ENSTITU MUDURU
Bagh Oldugu Kisi: Rektor

Gorev Amaci: Enstitiiniin akademik, idari ve mali faaliyetlerinin
yiiksekdgretim mevzuati, liniversite senatosu ve yonetim kurulu
kararlar1 dogrultusunda etkin, diizenli ve mevzuata uygun bigimde
yiirtitiilmesini saglamak; lisansiistii egitim—6gretim, aragtirma ve idari
siireclerin koordinasyonunu gerceklestirmek.

GOREYV, YETKIi VE SORUMLULUKLARI:

e Enstitii kurullarina baskanlik etmek, enstitii kurullarinin
kararlarin1 uygulamak ve enstitii birimleri arasinda diizenli
caligmay1 saglamak,

e Her 6gretim yili sonunda ve istendiginde enstitii genel durumu
ve isleyisi hakkinda rektore rapor vermek,

e Enstitiiniin 6denek ve kadro ihtiyaclarin1 gerekgesi ile
birlikte rektorliige bildirmek, enstitii biitgesi ile ilgili Oneriyi
enstitii yonetim kurulunun da goriisiinii aldiktan sonra
rektorliige sunmak,

e Stratejik plani hazirlamak ve uygulanabilirligini kontrol
etmek,

e Enstitiiniin birimleri ve her diizeydeki personeli iizerinde
genel gozetim ve denetim gorevini siirdlirmek,

e Enstitiiniin ve bagl birimlerinin 6gretim kapasitesinin akilci
bir sekilde kullanilmasini saglamak,

e [Egitim-0gretim faaliyetlerinin diizenli bir sekilde
yiiriitiilmesini saglamak.,

INSTITUTE DIRECTOR

Reporting to: Rector

Purpose of the Position: To ensure that the academic, administrative,
and financial activities of the Institute are carried out effectively,
systematically, and in compliance with higher education regulations, as
well as the decisions of the university senate and administrative boards;
and to coordinate postgraduate education and training, research
activities, and related administrative processes.

DUTIES, AUTHORITIES, AND RESPONSIBILITIES:

» To preside over the institute boards, to implement the decisions
of the institute boards, and to ensure coordinated and efficient
operation among the institute units.

» To submit a report to the Rector at the end of each academic
year, and upon request, regarding the overall status and
functioning of the Institute.

» To notify the Rector’s Office of the Institute’s needs for budget
allocations and staffing, together with their justifications, and to
submit recommendations concerning the Institute’s budget to the
Rector’s Office after receiving the opinion of the Institute
Executive Board.

* To prepare the strategic plan and monitor its feasibility and
implementation.

* To maintain general supervision and oversight over the units and
personnel of the Institute at all levels.

* To ensure the rational utilization of the instructional capacity of
the Institute and its subordinate units.

* To ensure the orderly and effective conduct of educational and
instructional activities.




Bilimsel arastirma ve yayin faaliyetleri i¢in gerekli kosullart
saglamak,

Enstitiiniin gelecege yonelik politikalarinin ve planlarinin
olusturulmasi i¢in gerekli ¢alisma ve arastirmalar1 yaptirmak.
Universite Yonetim Kuruluna, Universite Senatosuna
katilmak ve Enstitii ile ilgili konularda gerekli bilgileri
sunmak.

Enstitiiniin 6gretim kapasitesinin rasyonel bir sekilde
kullanilmasinda ve gelistirilmesinde gerektigi zaman giivenlik
onlemlerinin alinmasinda, 6grencilere gerekli sosyal
hizmetlerin saglanmasinda, egitim - 6gretim, bilimsel
arastirma ve yayini faaliyetlerinin diizenli bir sekilde
yiirlitiilmesinde, biitlin faaliyetlerin gozetim ve denetiminin
yapilmasinda, takip ve kontrol edilmesinde ve sonuglarinin
alinmasinda rektore karsi birinci derecede sorumludur

Bu kanun ile kendisine verilen diger gorevleri yapmaktir.
Harcama yetkilisi gorevini yiiriitmek.

To provide the necessary conditions for scientific research and
publication activities.

To commission the studies and research required for the
development of forward-looking policies and plans of the
Institute; to participate in the University Executive Board and
the University Senate, and to present relevant information on
institute-related matters.

To be primarily responsible to the Rector for the rational use and
development of the instructional capacity of the Institute, the
implementation of necessary security measures when required,
the provision of necessary social services to students, the orderly
conduct of educational and research activities, the oversight and
supervision of all activities, their monitoring and evaluation, and
the attainment of results.

