Zorunlu Ders Tiirkge Ingilizce

Fakiilte/Yiiksekokul Ad1 Arag Rafet Vergili Meslek Yiiksekokulu Arac Rafet Vergili Vocational School Of Higher Education
Bolim/Program Adi Tibbi Dokiimantasyon ve Sekreterlik Medical Documentation and Secretarial

Dersin Kodu TDS256 TDS256

Dersin Adi Saglikta Kalite ve Akreditasyon Quality and Accreditation in Health

Ders Saati (T+U+L) 3+0+0 3+0+0

Dersin AKTS Kredisi 3 3

Ders Igerigi Saglik hizmetlerinde kalite kavramy, kalitenin | The concept of quality in health services, improvement of

iyilestirilmesi, hizmetin iyilestirilmesi, kalitede
ekip caligmasi, saglik hizmetlerinde kalite
belgelendirme- akreditasyon ve hasta giivenligi

konulari ver alir

quality, improvement of service, quality teamwork, quality
certification-accreditation and patient safety in health services
are included.

Zorunlu Ders

Tiirkge

Ingilizce

Fakiilte/Yiiksekokul Adi

Arag Rafet Vergili Meslek Yiiksekokulu

Arac Rafet Vergili Vocational School Of Higher Education

Bolim/Program Adi Tibbi Dokiimantasyon ve Sekreterlik Medical Documentation and Secretarial

Dersin Kodu TDS254 TDS254

Dersin Adi Mesleki Bilgisayar Professional Computer

Ders Saati (T+U+L) 2+0+0 2+0+0

Dersin AKTS Kredisi 3 3

Ders Icerigi Isletim Sistemleri. Isletim Sistemlerinde Operating Systems. Operating Systems Desktop Management.

Masaiistii Yonetimi. Isletim sistemlerinde dosya
klasr yonetimi. Internet tarayicilari ve
kullanimi.Arama yapma ve dosya indirme. E-
posta gonderimi ve alimi. Etkili sunum

hazirlama

Operating system files in folder management. And the use of
the Internet browser. to search and download files. E-mail
transmission and reception. Preparing effective presentations.

Zorunlu Ders

Tiirkge

Ingilizce

Fakiilte/Yiiksekokul Adi

Arag Rafet Vergili Meslek Yiiksekokulu

Arac Rafet Vergili Vocational School Of Higher Education

Boliim/Program Adi Tibbi Dokiimantasyon ve Sekreterlik Medical Documentation and Secretarial

Dersin Kodu TDS216 TDS216

Dersin Ad1 Saglik Kurumlar1 Yo6netimi Health Care Management

Ders Saati (T+U+L) 3+0+0 3+0+0

Dersin AKTS Kredisi 3 3

Ders Igerigi Yonetimin tarihsel gelisimi, yonetim kavraminin | The historical development of the management, the

islevleri, saglik ve saglik hizmetleri, saglik
hizmetlerinin kullanimi, Tiirkiye’deki durumu,
giiniimiizdeki saglik politikalar1 ve hastane
yonetimi, saglik hizmetlerinde stratejik yonetim,
kalite yonetimi, performans yonetimi, insan
kaynaklar1 yonetimi, ¢alisan personelin yonetsel
haklar1 ve sorunlari, resmi, 6zel saglik kuruluslar
ve uluslararasi kuruluglar ve saglik hizmetleriyle

ilgili mevzuati.

management functions of the concept of health and health
services, health care services, the situation in Turkey, today's
health policy and hospital management, health services,
strategic management, quality management, performance
management, human resources management, staff, and
administrative law issues official, private health care
institutions and international organizations, and health care
legislation.




