

  PROBLEMLER 
 

d$/,ù,/$1��
KURUM 

 
Evet +D\ÕU 

Toplam 
 

6D\Õ 10 71 81 
Özel 

% 12,3 87,7 100,0 
6D\Õ 25 125 150 

Kamu 
% 16,7 83,3 100,0 
6D\Õ 35 196 231 Toplam  
% 15,2 84,8 100,0 

� ; �  ������
 
 Tablo 7’ den de görülece÷L��]HUH�NDPX�VHNW|U�QGH�oDOÕúDQ�VHNUHWHUOHULQ��������|]HO�VHNW|UGH�oDOÕúDQ�
VHNUHWHUOHUH�������� QD]DUDQ� GDKD� ID]OD� \|QHWLFLOHUL\OH� � SUREOHPL� ROGX÷X� J|U�OPHNWHGLU�� 6HNUHWHUOHULQ�
oDOÕúWÕNODUÕ�NXUXP�W�U��LOH�\|QHWLFLOHUL\OH�\DúDQDQ��SUREOHPOHULQLQ�ROPDVÕ�DUDVÕQGD�LVWDWLVWLNVHO�RODUDN�DQODPOÕ�
ELU�LOLúNL�EXOXQPDPÕúWÕU�3!�������Bu sonuç H5 hipotezini desteklemektedir. 
 

 

7DEOR����6HNUHWHUOHULQ�<|QHWLFLOHUL\OH�<DúDGÕNODUÕ��6RUXQODUÕQ�'D÷ÕOÕPÕ�
�
�
�

  
 

 
<|QHWLFLOHUL\OH�SDWURQODUÕ\OD�KDQJL� DODQODUGD�SUREOHP�\DúDGÕNODUÕ� VRUXOGX÷XQGD��\DúDQDQ� VRUXQODUÕQ�

EDúÕQGD� \|QHWLFLQLQ� HúLW� GDYUDQPDPDVÕ�� DUDODUÕQGDNL� DOJÕODPD� IDUNOÕOÕNODUÕ�� \HWNL� GHYULQLQ�
\DSÕOPDPDVÕ��������YH�WDNGLU�HGLOPHPHVL���������JHOPHNWHGLU(Tablo 8). 
 
 

7DEOR����6HNUHWHUOHULQ�(÷LWLP�'XUXPODUÕQD�*|UH�%LOJLVD\DU�.XOODQPD�'�]H\OHULQLQ�'D÷ÕOÕPÕ�
 
 
 
 

  
 
 
 
 
 
 
 
 
 
 
� � �

� � � ; �  ������
 
 6HNUHWHUOHULQ� oR÷XQOX÷XQXQ� ������¶L�� NXOODQÕFÕ� G�]H\LQGH� ELOJLVD\DU� NXOODQGÕ÷Õ� J|U�OPHNWHGLU 
(Tablo 9). Sistem yöneticisi düzeyinde bilgisayar kullanan sekreterleri ise daha çok  Ticaret Lisesi mezunu 
sekrHWHUOHU�ROXúWXUPDNWDGÕU��������6LVWHP�SURJUDPFÕVÕ�G�]H\LQGH�ELOJLVD\DU�NXOODQDQ� VHNUHWHUOHULQ� LVH�GDKD�

<DúDQDQ��6RUXQODU 6D\Õ % 
(úLW�'DYUDQPDPD 8 25,8 
$OJÕODPD�)DUNOÕOÕNODUÕ 8 25,8 
Yetki Devri  8 25,8 
Taktir Etmeme 7             22,6 
Toplam 31 100,0 

 
%ø/*ø6$<$5�.8//$10$�'h=(<ø (öø7ø0�

DURUMU .XOODQÕFÕ Sistem 
Yöneticisi 

Sistem 
3URJUDPFÕVÕ 

Toplam 

6D\Õ 79 3 3 85Lise 
% 92,9 3,5 3,5 100,0
6D\Õ 26 2 28Ticaret Lisesi % 92,9 7,1 100,0
6D\Õ 57 3 60Önlisans % 95,0 5,0 100,0
6D\Õ 53 4 1 58Lisans 
% 91,4 6,9 1,7 100,0
6D\Õ 215 12 4 231Toplam  
% 93,1 5,2 1,7 100,0
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oRN�OLVH�PH]XQX�ROGXNODUÕ��������J|U�OPHNWH��7LFDUHW�/LVHVL�YH�|QOLVDQV�PH]XQX�VHNUHWHUOHULQ�LVH�KLoELULVLQLQ�
VLVWHP� SURJUDPFÕVÕ düzeyinde bilgisayar kulODQPDGÕNODUÕ� J|U�OPHNWHGLU�� 6HNUHWHUOHULQ� H÷LWLP� GXUXPODUÕ\OD�
ELOJLVD\DU�NXOODQPD�G�]H\OHUL\OH� � DUDVÕQGD� LVWDWLVWLNVHO�RODUDN�DQODPOÕ�ELU� LOLúNL�EXOXQPDPÕúWÕU�3!������ Bu 
sonuç H6 hipotezini desteklemektedir. 
 

7DEOR�����6HNUHWHUOHULQ�(÷LWLP�'XUXPODUÕQD�*|UH�0HVOHNL�gUJ�WOHUH�h\H�2OPD�'XUXPODUÕQÕQ�
.DUúÕODúWÕUÕOPDVÕ��

 
0(6/(.ø�

ÖRGÜTLERE ÜYE 
OLMA 

 

(öø7ø0�
DURUMU 

Evet +D\ÕU 

Toplam 
 

6D\Õ 4 81 85 Lise 
% 4,7 95,3 100,0 
6D\Õ 1 27 28 

Ticaret Lisesi 
% 3,6 96,4 100,0 
6D\Õ 1 59 60 

Önlisans 
% 1,7 98,3 100,0 
6D\Õ 1 57 58 

Lisans 
% 1,7 98,3 100,0 
6D\Õ 7 224 231 

Toplam 
% 3,0 97,0 100,0 

� � ; �  ����� 
 
 0HVOH÷LQ�JHOLúLPLQGH�PHVOHN�|UJ�WOHULQLQ�|QHPL�WDUWÕúÕOPD]��0DDOHVHI�VHNUHWHUOHULQ�DQFDN�����µQ�Q�
PHVOHN� |UJ�WOHULQH� �\H� ROGX÷X� J|U�OPHNWHGLU�� +HUKangi bir mesleki örgüte üye olan sekreterlerin 
oR÷XQOX÷XQX��������OLVH�PH]XQX�VHNUHWHUOHU�ROXúWXUPDNWDGÕU(Tablo 10). Bunu % 1.7’ lik oranlarla  Önlisans 
YH� OLVDQV� PH]XQODUÕ� L]OHPHNWHGLU��0HVOHNL� |UJ�WOHUH� �\H� ROPD� LOH� H÷LWLP� G�]H\L� DUDVÕQGD� LVWDWLNVHO� RODUDk 
DQODPOÕ�ELU�LOLúNL�EXOXQDPDPÕúWÕU��3!������ 