To perform other duties assigned under this law.

To act as the authorized expenditure officer.




ENSTITU YONETIM KURULU

Bagh Oldugu Kisi: Enstitii Miidiirti

Gorev Amac: Enstitli faaliyetlerinin akademik, idari ve mali agilardan
etkin, diizenli ve mevzuata uygun sekilde yiiriitiilmesini saglamak;
enstitliniin egitim-6gretim, arastirma ve idari siireglerine iligkin kararlar
almak ve uygulamay1 yonlendirmek.

GOREYV, YETKIi VE SORUMLULUKLARI:

o Enstitii Midiiriiniin bagkanliginda toplanarak, enstitiiye iligskin
akademik, idari ve mali konularda kararlar almak.

o Lisansiistii programlarin agilmasi, kapatilmasi, yiiriitiilmesi ve
Ogretim planlarinin diizenlenmesine iliskin kararlar1 goriismek
ve karara baglamak.

o Ogrenci kabulii, kayit, danisman atamast, jiiri ve sinav siiregleri
gibi akademik isleyise iligkin Onerileri degerlendirmek ve karar
vermek.

o Enstitii biitcesi, kaynak kullanimi, harcama plan1 ve yatirim
ithtiyaclarina iliskin konular1 gériismek ve onerilerde bulunmak.

e Arastirma projeleri, bilimsel etkinlikler ve akademik
faaliyetlerin desteklenmesi konularinda kararlar almak.

o Enstitii birimlerinde aksayan hizmetlere yonelik tedbirler
belirlemek ve diizeltilmesi i¢in Oneriler sunmak.

e Miifredat, ders agma-kapama, ders gorevlendirme, sinav takvimi
ve Ogretim {iyesi ihtiyaglar1 gibi akademik stiregleri
degerlendirmek.

o Enstitii Miidiiri tarafindan iletilen diger konular hakkinda goriis
olusturmak ve karar almak.

e Gorevlerinden dolayr Enstitii Miidiirtine kars1 sorumludur.

INSTITUTE EXECUTIVE BOARD

Reporting to: Institute Director

Purpose of the Position: To ensure that the activities of the Institute are
conducted effectively, systematically, and in compliance with relevant
regulations from academic, administrative, and financial perspectives;
to make decisions regarding the Institute’s educational, research, and
administrative processes and to guide their implementation.

DUTIES, AUTHORITIES, AND RESPONSIBILITIES:

e To convene under the chairmanship of the Institute Director and
make decisions on academic, administrative, and financial
matters concerning the Institute.

e To review and decide on matters related to the establishment,
termination, execution, and curriculum design of graduate
programs.

e To evaluate and decide on proposals concerning academic
procedures such as student admissions, registration, advisor
appointment, jury and examination processes.

e To review matters related to the Institute’s budget, resource
utilization, expenditure plans, and investment needs, and to
provide recommendations.

e To make decisions regarding the support of research projects,
scientific events, and academic activities.

e To identify measures for addressing deficiencies in services
within institute units and to provide recommendations for
improvement.

e To evaluate academic processes such as curriculum, course
openings/closures, course assignments, examination schedules,
and faculty staffing needs.

e To review and decide on other matters submitted by the Institute
Director.

e The Board is responsible to the Institute Director for the
fulfillment of its duties.




ENSTITU KURULU

Bagh Oldugu Kisi: Enstitii Miidiirti

Gorev Amac: Enstitlinlin akademik politikalarini belirlemek;
lisansiistli egitim-0gretim faaliyetlerinin bilimsel kaliteye ve mevzuata
uygun sekilde yiirlitiilmesini saglamak.

GOREYV, YETKI VE SORUMLULUKLARI:

o Enstitii Miidiiriiniin bagkanliginda, enstitiiniin akademik yapisini
ilgilendiren konular1 gériismek ve akademik ilke ve esaslari
belirlemek.

o Enstitii ydnetim kuruluna iiye segmek.

o Enstitliye bagli Anabilim Dallarinin 6nerilerini degerlendirmek;
lisansiistii programlarin agilmasi, giincellenmesi ve
kapatilmasina iligkin goriis olusturmak.

o Egitim-6gretim planlari, ders icerikleri, tez danigmanlik
stirecleri, yeterlik ve tez sinavlarina iligskin esaslar1 belirlemek.

o Bilimsel arastirmalarin desteklenmesi, akademik kalite
giivencesi ve aragtirma politikalarina iligskin kararlar almak.

o Ogrencilerin egitim-6gretim siireglerini etkileyen akademik
diizenlemeler hakkinda karar vermek.

o Enstitii biinyesinde yiiriitiilen programlarin bilimsel niteligini
yiikseltmeye yonelik oneriler gelistirmek.

o Enstitlii Miidiirii tarafindan goriisiilmesi istenen akademik
konular hakkinda degerlendirme yapmak.

e Gorevlerinden dolay1 Enstitlii Miidiiriine kars1 sorumludur.