Secmeli Ders

Tiirkge

Ingilizce

Fakiilte/Yiiksekokul Ad1 Arag Rafet Vergili Meslek Yiiksekokulu Arac Rafet Vergili Vocational School Of Higher Education
Bolim/Program Adi Tibbi Dokiimantasyon ve Sekreterlik Medical Documentation and Secretarial

Dersin Kodu TDS218 TDS218

Dersin Adi Tip Kiitiiphaneciligi Medical Library

Ders Saati (T+U+L) 3+0+0 3+0+0

Dersin AKTS Kredisi 3 3

Ders Igerigi Tibbi kiitiiphanecilik, saglik alaninda yapilan Medical librarians and health centers in the field of information|

calismalarin derlenip toparlandig: bilgi
merkezlerdir. Bu ders igeriginde kiitiiphane ve
tiirleri, Kiitliphanenin amaci, Tiirkiye'de
Cumhuriyet doneminin kiitiiphaneleri,
gliniimiizde kiitiiphaneler ve bilgi merkezleri,
ulusal kiitiiphaneler, halk kiitiiphaneleri,
akademik kiitiiphaneler, okul kiitiiphaneleri, 6zel
kiitiiphaneler, arsivler, belge bilim
(dokiimantasyon) ve bilgi bilim (enformasyon).

o B 101

compiled by the studies. The course content and types of
libraries, library The purpose of the period of the Republic of
Turkey, libraries, libraries and information centers today,
national libraries, public libraries, academic libraries, school
libraries, special libraries, archives, documents, science
(documentation), and information science (information ).
Society and science.

Zorunlu Ders

Tiirkge

Ingilizce

Fakiilte/Yiiksekokul Adi

Arag Rafet Vergili Meslek Yiiksekokulu

Arac Rafet Vergili Vocational School Of Higher Education

Béliim/Program Adi T1ibbi Dokiimantasyon ve Sekreterlik Medical Documentation and Secretarial
Dersin Kodu TDS226 TDS226

Dersin Ad1 Girisimeilik Entrepreneurship

Ders Saati (T+U+L) 4+0+0 4+0+0

Dersin AKTS Kredisi 4 4

Ders Igerigi

Girisimcilik ile ilgili kavramlar, girisimciligin
onemi ve gelisimi, girisimlerdeki 6zellikler,
girisimcilikte yaraticilik ve yenilik, girisimcilikte
is fikirleri, yapilabilirlik ¢aligmalari, is plani
icinde finans ve iiretim plan lar1, girisimcilik
oykiileri, girisimcilikte 6rnek olay incelemeleri,
saglik kurumlarinda girisimcilik, Franchising

uygulamalari, Girisimcilikle ilgili yasalar ve
d +al:1

Concepts related to entrepreneurship, the importance of
entrepreneurship and the development of initiatives
specifications, entrepreneurship, creativity and innovation,
entrepreneurship, business ideas, feasibility studies, business
plan, finance and production plan in s entrepreneurial stories,
case studies, entrepreneurship, health care institutions,
entrepreneurship, franchising practices, entrepreneurship
supports the relevant laws and

Se¢meli Ders

Tiirkge

Ingilizce

Fakiilte/Yiiksekokul Adi

Arag Rafet Vergili Meslek Yiiksekokulu

Arac Rafet Vergili Vocational School Of Higher Education

Béliim/Program Adi T1ibbi Dokiimantasyon ve Sekreterlik Medical Documentation and Secretarial

Dersin Kodu TDS220 TDS220

Dersin Ad1 flk Yardim First Aid

Ders Saati (T+U+L) 3+0+0 3+0+0

Dersin AKTS Kredisi 3 3

Ders Igerigi Genel ilkyardim bilgileri. Yaralinin ve olay General first aid information. Evaluation of the injured and the

yerinin degerlendirilmesi. Insan viicudu hakkinda
temel bilgilerin ve giivenlik tedbirleri. Temel
yasam destegi. Kanamalarda ilk yardim.
Yaralanmalarda ilk yardim. Yanik, sicak
carpmasi ve donmalarda ilkyardim. Kirik, ¢ikik
ve burkulmalarda ilkyardim. Biling
bozukluklarinda ilkyardim. Zehirlenmelerde ve
hayvan 1sirmalarinda ilkyardim. Bogulmalarda
ilkyardim. Yarali tagima teknikleri.

scene. Basic information about the human body and security
measures. Basic life support. Bleeding first aid. First aid
injuries. Burns, heat stroke and first aid freeze. Fractures,
dislocations and sprains first aid. First aid in disorders of
consciousness. Poisoning first aid and animal bites. Choking
first aid. Injured handling techniques.