7DEOR�����.DWÕOÕPFÕODUÕQ�dDOÕúWÕNODUÕ�.XUXPXQ�7�U�QH�*|UH�0HVOHNL�gUJ�WOHUH�h\H�2OPD�
'XUXPXQXQ�.DUúÕODúWÕUÕOPDVÕ�

 
0(6/(.ø�

ÖRGÜTLERE ÜYE 
OLMA 

 
 

d$/,ù,/$1�
KURUM 

 

 
 

Evet +D\ÕU 

Toplam 
 

6D\Õ 2 79 81Özel  
% 2,5 97,5 100,0
6D\Õ 5 145 150Kamu 
% 3,3 96,7 100,0
6D\Õ 7 224 231Toplam  
% 3,0 97,0 100,0

� ; �  ������
 
 0HVOHNL�|UJ�WOHUH��\H�ROPD�GXUXPXQXQ�VHNW|UOHUH�J|UH��NDPX�YH�|]HO��GD÷ÕOÕPÕQD�EDNWÕ÷ÕPÕ]GD�LVH�
kDPX� VHNW|U�QGH� oDOÕúDQ� VHNUHWHUOHULQ� PHVOHNL� |UJ�WOHUH� �\H� ROPD� RUDQÕQÕQ� ������� |]HO� VHNW|UGH� oDOÕúDQ�
sekreterlere göre (%2,5), NÕVPHQ�ID]OD�ROGX÷X�J|U�OPHNWHGLU(Tablo 11)��6HNUHWHUOHULQ�oDOÕúWÕNODUÕ�NXUXP�W�U��
LOH�KHUKDQJL�ELU�PHVOHNL�|UJ�WH��\H�ROPDVÕ�DUDVÕQGD�LVWDWLVWLNVHO�RODUDN�DQODPOÕ�ELU�LOLúNL�EXOXQPDPÕúWÕU� Bu 
sonuç H8 hipotezini desteklemektedir. 
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7DEOR�����6HNUHWHUOHULQ�h\H�2OGXNODUÕ��0HVOHNL�gUJ�W�7�U�QH�*|UH�'D÷ÕOÕPODUÕ�
6D\Õ % 

SEDA 10 66,6
Kamu - Sen  5    33,4 
Toplam 15 100,0

 
 0HVOHNL� |UJ�WH� �\H� RODQ� VHNUHWHUOHULQ� oR÷XQOX÷XQX� ������¶VÕ�� $QNDUD� 6HNUHWHUOHU� � 'D\DQÕúPD�
'HUQH÷LQH� �6('$�� �\H� RODQODU� ROXúWXUPDNWDGÕU�� *HUL� NDODQ� VHNUHWHUOHULQ� LVH� � .DPX-6HQ¶H� �\H� ROGXNODUÕ�
görülmektedir( %33,4’ ü)(Tablo 12). 

�
7DEOR�����6HNUHWHUOHULQ�dDOÕúWÕNODUÕ�.XUXPXQ�7�U�QH�*|UH�6HNUHWHUOLN�.RQXVXQGD�+HUKDQJL�%LU�

(÷LWLP�$OPD�'XUXPX�
 

g1&(.ø�(öø7ø0 
 

 
d$/,ù,/$1�

KURUM 
 

 
 

Evet +D\ÕU 
Toplam 

6D\Õ 21 60 81Özel 
% 25,9 74,1 100,0
6D\Õ 43 107 150Kamu 
% 28,7 71,3 100,0
6D\Õ 64 167 231Toplam  % 27,7 72,3 100,0

��; �  ������
 
 Tablo 13’ WHQ� GH� J|U�OHFH÷L� �]HUH� VHNUHWHUOHULQ� E�\�N� ELU� oR÷XQOX÷XQ� ������¶��� VHNUHWHUOLN�
NRQXVXQGD�H÷LWLP�DOPDGÕNODUÕ�J|U�OPHNWHGLU��.DPX�VHNW|U�QGH�oDOÕúDQODUÕQ�|]HO�VHNW|UGH�oDOÕúDQODUD�QD]DUDQ� 
sekreterlik konusunda biraz daha fazla H÷LWLP�DOGÕNODUÕ görülmektedLU��6HNUHWHUOHULQ�oDOÕúWÕNODUÕ�NXUXP�W�U�QH�
J|UH� H÷LWLP� DOPD� GXUXPX� DoÕVÕQGDQ� � LVWDWLVWLNVHO� RODUDN� DQODPOÕ� ELU� LOLúNL� EXOXQPDPÕúWÕU� Bu sonuç H9 
hipotezini desteklemektedir. 
 

7DEOR�����6HNUHWHUOHULQ�6HNUHWHUOLN�.RQXVXQGD�gQFHGHQ�$OGÕNODUÕ�(÷LWLP�6�UHOHULQLQ�'D÷ÕOÕPÕ�
 6D\Õ % 
1-2 Ay 18 28,2 
3-5 Ay 9 14,0 
6-11 Ay 5 7,8 
12 Ay ve üstü 32 50,0 
Toplam 64 100,0 

 
 
(÷LWLP�DODQODUÕQ�DOGÕNODUÕ�H÷LWLP�V�UHVLQH�EDNÕOGÕ÷ÕQGD�E�\�N�oR÷XQOX÷XQXQ�����¶VL����\ÕOGDQ�GDKD�

ID]OD�H÷LWLP�SURJUDPÕQD�NDWÕOGÕNODUÕ�J|U�OPektedir(Tablo 14). 

�
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7DEOR������.DWÕOÕPFÕODUÕQ�dDOÕúWÕNODUÕ�.XUXPXQ�7�U�QH�*|UH�dDOÕúPDQÕQ�)L]LNVHO�2ODUDN�<HWHUOL�
%XOPD�'XUXPX�

d$/,ù0$��257$0,1,1�
)ø=ø.6(/�<(7(5/ø/øöø� 

d$/,ù,/$1�
KURUM 

 

 
 

Evet +D\ÕU 
Toplam 

6D\Õ 57 24 81
Özel  

% 70,4 29,6 100,0
6D\Õ 109 41 150

Kamu 
% 72,7 27,3 100,0
6D\Õ 166 65 231

Toplam  
% 71,9 28,1 100,0

   ; �  ������
 
 .DPX�VHNW|U�QGH�oDOÕúDQ�VHNUHWHUOHULQ�oDOÕúPD�RUWDPODUÕQÕ�IL]LNVHO�RODUDN��D\GÕQODWPD��KDYDODQGÕUPD��
ÕVÕWPD� YE��� |]HO� VHNW|UGH� oDOÕúDQ� VHNUHWHUOHUH� RUDQOD� GDKD� \HWHUOL� EXOPDNWDGÕU��������Tablo 15’ den de 
J|U�OHFH÷L��]HUH� VHNUHWHUOHULQ�oDOÕúWÕNODUÕ�NXUXP�W�U��LOH�oDOÕúPD�RUWDPODUÕQÕQ�IL]LNVHO�RODUDN�\HWHUOL�ROPDVÕ�
DUDVÕQGD� LVWDWLVWLNVHO� RODUDN� DQODPOÕ� ELU� LOLúNL� EXOXQPDPÕúWÕU� Bu sonuç H10 hipotezini desteklemektedir 
(P>0.05). 