INSTITUTE BOARD

Reporting to: Institute Director

Purpose of the Position: To determine the academic policies of the
Institute and to ensure that postgraduate education and training
activities are conducted in accordance with scientific quality standards
and relevant regulations.

DUTIES, AUTHORITIES, AND RESPONSIBILITIES:

e To convene under the chairmanship of the Institute Director, to
review matters related to the academic structure of the Institute,
and to determine the fundamental academic principles and
guidelines.

e To elect members to the Institute Executive Board.

e To evaluate the proposals submitted by the academic
departments affiliated with the Institute and to provide opinions
regarding the establishment, revision, or termination of graduate
programs.

e To determine the principles related to educational curricula,
course content, thesis supervision processes, qualification
examinations, and thesis defenses.

e To make decisions concerning the support of scientific research,
academic quality assurance, and research policies.

e To make decisions regarding academic regulations that affect the
educational processes of students.

e To develop recommendations aimed at enhancing the scientific
quality of programs carried out within the Institute.

e To evaluate academic matters submitted for consideration by the
Institute Director.

e The Board is responsible to the Institute Director for the
fulfillment of its duties.




ENSTITU MUDUR YARDIMCISI

Bagh Oldugu Kisi: Enstitii Miidiirti

Gorev Amaci: Enstitii Miidiiriine akademik ve idari siireclerde destek
saglamak; enstitii faaliyetlerinin diizenli, etkin ve mevzuata uygun
yiiriitiilmesini saglamak.

GOREYV, YETKi VE SORUMLULUKLARI:

Enstitii Miidiirii tarafindan belirlenecek yetki ve gorev
dagilimina gore Enstitii Miidiiriine yardimei olmak ve gérev
alani ile ilgili yazilar1 imzalamak.

Miidiir ile birlikte akademik ve idari calismalarla ilgili kararlar
vermek, ¢aligmalari izlemek ve denetlemek, aksayan
hizmetlerin diizeltilmesi i¢in 6neriler sunmak.

Midiiriin gorevlendirdigi alanlarda Enstitii Koordinatorliigii
gorevini yliriitmek.

Enstitii Yonetim Kurulu ve Enstitii Kuruluna katilmak
Enstitii Miidiiriintin gorevli ya da izinli oldugu stireler
icerisinde vekalet etmek.

2547 Sayili YOK Kanunu kapsaminda akademik gérevlerini
yerine getirmek.

Enstitii Miidiirii tarafindan verilecek benzeri gorevleri yapmak.

Gorevlerinden dolay1 Enstitii Miidiiriine kars1 sorumludurlar.

VICE DIRECTOR OF INSTITUTE

Reporting to: Institute Director

Purpose of the Position: To support the Institute Director in academic
and administrative processes; to ensure that the activities of the Institute
are conducted in an orderly, effective, and compliant manner in
accordance with relevant regulations.

DUTIES, AUTHORITIES, AND RESPONSIBILITIES:

To assist the Institute Director according to the division of duties
and authorities determined by the Director, and to sign official
correspondence within the assigned scope of responsibility.

To jointly participate in decision-making processes related to
academic and administrative matters with the Director, to
monitor and supervise ongoing activities, and to provide
recommendations for the correction of deficient services.

To carry out Institute Coordination tasks in areas assigned by the
Director.

To participate in meetings of the Institute Executive Board and
the Institute Board.

To deputize for the Institute Director during periods of absence
or official assignment.

To fulfill academic duties in accordance with the YOK No.
2547.

To perform other duties assigned by the Institute Director.

The Deputy Directors are responsible to the Institute Director
for the fulfillment of their duties.




ANABILIiM DALI BASKANI

Bagh Oldugu Kisi: Enstitii Miidiirii

Gorev Amaci: Anabilim dalinin lisansiistii egitim-0gretim, arastirma ve
akademik faaliyetlerini planlamak, yiiriitmek ve gelistirmek; enstitii
yonetimi ile koordinasyonu saglamak.