Secmeli Ders

Tiirkge

Ingilizce

Fakiilte/Yiiksekokul Ad1 Arag Rafet Vergili Meslek Yiiksekokulu Arac Rafet Vergili Vocational School Of Higher Education
Bolim/Program Adi Tibbi Dokiimantasyon ve Sekreterlik Medical Documentation and Secretarial

Dersin Kodu TDS222 TDS222

Dersin Adi Yonetici Sekretrligi Executive Secretary

Ders Saati (T+U+L) 3+0+0 3+0+0

Dersin AKTS Kredisi 4 4

Ders Igerigi Yonetim faaliyetleri ile ilgili temel kavramlar.  [Basic concepts related to management activities. Executive

Yonetici sekreterligi ile ilgili temek kavramlar,
yonetici sekreterinin 6zellikleri, kisisel 6zellikleri
mesleki becerisi, gorevleri, iletisimi, beden dilini
kullanimi, s6zli iletisim becerilerini gelistirmesi,
gorgii ve protokol kurallari, telefon ile goriisme,
toplanti1 yonetimi, is gezisi diizenleme, randevu
hizmetleri, orgiitlerde kayit islemleri, dosya
sistemleri, Orgiitsel imaj, yonetici sekreterinin
imaj1, zaman yonetimi, kriz yonetimi, stres
yOnetimi.

Secretary of fundamental concepts related to, the executive
secretary of features, personal characteristics, professional
skills, tasks, communication, use of body language, verbal
communication skills development, rules of etiquette and
protocol, with phone calls, meeting management, business trip,
editing, dating services, organizations, registration, file
systems, organizational image, the image of the executive
secretary, time management, crisis management, and stress
management.

Se¢meli Ders

Tiirkge

Ingilizce

Fakiilte/Yiiksekokul Adi

Arag Rafet Vergili Meslek Yiiksekokulu

Arac Rafet Vergili Vocational School Of Higher Education

Béliim/Program Adi Tibbi Dokiimantasyon ve Sekreterlik Medical Documentation and Secretarial

Dersin Kodu TDS224 TDS224

Dersin Ad1 Mesleki Yabanci Dil 11 Vocational Foreign Language 11

Ders Saati (T+U+L) 3+0+0 3+0+0

Dersin AKTS Kredisi 3 3

Ders Icerigi LetterLayout: LetterLayout: DiscussingAdvantagesandDisadvantages,
DiscussingAdvantagesandDisadvantages, FormalityandInformality: RecognisingAppropriateRegister,
FormalityandInformality: WritingPersonalLetter, Giving Information. Good Commercial

RecognisingAppropriateRegister,
WritingPersonalLetter, Giving Information. Good
Commercial Letter: AskingForandGiving
Information AboutDimensions, WritingClear
Commercial Letters, Getting Through Someone
on the Phone, A Letter of Enquiry:
EnquiringAboutProducts. Services Messages:
LeavingandTakingDownMessages. T1p
alanindaki basit ve orta seviyedeki yaymlanmis
makale ve metinleri okuyarak anlamak ve birebir
terclime etmeye c¢alismak.

Letter: AskingForandGiving Information AboutDimensions,
WritingClear Commercial Letters, Getting Through Someone
on the Phone, A Letter of Enquiry: EnquiringAboutProducts.
Services Messages: LeavingandTakingDownMessages. T1ip
alanindaki basit ve orta seviyedeki yaymlanmis makale ve
metinleri okuyarak anlamak ve birebir terciime etmeye
calismak.

Zorunlu Ders

Tiirkge

Ingilizce

Fakiilte/Yiiksekokul Adi

Arag Rafet Vergili Meslek Yiiksekokulu

Arac Rafet Vergili Vocational School Of Higher Education

Béliim/Program Adi Tibbi Dokiimantasyon ve Sekreterlik Medical Documentation and Secretarial

Dersin Kodu TDS226 TDS226

Dersin Adi Biiro Yo6netimi Office Management

Ders Saati (T+U+L) 3+0+0 3+0+0

Dersin AKTS Kredisi 4 4

Ders Icerigi Yonetici ve biiro yonetimi kavramlari, biiro ve is |Administrative and office management concepts, work desk

yerlerinde islerin planlanmasi ve ig programlari,
orgiit ve orgiitlendirme kavramlar 6rgiit kurallart
orgiit fonksiyon pozisyon ve semalari, is
basitlestirme ve verimlilik, is dagitim ve is akim
teknigi, biiro gere¢ ve makinalari, malzeme