7DEOR�����6HNUHWHUOHULQ�dDOÕúWÕNODUÕ�.XUXPXQ�7�U�QH�*|UH�$UDo�*HUHFLQ�<HWHUOL�2OPD�'XUXPXQXQ�
'D÷ÕOÕPÕ�

 
ARAÇ-*(5(&ø1�
0(9&87/8ö8 

d$/,ù,/$1�
KURUM 

 
 

Evet +D\ÕU 
Toplam 

 

6D\Õ 61 20 81 Özel  
% 75,3 24,7 100,0 
6D\Õ 120 30 150 Kamu   
% 80,0 20,0 100,0 
6D\Õ 181 50 231 Toplam  
% 78,4 21,6 100,0 

� ; �  �������
 
 .DPX�VHNW|U�QGH�oDOÕúDQ�VHNUHWHUOHULQ�DUDo-gereç ve malzemenin \HWHUOLOL÷L�DoÕVÕQGDQ�RODQDNODUÕQÕQ�
|]HO� VHNW|UGH� oDOÕúDQ� VHNUHWHUOHUH� RUDQOD� GDKD� ID]OD� ROGX÷X� J|U�OPHNWHGLU��������� 7DEOR� ��¶WHQ� GH�
J|U�OHFH÷L��]HUH�VHNUHWHUOHULQ�oDOÕúWÕNODUÕ�NXUXP�W�U���LOH�DUDo-JHUHo�YH�PDO]HPHQLQ�PHYFXW�ROPDVÕ�DUDVÕQGD�
LVWDWLVWLNVHO�RODUDN�DQODPOÕ�ELU�LOLúNL�EXOXQPDPÕúWÕU (P>0.05). Bu sonuç H11 hipotezini desteklemektedir. 
 

7DEOR�����6HNUHWHUOHULQ�dDOÕúWÕNODUÕ�.XUXPXQ�7�U�QH�*|UH�'RV\DODPD�6LVWHPOHULQLQ�<HWHUOLOLN�
'XUXPXQXQ�.DUúÕODúWÕUÕOPDVÕ�

 
DOSYALAMA 
6ø67(0ø1ø1�
<(7(5/ø/øöø 

 

d$/,ù,/$1�
KURUM 

 

 
 

Evet +D\ÕU 

Toplam 

6D\Õ 50 31 81
Özel  

% 61,7 38,3 100,0
6D\Õ 104 46 150

Kamu  
% 69,3 30,7 100,0
6D\Õ 154 77 231

Toplam  
% 66,7 33,3 100,0

��; �  ������
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 .DPX� VHNW|U�QGH� oDOÕúDQ� VHNUHWHUOHULQ� GRV\DODPD� VLVWHPOHULQLQ� |]HO� VHNW|UGH� oDOÕúDQ� VHNUHWHUOHUH�
RUDQOD�GDKD�\HWHUOL�ROGX÷X�J|U�OPHNWHGLU���������7DEOR���¶GHQ�GH�J|U�OHFH÷L��]HUH�VHNUHWHUOHULQ�oDOÕúWÕNODUÕ�
kurum türü  ile GRV\D� VLVWHPLQLQ� \HWHUOL� ROPDVÕ� DUDVÕQGD� LVWDWLVWLNVHO� RODUDN� DQODPOÕ� ELU� LOLúNL�
EXOXQPDPÕúWÕU(P>0.05). Bu sonuç H12 hipotezini desteklemektedir. 
 

7DEOR�����6HNUHWHUOHULQ�dDOÕúWÕNODUÕ�.XUXPXQ�7�U�QH�*|UH�*|UHY�7DQÕPÕQÕQ�0HYFXW�2OPD�
'XUXPXQXQ�'D÷ÕOÕPÕ�

 
GÖREV TANIMININ 

0(9&87/8ö8 
 

d$/,ù,/$1�
KURUM 

 

 
 

Evet +D\ÕU 

Toplam 

6D\Õ 47 34 81Özel  
% 58,0 42,0 100,0
6D\Õ 91 59 150

Kamu  
% 60,7 39,3 100,0
6D\Õ 138 93 231

Toplam  
% 59,7 40,3 100,0

� ; �  ������
 
 .DPX� VHNW|U�QGH� oDOÕúDQ� VHNUHWHUOHULQ� J|UHY� WDQÕPODUÕQÕQ� |]HO� VHNW|UGH� oDOÕúDQ� VHNUHWHUOHUH� RUDQOD�
GDKD�EHOLUJLQ�ROGX÷X�J|U�OPHNWHGLU���������6HNUHWHUOHULQ�oDOÕúWÕNODUÕ�NXUXP�W�U��LOH�J|UHY�WDQÕPÕQÕQ�PHYFXW�
ROPDVÕ� DUDVÕQGD� LVWDWLVWLNVHO� RODUDN� DQODPOÕ� ELU� LOLúNL� EXOXQPDPÕúWÕU (P>0.05). Bu sonuç H13 hipotezini 
desteklemektedir. 
 

7DEOR�����6HNUHWHUOHULQ�dDOÕúWÕNODUÕ�.XUXPXQ�7�U�QH�*|UH�dDOÕúPD�2UWDPÕ�7LSOHULQLQ�
.DUúÕODúWÕUÕOPDVÕ�

 
 

257$0�7ø3ø 
 

d$/,ù,/$1�
KURUM 

 

 
 

AÇIK BÜRO KAPALI BÜRO 

Toplam 

6D\Õ 24 57 81Özel  
% 29,6 70,4 100,0
6D\Õ 21 129 150

Kamu   
% 14,0 86,0 100,0
6D\Õ 45 186 231

Toplam  % 19,5 80,5 100,0
��; �  �����   

� �
 Tablo 19 inFHOHQGL÷LQGH� NDPX� YH� |]HO� VHNW|UGH� oDOÕúDQODUÕQ� oDOÕúWÕNODUÕ� E�UR� W�UOHULQH� J|UH�
da÷ÕOÕPODUÕ� DUDVÕQGD� LVWDWLVWLNVHO� RODUDN� DQODPOÕ� ELU� LOLúNL� ROGX÷X� J|U�OHFHNWLU (P<0.05). Bu sonuç H14 
hipotezimizi reddetmektedir.� .DPX� VHNW|U�QGH� NDSDOÕ� E�UR� RUDQÕ� |]HO� VHNW|UH� RUDQOD� GDKD� WHUFLK�
edilmektedir. 
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7DEOR�����6HNUHWHUOHULQ�dDOÕúWÕNODUÕ�.XUXPXQ�7�U�QH�*|UH�6�UHOL�%LU�<D\ÕQD�$ERQH�2OPD\D�
øVWHNOLOLN�.RQXVXQGD�.DUúÕODúWÕUÕOPDVÕ�

 
 

6h5(./ø�%ø5�<$<,1$�
ABONE OLMA 
ø67(./ø/øöø 

 

d$/,ù,/$1�
KURUM 

 

 
 

Evet +D\ÕU 

Toplam 
 

6D\Õ 44 37 81Özel  % 54,3 45,7 100,0
6D\Õ 59 91 150Kamu  % 39,3 60,7 100,0
6D\Õ 103 128 231

Toplam  
% 44,6 55,4 100,0

�� ; �  ������
  
 6HNUHWHUOHULQ� oDOÕúWÕNODUÕ� NXUXP� W�U�� LOH� V�UHOL�ELU� \D\ÕQD�DERQH�ROPD� LVWHNOHUL� DUDVÕQGD� LVWDWLVWLNVHO�
RODUDN�DQODPOÕ�ELU� LOLúNL�EXOXQPXúWXU��7DEOR��0). Bu sonuç H15 hipotezini desteklemektedir. Özel sektörde 
oDOÕúDQODUÕQ� �������� NDPX� VHNW|U�QGH� oDOÕúDQ� �������� VHNUHWHUOHUH� QD]DUDQ� V�UHOL� ELU� \D\ÕQD� DERQH� ROPD�
NRQXVXQGD� GDKD� ID]OD� LVWHNOL� ROGXNODUÕ� J|U�OPHNWHGLU�� %X� VRQXFD� J|UH� |]HO� VHNW|UGH� oDOÕúDQ� VHNUHWHUOHULQ�
PHVOHNL�JHOLúPH\H�NDUúÕ�GDKD�GX\DUOÕ�ROGXNODUÕ�V|\OHQHELOLU�� 

�
7DEOR�����6HNUHWHUOHULQ�*�QO�N�+DIWDOÕN�9H\D�$\OÕN�=DPDQODUÕQÕQ��(Q�dR÷XQX�$\ÕUGÕNODUÕ�)DDOL\HW�

7�U�QH��*|UH�'D÷ÕOÕPÕ�
)DDOL\HWOHU� 7RSODP�6NRU
� gQHP��

'HUHFHVL�
Telefonlara Bakma  1483 1 

%LOJLVD\DUGD�<D]ÕúPDODUÕ�<DSPak 1235 2 

=L\DUHWoLOHUOH�øOJLOHQPH 1003 3 

5DQGHYX�2UJDQL]DV\RQODUÕQÕ�<DSPD 814 4 

<|QHWLFL\H�dHúLWOL�.RQXODUGD�<DUGÕPFÕ�2OPD 813 5 

'RV\DODPD�YH�$UúLYOHPH 785 6 

Fotokopi Çekmek 488 7 

7RSODQWÕ�2UJDQL]DV\RQODUÕQÕ�+D]ÕUODPD 472 8 

Dikte Alma 427 9 

  
*Toplam Skor=(‘9*1)+(‘8*2)+(‘7*3)+(‘6*4)+(‘5*5)+(‘4*6)+(‘3*7)+(‘2*8)+(‘1*9) 
 
%X� VRUX\D� YHULOHQ� FHYDSODU� |QHP� VÕUDVÕ� úHNOLQGHGLU�� gQHP� VÕUDVÕQÕQ� IUHNDQV� WDEORVXQGD� D÷ÕUOÕN�

WRSODPODU� HOGH� HGLOHUHN� \XNDUÕGDNL� VÕUDODPD� WDEORVX� HOGH� HGLOPLúWLU�� $÷ÕUOÕNOÕ� WRSODPODU� KHVDSODQÕUNHQ� HQ�
\�NVHN�|QHP�G�]H\LQH�VDKLS�RODQ�����HQ�E�\�N�D÷ÕUOÕNOD�����oDUSÕOPÕú��HQ�G�ú�N�|QHP�G�]H\LQH�VDKLS�RODQ�
����HQ�N�o�N�D÷ÕUOÕNOD�����oDUSÕOPÕúWÕU��<DQL�ELULQFL��WHUFLK�VD\ÕVÕ���LOH�����WHUFLK���LOH�oDUSÕODUDN�WRSODP�VNRUODU�
EXOXQPXúWXU���� 

 
6HNUHWHUOHU� ]DPDQODUÕQÕQ� E�\�N� ELU� NÕVPÕQÕ� WHOHIRQOD� J|U�úPH�� ELOJLVD\DUGD� \D]Õ� \D]PD�� ]L\DUHWoL�

NDEXOOHUL��UDQGHYX�RUJDQL]DV\RQODUÕQD�D\ÕUGÕNODUÕ�J|U�OPHNWHGLU�� 
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7DEOR�����6HNUHWHUOHULQ��0HVOHNOH�øOJLOL�*|UG�÷���(NVLNOHU�
øIDGHOHU� 7RSODP�6NRU� gQHP�'HUHFHVL�

6HNUHWHUOLN�DQOD\ÕúÕQÕQ�JHOLúPHPLú�ROPDVÕ 412 1 

øOHWLúLP 307 2 

(÷LWLP 191 3 

<HWNL�GHYULQLQ�\DSÕOPDVÕ 151 4 

dD÷GDú�E�UR�DUDoODUÕQÕ�NXOODQPDGDNL�\HWHUVL]OLN 76 5 

*Toplam Skor=(‘9*1)+(‘8*2)+(‘7*3)+(‘6*4)+(‘5*5)+(‘4*6)+(‘3*7)+(‘2*8)+(‘1*9) 
  

SekreterlHULQ� VHNUHWHUOLN� PHVOH÷L\OH� LOJLOL� J|UG�÷�� HNVLNOLNOHULQ� EDúÕQGD� WRSOXPGD� VHNUHWHUOLN�
DQOD\ÕúÕQÕQ�\HWHULQFH�JHOLúPHPLú�ROPDVÕ��LOHWLúLP�VRUXQX�YH�H÷LWLP�\HWHUVL]OL÷L�JHOPHNWHGLU�7DEOR���). 
 