GOREYV, YETKi VE SORUMLULUKLARI:

e Anabilim dali akademik kurulunu toplamak ve kurula baskanlik
etmek,

e Universitemiz Lisansiistii Egitim-Ogretim Y6netmeligi
cercevesinde, Anabilim Dallari lisansiistii programlarina
alinacak 6grencilerin kontenjan ve kayit kabul kosullari ile
yazili olarak yapilacak bilimsel degerlendirme sinavlart jiiri
oOnerilerini Enstitliye bildirmek, sinavlar1 yapmak ve sonuglarini
stiresi igerisinde Enstitiiye bildirmek,

e Anabilim Dallarina 6zel 6grenci olarak kabul edilenleri
bildirmek,

e Anabilim Dali Bagkanliklarinca agilmasi dnerilen lisansiistii
dersleri bildirmek,

e Bilimsel Hazirlik Programi uygulanacak ya da muaf tutulacak
ogrencilerin listesini bildirmek,

e Ogrencilerin elektronik ortamda yapmus olduklar1 ders
kayitlarin1 onaylanmak,

e Ogrencilerin tez danisman onerilerini bildirmek,

e Bilimsel Hazirlik Programini basartyla tamamlayan 6grencilerin
listesini bildirmek,

HEAD OF THE ACADEMIC DEPARTMENT

Reporting to: Institute Director

Purpose of the Position: To plan, conduct, and improve the graduate
education, research, and academic activities of the department; and to
ensure coordination with the institute administration.

DUTIES, AUTHORITIES, AND RESPONSIBILITIES:

e To convene the department’s academic board and preside over
its meetings.

e Within the framework of the University’s Graduate Education
and Instruction Regulations, to notify the Institute of the
admission quotas, enrollment requirements, and jury
nominations for scientific evaluation examinations for
applicants to the department’s graduate programs; to conduct the
examinations and to report the results to the Institute within the
prescribed time period.

e To notify the Institute of students accepted as special (non-
degree) students to the department.

e To notify the Institute of graduate courses proposed to be offered
by the department.

e To submit the list of students who will be subject to, or
exempted from, the Scientific Preparatory Program.

e To approve students’ course registrations submitted via
electronic systems.

e To submit students’ thesis advisor nominations to the Institute.

e To report the list of students who successfully complete the
Scientific Preparatory Program.




Ogrencilerin, tez dnerisi degisikligi, danisman degisikligi, tez
izleme komite iiyesi degisikligi, es danigman atamasi vb.
konular1 bildirmek,

Enstitiiden ve diger kurumlardan gelen duyuru ve yazilar
cevaplandirmak,

Doktora Yeterlik Komitesi tiye onerilerini bildirilmek ve
siavlarini yaparak sonuglarini bildirmek,

Doktora dgrencilerinin Tez Izleme Komite dnerilerini bildirmek,
Tezsiz Yiiksek Lisans 6grencilerinin Donem Projesi konu ve
onerilerini, Tezli Yiiksek Lisans ile Doktora 6grencilerinin tez
konu Onerilerini bildirmek,

Tez savunma jiiri 6nerilerini bildirmek,

Enstitiiden gelen kararlar1 duyurmak ve siiresi i¢erisinde
geregini yapmak,

Miilakat sinavi, donem sonu sinavi, doktora yeterlik sinavi
sonuglari ile Tez izleme Komitesi, tez savunma smavi, seminer
ve donem projesi sunum tutanaklarini Enstitiiye gondermek,

To notify the Institute regarding thesis topic changes, advisor
changes, changes in thesis monitoring committee members, co-
advisor appointments, and similar matters.

To respond to announcements and correspondence received
from the Institute and other institutions.

To submit nominations for the members of the PhD Qualifying
Examination Committee and to conduct the examinations,
reporting the results.

To submit recommendations regarding Thesis Monitoring
Committees for PhD students.

To report the proposed term project topics for Non-Thesis
Master’s students, and the proposed thesis topics for Thesis
Master’s and PhD students.

To submit recommendations for thesis defense juries.

To announce and implement decisions forwarded by the Institute
within the required time frame.

To submit to the Institute the results of oral examinations, end-
of-term examinations, PhD qualifying examinations, thesis
monitoring committee reports, thesis defense examinations,
seminar presentations, and term project presentations.




ENSTITU SEKRETERI INSTITUTE SECRETARY

Bagh Oldugu Kisi: Enstitii Miidiirii ve Yardimcilari Reporting to: Institute Director and Deputy Directors
Gorev Amaci: Enstitiiniin idari isleyisini diizenli ve verimli sekilde
siirdiirmek, miidiir ile diger idari ve akademik birimler arasinda
koordinasyonu saglamak.