Inllanima

and at work planning and work programs, the organization and
the rules of the organization orgiitlendirme concepts,
organization, function, position, and charts, business
simplification and efficiency, work distribution and work flow
technology, office supplies and equipment, the use of materials




Secmeli Ders

Tiirkge

Ingilizce

Fakiilte/Yiiksekokul Ad1 Arag Rafet Vergili Meslek Yiiksekokulu Arac Rafet Vergili Vocational School Of Higher Education
Bolim/Program Adi Tibbi Dokiimantasyon ve Sekreterlik Medical Documentation and Secretarial

Dersin Kodu TDS260 TDS260

Dersin Adi Saglikta Inovasyon Innovation in Health

Ders Saati (T+U+L) 3+0+0 3+0+0

Dersin AKTS Kredisi 3 3

Ders Igerigi Bu ders Degisim,Saglikta degisimin This course is Change, The necessity of change in health,

geregi,Gelecegin meslekleri ve gelecegin
sekillendirilmesi, fnovasyon nedir,Diinyada ve
Tiirkiye’de fnovasyonun durumu,Kurum kiiltiirii
ve inovasyon Globellesme ve
inovasyon,Yaraticilik, girisimcilik ve
inovasyon,invasyon liderligi Beynin etkin
kullanimi,Inovasyon siireci,Fikir {iretme ve patent
alma siireci Bireysel 6neri sistemi,konularini

Josod:

Future professions and shaping the future, What is innovation,
The state of innovation in the world and in Turkey, Corporate
culture and innovation Globalization and innovation,
Creativity, entrepreneurship and innovation, Innovation
leadership Effective use of the brain, Innovation process, Idea
generation and the process of obtaining a patent Individual
suggestion system.

Se¢meli Ders

Tiirkce

Ingilizce

Fakiilte/Yiiksekokul Adi

Arag Rafet Vergili Meslek Yiiksekokulu

Arac Rafet Vergili Vocational School Of Higher Education

Béliim/Program Adi Tibbi Dokiimantasyon ve Sekreterlik Medical Documentation and Secretarial

Dersin Kodu TDS262 TDS262

Dersin Ad1 Yatirim Teorisi ve Koglugu Investment Theory and Coaching

Ders Saati (T+U+L) 3+0+0 3+0+0

Dersin AKTS Kredisi 3 3

Ders Igerigi Bu ders, Finansal Piyasalar, Piyasa Tiirleri, This course includes topics such as Financial Markets, Market

Sermaye Piyasasi Araglari, Yatirim Araglari,
Portfoy Teorisi, Sermaye Piyasa Tiirleri, Yatirim
Araglariim Degerlendirilmesi, Yatirim Araglari
Yillik Getiri Durumlari, Somut Yatirim Bolgeleri
Incelenmesi gibi konular1 igermektedir.

Types, Capital Market Instruments, Investment Instruments,
Portfolio Theory, Capital Market Types, Evaluation of
Investment Instruments, Annual Return of Investment
Instruments, Analysis of Concrete Investment Regions.

Segmeli Ders Tiirkge Ingilizce

Fakiilte/Yiiksekokul Ad1 Arag Rafet Vergili Meslek Yiiksekokulu Arac Rafet Vergili Vocational School Of Higher Education
Bolim/Program Adi Tibbi Dokiimantasyon ve Sekreterlik Medical Documentation and Secretarial

Dersin Kodu TDS240 TDS240

Dersin Adi Mesleki Yazigsma Teknikleri 11 Professional Correspondence Techniques 11

Ders Saati (T+U+L) 3+0+0 3+0+0

Dersin AKTS Kredisi 3 3

Ders Igerigi Resmi yazilar, is yazilar ve 6zel yazilar, yazi Official writings, business writings and private articles,

hazirlamak kullanilan standartlar

standards used in writing articles

Dr. Ogr.Uyesi M. Said DOGRU
T1bbi Hizmetler ve Teknikler Blim Bagkani




