ENSTITU MUDUR YARDIMCISI
Gorev Tanimi ve Sorumluluklari

2547 sayil Yuksekogretim Kanunun 19 uncu maddesinin b
fikrasinin birinci paragrafi uyarinca Muddr tarafindan atanir ve
gorev slresi 3 (Ug) yildir.

2547 sayih Yiksekogretim Kanununun 4 (incli ve 5 inci
maddelerinde belirlenen amag¢ ve ilkelere uygun olarak
hareket eder ve Enstitiiniin misyonu ve vizyonu dogrultusunda
idari ve mali faaliyetlerin yuritilmesinden sorumlu olarak
Miidire yardim eder.

Dogrudan Mudire bagh olarak gérev yapar.

Miidire, gérevi basinda olmadigi zamanlarda vekalet eder.
ilgili kanun, yoénetmelik ve yénergelerde belirtilen usul ve
esaslar cercevesinde olusturulan “i¢ Kontrol ve Birim Kalite
Komisyonu” ile ilgili faaliyetlerin isletilmesini saglar.

ilgili kanun, yoénetmelik ve yénergelerde belirtilen usul ve
esaslar gergevesinde olusturulan “Demirbas ve Sarf Malzemesi
Muayene Kabul Komisyonu, Fiyat Arastirma Komisyonu ve
Satin Alma Komisyonu” ile ilgili faaliyetlerin isletilmesini
saglar.

Ogretim Uyelerine 6denecek Ek Ders iicretleri ile ilgili siireci
takip ve kontrol eder.

Enstitiniin Web sayfasinin yonetilmesi ve glincel tutulmasini
saglar ve “Bize Yazin” menisi Uzerinden gelen talep ve
sikayetleri degerlendirerek cevaplandiriimasini saglar.
Enstitinlin dizenledigi ya da ortak oldugu konferans, seminer
ve toplantilar ile ilgili galismalarin yuratilmesini saglar.
Blitge Hazirlik galismalarina katilir.

Teknik altyapinin (fotokopi makinesi, bilgisayar,
projeksiyon cihazi gibi) aktif tutulmasini saglar.

Birim faaliyet raporunun hazirlanmasina katki saglar.
Sorumlu oldugu birimler ile ilgili ihtiyag dogrultusunda yeni
formlar hazirlar veya mevcut formlar giinceller.
Gorevlendirildigi komisyonlara baskanlik veya tyelik yapar.
Lisanslisti programlara miracaat islemleri ve 6grenci alimi
siireglerini yuritar. (OYP, YOK 100/2000 Doktora Bursu,
ERASMUS, UNiP vb.)

Ogrenci Danisma atama siireci ile ilgili siireci takip eder ve
glincel olmasini saglar.

Tezlerin; Onerilmesi, Hazirlanmasi, incelemesi ve Teslim
edilmesi gibi suiregleri takip eder ve EYK sunulmasini saglar.
Ogrenci temsilci segimini yiritir ve Ogrenci isleri ile ilgili
Mudirin verdigi diger gorevleri yapar.

Enstitinln istatistiksel bilgilerinin (6grenci sayilari, mezun
Ogrenci sayilari, ilisigi kesilen 6grenci sayilari, tamamlanan tez
sayllari, yayin sayilari, 6grencilerin katildigi kongre sayilari,
sunulan bildiri sayilar) gincellenmesini ve arsivlenmesini
saglar.

Enstitiiniin uzaktan egitim koordinatorlGguni yuritar.

Her doénem alinan o&grencilere yonelik dizenlenecek
oryantasyon programini organize eder ve yuratur.

yazicl,

INSTITUTE VICE DIRECTOR
Job Description and Responsibilities

She is appointed by the Director in accordance with the first
paragraph of paragraph b of Article 19 of the Higher Education
Law No. 2547 and her term of office is 3 (three) years.

It acts in accordance with the aims and principles set forth in
the 4th and 5th articles of the Higher Education Law No. 2547
and assists the Principal by being responsible for the execution
of administrative and financial activities in line with the
Institute's mission and vision.

It reports directly to the Director.

Deputizes for the Director when she/he is not on duty.

It ensures the operation of the activities related to the
"Internal Control and Unit Quality Commission" established
within the framework of the procedures and principles
specified in the relevant laws, regulations and directives.

It ensures the operation of the activities related to the "Asset
and Consumables Inspection Acceptance Commission, Price
Research Commission and Purchasing Commission"
established within the framework of the procedures and
principles specified in the relevant laws, regulations and
directives.

Follows and controls the process related to Additional Course
fees to be paid to faculty members.

It ensures that the web page of the Institute is managed and
kept up-to-date, and the requests and complaints received via
the "Write to Us" menu are evaluated and answered.

It ensures the execution of studies related to conferences,
seminars and meetings organized or partnered by the
Institute.

Participates in Budget Preparation studies.

It ensures that the technical infrastructure (such as copier,
computer, printer, projector) is kept active.

It contributes to the preparation of the unit activity report.
Prepares new forms or updates existing forms in line with the
needs related to the units she/he is responsible for.

She/He is the chairman or a member of the commissions to
which he is assigned.

It carries out the application procedures and student
admission processes for graduate programs. (OYP, YOK
100/2000 PhD Scholarship, ERASMUS, UNIP etc.)

Follows the process related to the Student Advisory
assignment process and ensures that it is up to date.

in theses; It follows the processes such as Proposal,
Preparation, Review and Delivery and ensures the submission
of the EYK.

It carries out the election of the student representative and
performs other duties assigned by the Director regarding
Student Affairs.

It ensures that the statistical information of the institute
(number of students, number of graduates, number of
dismissed students, number of completed thesis, number of
publications, number of congresses attended by students,
number of papers presented) is updated and archived.
She/He is the distance education coordinator of the institute.
It organizes and conducts the orientation program to be
organized for the students admitted each semester.