Purpose of the Position: To sustain the administrative operations of the
Institute in an orderly and efficient manner, and to ensure coordination
between the Director and other administrative and academic units.

GOREYV, YETKI VE SORUMLULUKLARI: DUTIES, AUTHORITIES, AND RESPONSIBILITIES:

Resmi yazismalarin hazirlanmasini saglamak ve evrak akisini
takip etmek.

Kurul toplantilarini organize etmek, giindem ve tutanaklari
hazirlamak.

Akademik takvim siireglerine gore gerekli yazismalari (tez, ders,
kayit vb.) izlemek.

Enstitii Yonetim Kurulu ve Enstitlii Kurulu’nda raportorliik
yapmak,

Biitce konusu ¢ercevesinde yapilmasi gereken islemleri takip
etmek ve biitgenin kullanilmasiyla ilgili gerekli tedbirleri almak
iizere Enstitii Miidiiriine yardimci olmak

Idari birimlerin verimli, diizenli ve uyumlu ¢alismasini
saglamak, Idari personelin izinlerini diizenlemek.

Universite icindeki diger idari birimlerle koordinasyonu
saglamak,

Basim ve Halkla iliskiler hizmetinin yiiriitiilmesini saglamak,
Enstitliniin tiim idari, teknik ve yardimci hizmetler
kadrosunda bulunan personel arasindaki is boliimiinii

To ensure the preparation of official correspondence and to
monitor the flow and processing of documents.

To organize board meetings, prepare agendas and minutes.

To monitor the necessary correspondence aligned with the
academic calendar (thesis, course procedures, student
registration, etc.).

To serve as rapporteur for the Institute Executive Board and the
Institute Board.

Within the framework of budgetary matters, to follow required
procedures and assist the Institute Director in taking necessary
measures regarding the use of the Institute’s budget.

To ensure efficient, orderly, and coordinated functioning of
administrative units and to manage leave arrangements of
administrative staff.

To ensure coordination with other administrative units within
the university.

To oversee the execution of press and public relations services.
To provide task allocation among all administrative, technical,
and support personnel of the Institute, and to conduct necessary
supervision and oversight.

To ensure the resolution of issues related to the physical
infrastructure.




saglamak, gerekli denetim ve gdzetimi yapmak,

Fiziki alt yap1 sorunlarinin giderilmesini saglamak,

5018 sayil1 "Kamu Mali Yonetimi ve Kontrol Kanunu"nun
41.maddesi geregince hazirlanan Yillik Birim Faaliyet Raporu
caligmalarini takip etmek, gerekli kontrolleri yapmak.
Harcama talimati iizerine; isin yaptirilmasi, mal veya hizmetin
alinmasi, teslim almaya iligkin islemlerin yapilmasi,
belgelendirilmesi ve 6deme i¢in gerekli belgelerin hazirlanmasi
gorevlerini yliriitmek

Gergeklestirme Gorevlisi olarak mali ylikiimliiliikleri yerine
getirmek,

Gerekli oldugu taktirde birimi ile ilgili ISO 9000:2008
prosediirlerinin (i¢eriginde talimat ve formlarin) degisikligi ile
ilgili/yeni dokiiman olusturmakla ilgili talepte bulunmak, bu
dokiimanlarin giincelligini korumasini saglamak.

Tiim ¢alismalarin1 gorev tanimlarina ve KYS prosediirlerine
uygun olarak gerceklestirmek, birimindeki tiim personelin de
ayn1 prensiple gérev yapmasini saglamak ve uygulamalari
denetlemek.

Enstitii Miidiiriiniin verecegi diger gorevleri yapmak.
Gorevlerinden dolay1 Enstitii Miidiiriine kars1 sorumludur.

Pursuant to Article 41 of Law No. 5018 on Public Financial
Management and Control, to monitor and verify the preparation
of the Institute’s Annual Unit Activity Report.

Based on expenditure authorization, to carry out tasks related to
contracting services, procuring goods or services, receiving
deliveries, completing documentation, and preparing required
documents for payment.

To fulfill financial obligations as the “realization officer.”

When necessary, to request revisions or new documentation
regarding ISO 9000:2008 procedures (including instructions and
forms) related to the unit, and to ensure such documents are kept
up to date.