7DEOR�����<|QHWLFLOHULQ�6HNUHWHUOHUH�*|UH�0HVOH÷LQ�*HOLúLPL�øoLQ�<|QHWLFLOHULQ�<DSPDVÕ�*HUHNWL÷L�
)DDOL\HWOHULQ�gQFHOLN�6ÕUDODPDVÕ�

øIDGHOHU� 7RSODP�6NRU� gQFHOLN�
6ÕUDODPDVÕ�

+L]PHW�LoL�H÷LWLP 499 1 

6HNUHWHUOLN�PHVOH÷LQLQ�|QHPLQL�KLVVHWWLUPH 482 2 

Sekreterleri, sekreterlik ile ilgili seminer, panel ve 
WRSODQWÕODUD�J|QGHUPH 459 3 

<HQL�E�UR�DOHWOHUL�LOH�LOJLOL�NXUV�DOGÕUPD 257 4 

 *Toplam Skor=(‘9*1)+(‘8*2)+(‘7*3)+(‘6*4)+(‘5*5)+(‘4*6)+(‘3*7)+(‘2*8)+(‘1*9) 
 
 6HNUHWHUOHUH� PHVOH÷LQ� JHOLúPHVLQGH� \|QHWLFLOHU� QH� \DSPDOÕ� VRUXVXQD� YHUGLNOHUL� FHYDS� 7DEOR� �3’ te 
YHULOPLúWLU�� 6HNUHWHUOHU� |QFHOLNOH� KL]PHW� LoL� H÷LWLPLQ� YHULOPHVLQL�� NHQGLOHULQH� |QHP� YHUGLNOHULQL�
KLVVHWWLUPHOHUL�JHUHNWL÷LQL�YH�PHVOHNL�WRSODQWÕODUD�NDWÕOPDODUÕQÕQ�VD÷ODQPDVÕQÕ�LVWHPHNWHGLUOHU� 

 

7DEOR�����6HNUHWHUOHULQ�øú\HUOHUL�øOH�øOJLOL�%HNOHQWLOHUL�
øIDGHOHU� 7RSODP�6NRU� gQFHOLN�

6ÕUDODPDVÕ�
ø\L�ELU��FUHW 377 1 

5DKDW�ELU�oDOÕúPD�RUWDPÕ 331 2 

øú\HULQGH�J�YHQ�GX\JXVXQXQ�ROXúWXUXOPDVÕ 314 3 

øOHWLúLPLQ�ø\LOHúWLULOPHVL 278 4 

*Toplam Skor=(‘9*1)+(‘8*2)+(‘7*3)+(‘6*4)+(‘5*5)+(‘4*6)+(‘3*7)+(‘2*8)+(‘1*9) 
 
6HNUHWHUOHUH� L\L� ELU� Lú\HUL� RUWDPÕQGDQ� QH� EHNOHGLNOHUL� VRUXOGX÷XQGD� |QFHOLN� VÕUDVÕQD� J|UH�� L\L� ELU�

�FUHW�� UDKDW� ELU� oDOÕúPD� RUWDPÕ�� Lú\HULQGH� J�YHQ� GX\JXVXQXQ� ROXúWXUXOPDVÕ� YH� LOHWLúLPLQ� L\LOHúWLULOPHVLQL�
istedikleri görülmektedir.  
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7DEOR�����6HNUHWHUOHULQ�0HVOHNOHUL�øOH�øOJLOL�.DUúÕODúWÕNODUÕ�6RUXQODUÕQ�'D÷ÕOÕPÕ�
øIDGHOHU� 7RSODP�6NRU
� gQFHOLN�

6ÕUDODPDVÕ�
hFUHW�<HWHUVL]OL÷L� 623 1 

%LOJL�(NVLNOL÷L 427 2 

Fiziksel Yorgunluk 349 3 

Ast-hVW�dDWÕúPDVÕ 326 4 

øú�$UNDGDúODUÕ\OD�$QODúPD]OÕN 325 5 

dDOÕúPD�6DDWOHULQLQ�'�]HQVL]OL÷L 200 6 

6RV\DO�*�YHQOL÷LQ�<HWHUVL]OL÷L 179 7 

 
 *Toplam Skor=(‘9*1)+(‘8*2)+(‘7*3)+(‘6*4)+(‘5*5)+(‘4*6)+(‘3*7)+(‘2*8)+(‘1*9) 
 
 6HNUHWHUOHUGHQ�PHVOHNWH�HQ�oRN�NDUúÕODúÕODQ�VRUXQODUÕ�|QFHOLN�VÕUDVÕQD�J|UH�VÕUDODPDODUÕ�LVWHQGL÷LQGH�
ELULQFL�VÕUD\D��FUHW�\HWHUVL]OL÷LQL��LNLQFL�VÕUD\D�ELOJL�HNVLNOL÷LQL���o�QF��VÕUD\D�IL]LNVHO�\RUJXQOX÷X��G|UG�QF��
VÕUD\D� DVW-�VW� oDWÕúPDVÕQÕ�� EHúLQFL� VÕUD\D� oDOÕúPD� VDDWOHULQLQ� G�]HQVL]OL÷LQL� \HUOHúWirdikleri 
görülmektedir(Tablo 25). 
 

7DEOR�����6HNUHWHUOHULQ�<|QHWLFL�6HNUHWHUOL÷L�øOH�øOJLOL�øIDGHOHUH�.DWÕOPD�'HUHFHOHULQLQ�'D÷ÕOÕPÕ
�
øIDGHOHU� 6D\Õ� 2UW� 6V�

-6HNUHWHUOLNOH�LOJLOL�IRUPDO�ELU�H÷LWLP�DOPDOÕGÕU� 231 1,71 0,99 
-6HPSDWLN�ROPDOÕGÕU� 231 1,63 0,86 
-*�]HO�NRQXúPDOÕGÕU� 231 1,25 0,56 
-ø\L�ELU�GLQOH\LFL�ROPDOÕGÕU� 231 1,40 0,73 
-øOHWLúLP�EHFHULVLQH�VDKLS�ROPDOÕGÕU� 231 1,27 0,61 
-2ILV�DUDoODUÕQÕ�NXOODQ�EHFHULVLQH�VDKLS�ROPDOÕGÕU� 231 1,45 0,70 
-Fiziki görünümüne dikkat etmelidir(giyim ,vb.) 231 1,56 0,81 
-6RV\DO�ELU�NLúLOL÷H�VDKLS�ROPDOÕGÕU� 231 1,58 0,82 
-(Q�D]�ELU�\DEDQFÕ�GLO�ELOmelidir. 231 1,78 0,96 
-<D]ÕúPD�YH�UDSRUODPD�WHNQLNOHULQL�ELOPHOLGLU� 231 1,54 0,77 
-+Õ]OÕ�QRW�DOPD�\HWHQH÷LQH�VDKLS�ROPDOÕGÕU� 231 1,56 0,79 
-3URWRNRO�NXUDOODUÕQÕ�X\PDOÕGÕU� 231 1,51 0,79 
-%�UR�HWLN�NXUDOODUÕQD�X\PDOÕGÕU� 231 1,57 0,77 
-=DPDQÕ�L\L�NXOODQPDOÕGÕU� 231 1,36 0,70 

