ENSTITU SEKRETERI
Gorev Tanimi ve Sorumluluklari

Enstitinin misyonu ve vizyonu
dogrultusunda egitim ve Ogretim
faaliyetlerinin ylritilmesi amaciyla
idari ve akademik islerin
organizasyonunu ve
koordinasyonunu gergeklestirir.

idari yapinin kurulmasi, yénetilmesi
ve denetlenmesini saglar.

ic kontrol calismalarina organize
eder, calisma alanina giren konularin
saglikli, diizenli ve verimli bir sekilde,
ilgili  mevzuata uygun olarak
yuritilmesini saglar, koordine eder
ve denetler.

Enstitiinin idari amiri olarak tim
idari isleri yuratar.

Enstiti  Kurulu, Enstiti YoOnetim
Kurulu, Enstitt  Disiplin  Kurulu
gindemlerini hazirlar ve kurullara oy
hakki olmaksizin raportor olarak
katilir.

Enstiti  Kurulu, Enstiti YoOnetim
Kurulu, Enstitt  Disiplin  Kurulu
kararlarinin Rektérlik Makamina ve
diger ilgili makamlara iletilmesini ve
arsivlenmesini saglar.

Egitim-68retim faaliyetlerinin

akademik takvime gore vyiritilmesi icin
gerekli duyuru

SECRETARY OF INSTITUTE

Job Description and Responsibilities

o It organizes and coordinates
administrative and academic affairs
in order to carry out education and
training activities in line with the
mission and vision of the Institute.

o It provides the establishment,
management and supervision of the
administrative structure.

o It organizes the internal control
activities, ensures that the subjects
within the scope of work are carried
out in a healthy, regular and efficient
manner, in accordance with the
relevant legislation, coordinates and
supervises.

. As the administrative head of the
institute, she/he carries out all
administrative affairs.

. It prepares the agendas of the
Institute  Board, the Institute
Administrative Board, the Institute
Disciplinary Committee and
participates in the boards as a
reporter without the right to vote.

o It ensures that the decisions of the
Graduate  School Board, the
Graduate School Administrative
Board, and the Graduate School
Disciplinary Committee are
transmitted and archived to the
Rector's Office and other relevant
authorities.

U Makes the necessary announcement
for the execution of educational
activities according to the academic
calendar.