      
    
�%X� VRUXGD� �¶OL� /LNHUW� |OoH÷L� NXOODQÕOPÕúWÕU��gOoHNWH�����.HVLQOLNOH� NDWÕOÕ\RUXP�����.DWÕOÕ\RUXP�� ��� )LNULP� yok, 4. 
.DWÕOPÕ\RUXP�YH����.HVLQOLNOH�.DWÕOPÕ\RUXP¶X�LIDGH�HWPHNWHGLU� 

  
Sekreterlerin iyi bir sekreterde bulXQPDVÕ�JHUHNOL�|]HOOLNOHU�QHOHU� �ROPDOÕ� úHNOLQGH�YHULOHQ� LIDGHOHUH�

YHUGLNOHUL� FHYDSODUD� EDNÕOGÕ÷ÕQGD� KHPHQ� KHPHQ� E�W�Q� LIDGHOHUH� YHUGL÷L� \DQÕWODU� .HVLQOLNOH�
NDWÕOÕ\RUXP�.DWÕOÕ\RUXP� G�]H\LQGH� ROGX÷X görülmektedir. Yani sekreterlere göre iyi bir sekreter; iyi bir 
GLQOH\LFL� ROPDOÕ�� J�]HO� NRQXúPDOÕ�� LOHWLúLP� EHFHULVLQH� VDKLS� ROPDOÕ�� ]DPDQÕ� L\L� NXOODQPDOÕ�� RILV� DUDo� YH�
JHUHoOHULQL�NXOODQPD�EHFHULVLQH�VDKLS�ROPDOÕGÕU� 
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6218d�9(�g1(5ø/(5�
 
 .DPX� YH� |]HO� VHNW|U� NXUXOXúODUÕQGD� E�URODUÕQ� HWNLOL� YH� YHULPOL� oDOÕúPDVÕQÕ� VD÷OD\DQ� HQ� |QHPOL�
XQVXUODUÕQ�EDúÕQGD�E�UR�\|QHWLPL�YH�VHNUHWHUOLN�KL]PHWOHUL�JHOPHNWHGLU��%X�KL]PHWOHULQ�HNVLNVL]�RODUDN�\HULQH�
JHWLULOPHVL�� LúOHWPH\H� YH\D� NXUXPD� E�\�N� \DUDU� VD÷OD\DFDNWÕU�� %�UR� KL]PHWOHULQL� \HULQH� JHWLUHFHN�
HOHPDQODUÕQ�\HWHUOL�ELOJL�YH�WHFU�EH\H�VDKLS�ROPDVÕ��E�URODUGD�YHULPLQ�DUWPDVÕQD�\DUGÕPFÕ�RODFDNWÕU��'�Q\DGD�
ROGX÷X�JLEL���ONHPL]GH�GH�EXJ�Q�Q�YH�\DUÕQÕQ�HQ�|QHPOL�VRUXQX�H÷LWLPGLU��7HNQRORMLGHNL�GH÷LúLPH�SDUDOHO�
RODUDN�H÷LWLP�DODQÕQGD�PH\GDQD�JHOHQ�EX�GH÷LúLNOLNOHU�X]PDQODúPD\Õ�J�QGHPH�JHWLUPLúWLU��%X�X]PDQODúPD�
E�UR�\|QHWLPL�YH�VHNUHWHUOLN�DODQÕQGD�GD�NHQGLQL�KLVVHWWLUPLú�YH�RUWD�|÷UHWLP��|QOLVDQV�YH� OLVDQV�H÷LWLPL\OH�
NDOLIL\H�HOHPDQ�\HWLúWLUPH�LKWL\DFÕ�RUWD\D�oÕNPÕúWÕU� 
  
 (÷LWLP��LQVDQGD�LVWHQGLN�\|QGH�GDYUDQÕú�ROXúWXUPD�úHNOLQGH�WDQÕPODQÕU��+D\DWÕQ�KHU�DODQÕQGD�NHQGLQL�
\HQLOHPHN�LVWH\HQ��GX\DUOÕ�NLúLOHU�EX�V�UHFH�WDELGLU��$\UÕFD�H÷LWLP��|÷UHQPH�V�UHFLQLQ�ELU�\|Q��ROXS�SODQOÕ�ELU�
GHQH\LP�ELoLPLGLU��<|QHWLPL�GH�LoHUPHN��]HUH�\DúDPÕQ�KHU�DODQÕQGD�H÷LWLP��GHQH\LPH�ELU�\DQÕW�RODUDN ortaya 
oÕNPDNWDGÕU��%X�LWLEDUOD�H÷LWLP�|÷UHQLOHQOHUGHQ�HOGH�HGLOHQ�GHQH\LPLQ�VRQXFX�ROPDNWDGÕU�� 
 
 6RQ� \ÕOODUGD�� LúOHWPHOHU� � SHUVRQHOOHULQL� \HWLúWLUPH� YH� JHOLúWLUPH� RODQDNODUÕQÕ� VD÷ODPDNOD� \�N�PO��
EXOXQGXNODUÕQÕQ� ELOLQFLQH� YDUPÕúODUGÕU�� $WDNOÕ� YH� (NLQFL� ��������� WDUDIÕQGDQ� \DSÕODQ� ELU� DUDúWÕUPDGD�
LúOHWPHOHUGH�KL]PHWLoL� H÷LWLPH�JHUHNHQ�|QHPLQ� YHULOPHGL÷L�J|U�OP�úW�U��%X�GXUXP��DoÕN�ELU� úHNLOGH�JHUHN�
ülkemizde gerekse� \DEDQFÕ� �ONHOHUGHNL� LúOHWPHOHULQ� H÷LWLP� SURJUDPODUÕQD� YHUGLNOHUL� |QHPLQ� J�QGHQ� J�QH�
DUWPDVÕQÕ� VD÷ODPÕúWÕU�� $QFDN� VHNUHWHUOLN� DODQÕQGD� GL÷HU� DODQODUGD� ROGX÷X� JLEL� \|QHWLFLOHU� VHNUHWHUOHULQ�
NHQGLVLQL� JHOLúWLUPH� YH� NDUL\HU� \DSPDODUÕQD� \HWHULQFH� GX\DUOÕ� ROPDGÕNODUÕ� � J|U�OPHNWHGLU� 1LWHNLP� +DOÕFÕ��
WDUDIÕQGDQ� ������15�� \DSÕODQ� ELU� oDOÕúPD\D� � J|UH� � VHNreterlerin� NDUúÕODúWÕNODUÕ� VRUXQODUÕQ� EDúÕQGD� NDUL\HU�
LPNDQVÕ]OÕ÷ÕQÕQ�JHOGL÷LQL�LIDGH�HWPLúOHUGLU�  
 
 +HU�LúLQ�ELU�X]PDQOÕN�GDOÕ�ROGX÷X�NDEXO�HGLOLUVH��VHNUHWHUOHULQ�GH�NHQGL�DODQODUÕQGD�EDúDUÕOÕ�RODELOPHVL�
LoLQ� PXWODND� VHNUHWHUOLN� H÷LWLPL� DOPDODUÕ� YH� EX� DODQGDNL� � PHVOHNL� JHOLúPHOHUL� \DNÕQHQ� WDNLS� HWPHOHUL��
JHUHNPHNWHGLU��(NVLN�ELOJL�YH�EHFHUL�LOH�LúOHULQ�\�NVHN�VHYL\HGH�\DSÕOPDVÕ�P�PN�Q�GH÷LOGLU� 
 
 <DSÕODQ�EX�oDOÕúPDGD�RUWD\D�oÕNDQ�|QHPOL�VRQXoODU�NÕVDFD�DúD÷ÕGD�|]HWOHQPLúWLU� 
 

-Sekreterlerin %42,9’ luk bir� NÕVPÕ� J|UHYOHUL� HVQDVÕQGD� PHVOHNL� H÷LWLPH� LKWL\Do� KLVVHWWLNOHULQL�
EHOLUWPHNWHGLU��(÷LWLP� LKWL\DFÕ� GX\DQ� VHNUHWHUOHULQ� E�\�N� ELU� oR÷XQOX÷XQX��� \ÕOOÕN� IDN�OWH� YH�<�NVHNRNXO�
mH]XQODUÕ�JHOPHNWHGLU��%X��VRQXo��GL÷HU�PH]XQODUÕQ�oRN�L\L�\HWLúPLú�ROPDODUÕQÕ�J|VWHrmez tam aksine sürekli 
H÷LWLPLQ�|QHPLQL�\HWHULQFH�NDYUDPDPÕú�ROPDODUÕQÕQ�ELU�J|VWHUJHVLGLU� 
  

- Kamu sektöründe görev yapan sekreterlerin özel sektörde görev yapan sekreterlere göre görevleri 
HVQDVÕQGD�GDKD�ID]OD�H÷LWLPH�LKWL\Do�KLVVHWWLNOHUL�J|U�OPHNWHGLr. 
 

-6HNUHWHUOHULQ�H÷LWLP�LKWL\DFÕ�GX\GXNODUÕ�NRQXODU�VÕUDVÕ\OD�7RSODP�.DOLWH�<|QHWLPL��7HUPLQRORML�YH�
0�úWHUL� øOLúNLOHUL� ������¶X��� ELOJLVD\DU� YH� E�UR� \|QHWLPL�� � LOHWLúLP�� � \DEDQFÕ� GLO� �� � \D]ÕúPD�� GRV\DODPD�
WHNQLNOHUL� �YH�SURWRNRO�NRQXODUÕ�\HU�DOPDNWDGÕU��%HOLUWLOHQ�NRQXODU��E�UR�\|QHWLPL�H÷LWLPLQLQ�WHPHO�NRQXODUÕ�
DUDVÕQGD�\HU�DOPDNWDGÕU��6HNUHWHUOHULQ�E�\�N�ELU�oR÷XQOX÷X�E�UR�\|QHWLPL�OLVDQV�PH]XQX�ROPDGÕNODUÕ�EXUDGD�
temel faktör olarak görülmektedir. 

 
-6HNUHWHUOHULQ������¶OLN�ELU�NÕVPÕQÕQ�J|UHY�\DSWÕNODUÕ�NXUXOXúWDNL�\|QHWLFL�YH�SDWURQODUÕ\OD�KHUKDQJL�

ELU��SUREOHPOHULQLQ�ROPDGÕ÷ÕQÕ�LIDGH�HWPLúOHUGLU�3UREOHP�\DúD\DQODUÕQ�LVH��GDKD�]L\DGH��/LVH�YH�7LFDUHW�/LVHVL�
PH]XQODUÕQÕQ�ROGX÷X�J|U�OPHNWHGLU��(÷LWLP�G�]H\L�DUWWÕNoD�VRUXQ�\DúD\DQODUÕQ�RUDQÕ�G�úPHNWHGLU� 
 
 -6HNUHWHUOHU� \|QHWLFLOHUL\OH� � \DúDGÕNODUÕ� SUREOHP� RODQODUÕQÕ� úX� úHNLOGH� VÕUDODPÕúWÕU�<|QHWLFLQLQ� HúLW�
GDYUDQPDPDVÕ��DUDODUÕQGDNL�DOJÕODPD�IDUNOÕOÕNODUÕ��\HWNL�GHYULQLQ�\DSÕOPDPDVÕ�YH��WDNWLU�HGLOPHPHGLU� 
 
 -�0HVOH÷LQ�JHOLúLPLQGH�PHVOHN�|UJ�WOHULQLQ�|QHPL�WDUWÕúÕOPD]��0DDOHVHI�VHNUHWHUOHULQ�DQFDN���µünün 
PHVOHN� |UJ�WOHULQH� �\H� ROGX÷X� J|U�OPHNWHGLU�%X� RUDQ� GL÷HU� PHVOHNOHUOH� NDUúÕODúWÕUÕOGÕ÷ÕQGD� oRN� G�ú�N�
VHYL\HGHGLU�� %XQGD� <XUW� oDSÕQGD� \D\JÕQ� PHUNH]L� ELU� |UJ�W�Q� ROPDPDVÕ� |QHPOL� ELU� HWNHQ� ROGX÷X�
G�ú�Q�OPHNWHGLU��0H]XQODUÕQ�PHVOHN� NXUXOXúODUÕQD��\H�ROPDVÕ� NRQXVXQGD�PHVOHN� NXUXOXúODUÕQÕQ� RNXOODUGD�
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NHQGLOHULQL� WDQÕWÕFÕ� IDDOL\HWWH� EXOXQPDVÕ� YH� PH]XQODU� DUDVÕQGD� GD\DQÕúPD\Õ� VD÷OD\DFDN� DNWLYLWHOHUGH�
EXOXQPDVÕ�JHUHNPHNWHGLU��� 
 
 -�6HNUHWHUOHULQ�����¶VL��oDOÕúÕUNHQ�Vekreterlik konusunda hizmetiçi��H÷LWLP�DOGÕNODUÕ�J|U�OPHNWHGLU� 
 
 -.DPXGD� oDOÕúPD� RUWDPÕQÕQ� YH� � DUDo� JHUHoOH� \HWHUOLOL÷LQLQ� |]HO� VHNW|UH� QD]DUDQ� GDKD� L\L� GXUXPGD�
ROGX÷X�GRV\DODPD� VLVWHPLQLQ� EXOXQGX÷X� � YH� GDKD� ]L\DGH� NDSDOÕ� E�URODUÕQ� \D\JÕQ� ROGX÷X� J|U�OPHNWedir. 
*�Q�P�]GH�E�URODUÕQ�\DUÕ�DoÕN��KLEULG��E�UR�úHNOLQGH�ROXúWXUXOGX÷X�J|U�OPHNWHGLU��%X�W�U�E�URODU�NDSDOÕ�YH�
DoÕN�E�URODUÕQ�GH]DYDQWDMODUÕQÕ�RUWDGDQ�NDOGÕUPDNWDGÕU�   
 
 -� 6HNUHWHUOHULQ� \DNODúÕN� ����¶Õ�� J|UHY� WDQÕPODUÕQÕQ� EXOXQPDGÕ÷ÕQÕ� LIDGH� HWPLúWLU�� 6ekreterler asli 
LúOHUL�\DSPDODUÕ�LoLQ�YH�oDWÕúPDODUÕQ�|QOHQPHVL LoLQ�J|UHY�WDQÕPODUÕ�DoÕNoD�EHOLUOHQPHOLGLU� 
 
 -�g]HO�VHNW|UGH�oDOÕúDQODUÕQ���������NDPX�VHNW|U�QGH�oDOÕúDQ���������VHNUHWHUOHUH�QD]DUDQ�PHVOHNL�
V�UHOL� ELU� \D\ÕQD� DERQH� ROGXNODUÕ� J|U�OPHNWHGLU�� %LOLPVHO� JHOLúPHOHULQ� \DNÕQHQ� WDNLEL� LoLQ� VHNUHWHUOHULQ�
PHVOHNL� GHUJLOHUH� VDKLS� ROPDVÕ� NRQXVXQGD� JHUHN� PHVOHN� NXUXOXúODUÕ� � YH� JHUHNVH� EX� DODQGD� H÷LWLP� YHUHQ�
RNXOODU� JHUHNOL� LúELUOL÷L� NXUPDOÕ� YH� � EX� GHUJLOHUH� DERQHOLN� NRQXVXQGD� LúYHUHQOHULQ� JHUHNOL� GHVWH÷i 
VD÷ODQPDOÕGÕU� 
 
 -6HNUHWHUOHULQ� ]DPDQODUÕQÕ� � HQ� oRN� DODQ� NRQXODU� VÕUDODPDVÕQGD� � WHOHIRQOD� J|U�úPH�� \D]Õ� \DPD��
]L\DUHWoL� NDEXOOHUL� YH� � UDQGHYXODUÕQ� LON� VÕUDODUGD� \HU� DOGÕ÷Õ� J|U�OPHNWHGLU� Sekreterlere zaman yönetimi 
NRQXVXQGD�JHUHNOL�H÷LWLP�YHULOPHOLGLU� 
 
 -� 6HNUHWHUOHU� � \|QHWLFLOHULQGHQ�� � Lú� \HULQGH� � KL]PHW� LoL� H÷LWLPLQ� YHULOPHVLQL�� NHQGLOHULQH� � � |QHP�
YHUPHVLQL��YH�PHVOHNL�WRSODQWÕODUD�NDWÕOPDODUÕQÕQ�VD÷ODQPDVÕQÕ�LVWHPHNWHGLUOHU� 
 
 -6HNUHWHUOHUH� L\L� ELU� Lú\HUL� RUWDPÕQGDQ� QH� EHNOHGLNOHUL� VRUXOGX÷XQGD� � VHNUHWHUOHU� |QFHOLNOH� VÕUDVÕQD�
J|UH�� � L\L� ELU� �FUHW� �� UDKDW� ELU� oDOÕúPD� RUWDPÕ�� Lú\HULQGH� J�YHQ� GX\JXVXQXQ� ROXúWXUXOPDVÕ� YH� LOHWLúLPLQ�
L\LOHúWLULOPHVLQL�LVWHGLNOHUL�J|U�OPHNWHGLU��<|QHWLFLOHU�VHNUHWHUOHUGHQ�GDKD�ID]OD�YHULP�DOPDODUÕ�LoLQ��L\L�ELU�Lú 
RUWDPÕ�\DUDWÕOPDVÕ�NRQXVXQGD�JHUHNOL�WHGELUOHUL�DOPDOÕGÕU� 
 

-Genel olarak  VHNUHWHUOHULQ��NDUúÕODúWÕNODUÕ�HQ�|QHPOL��VRUXQODUÕQ�VÕUDODQPDVÕQGD��ELULQFL�VÕUD\Õ��FUHW�
\HWHUVL]OL÷L� DOPDNWDGÕU�$\QÕ� VRUXQ� g]JHQo� YH� $NV|\HN� ������� WDUDIÕQGD� \DSÕODQ� EDúND� ELU� oDOÕúPDGD�
bulXQPXúWXU� VHNUHWHUOHULQ� ������ µVL��FUHW� \HWHUVL]OL÷L� VRUXQODUÕQÕQ�ROGX÷XQX�EHOLUWPLúWLU��hFUHW� \HWHUVL]OL÷L�
VRUXQXQX�� ELOJL� HNVLNOL÷L� YH� IL]LNVHO� \RUJXQOXN�� DVW-�VW� oDWÕúPDVÕ�� oDOÕúPD� VDDWOHULQLQ� G�]HQVL]OL÷L�
L]OHPHNWHGLU��6HNUHWHUOHUGH��|UJ�WVHO�ED÷OÕOÕN�YH�Lú�GR\XPXQXQ�VD÷ODQPDVÕ�LoLQ�L\L�YH�DGLO�ELU��FUHWOHQGLUPH�
VLVWHPLQLQ� ROXúWXUXOPDOÕ�� IL]LNVHO� \RUJXQOX÷XQ� D]DOWÕOPDVÕ� LoLQ� Lú� \HUL� RUWDPÕQÕQ� WDVDUÕPÕQGD� � ergonomi ve 
DQWURSRPHWUL�ELOLPLQGHQ�\DUDUODQÕOPDOÕGÕU�� 
  
 øúOHWPHOHUGH� VHNUHWHUOHUH� \|QHOLN� KL]PHW� LoL� SURJUDPODUÕQÕ� SODQODPDGDQ� YH� � GÕúDUÕGDQ� H÷LWLP�
DOÕQPDVÕQD�NDUDU�YHUPHGHQ�|QFH� VHNUHWHUOHULQ� LKWL\Do�GX\GXNODUÕ�H÷LWLP�DODQODUÕ�EHOLUOHQPHOLGLU�%X�NRQXGD��
JHUHN�VHNUHWHUOHUH��YH��JHUHNVH�\|QHWLFL�YH�P�úWHULOHUH�\|QHOLN���DQNHW�oDOÕúPDODUÕ�\DUDUOÕ�RODELOir.  
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