To execute all duties in accordance with job descriptions and
Quality Management System (QMS) procedures, to ensure that
all personnel within the unit follow the same principles, and to
supervise their implementation.

To carry out other tasks assigned by the Institute Director.

The Institute Secretary is responsible to the Institute Director for
the fulfillment of their duties.




OGRENCI ISLERI SORUMLUSU

Bagh Oldugu Kisi: Enstitii Sekreteri / Enstitii Miidiirti
Gorev Amaci: Enstitiide kayith yiiksek lisans ve doktora 6grencilerinin

akademik siiregleriyle ilgili islemleri diizenli, dogru ve zamaninda
yiiriitmek.

GOREV VE SORUMLULUKLAR:

Basvuru ve Kabul islemleri

« Ogrenci basvuru siireclerini takip etmek; gerekli belgeleri
kontrol etmek ve sisteme kaydetmek.

o Ogrencilerin kabul, kesin kayit ve 6zel 6grenci islemlerini
gerceklestirmek.

e Yurt dis1 8grenci islemlerinde Uluslararasi Iliskiler Ofisi ve
Ogrenci Isleri Dairesi ile koordinasyon saglamak.

Akademik Siirec Takibi

e Ders kayit, ders ekleme-birakma, not girisleri ve danigman atama
islemlerini yiirtitmek.

o Tez onerisi, yeterlik siavi, tez izleme ve savunma gibi
stireclerin takvimine gore islemleri baslatmak ve yazigsmalarini
yiiriitmek.

o Opgrenci bilgi sistemleri (OBS, YOKSIS, vs.) iizerinden
akademik durumlar takip etmek ve giincellemek.

STUDENT AFFAIRS OFFICER

Reporting to: Institute Secretary / Institute Director

Purpose of the Position: To ensure that all academic procedures related
to graduate and doctoral students enrolled in the Institute are carried out
accurately, on time, and in an orderly manner.

DUTIES AND RESPONSIBILITIES:

Application and Admission Procedures

e To monitor student application processes; verify required
documents and record them in the system.

e To carry out admission, final registration, and special (non-
degree) student procedures.

e To coordinate with the International Relations Office and the
Directorate of Student Affairs for international student
processes.

Academic Process Tracking

e To manage procedures related to course registration, add/drop
operations, grade submissions, and advisor assignments.

e To initiate and process procedures according to the timeline of
thesis proposals, qualification examinations, thesis monitoring,
and thesis defenses, and to conduct related correspondence.

e To monitor and update students’ academic status via student
information systems (OBS, YOKSIS, etc.).




Belge Diizenleme ve Arsivleme

Ogrencilere yonelik dgrenci belgesi, transkript, askerlik yazis1 gib
belgeleri diizenlemek.

Mezuniyet sonrasi diploma, gecici mezuniyet belgesi, diploma
eki gibi evraklarin islemlerini yiiriitmek.

Tiim 6grenci belgelerini fiziksel ve dijital olarak arsivlemek.

iletisim ve Damismanhk

Ogrencilerin sorularia dogru ve zamaninda yanit vermek.
Akademik personel ile 6grenci siirecleri konusunda
koordinasyon saglamak.

Enstitii yonetimi ve diger Enstitiiler ile siirekli iletisimde
bulunmak.

Raporlama ve Takip

Donemlik 6grenci istatistikleri, mezuniyet durumu ve kayit
bilgilerini raporlamak.

YOK, OSYM, TUBITAK gibi kurumlarm talep ettigi 6grenci
verilerini hazirlamak.

Documentation and Archiving

To prepare student-related documents such as student
certificates, transcripts, and military status letters.

To carry out procedures related to graduation, diplomas,
temporary graduation certificates, and diploma supplements.

To archive all student documentation in both physical and digital
formats.

Communication and Advisory Support

To provide accurate and timely responses to student inquiries.
To coordinate with academic staff regarding student-related
academic processes.

To maintain continuous communication with the Institute
administration and other Institutes.

Reporting and Monitoring

To prepare reports on semester student statistics, graduation
status, and enrollment information.

To prepare student data requested by institutions such as the
Council of Higher Education (YOK), Student Selection and
Placement Center (OSYM), and the Scientific and Technological
Research Council of Tiirkiye (TUBITAK).




AKADEMIK-iDARiI PERSONEL

Bagh Oldugu Birim: Enstitii Sekreteri / Enstitii Miidiirii

GOREV VE SORUMLULUKLAR:

e Enstitii i¢i ve dis1 resmi yazismalart hazirlamak, gelen-giden
evraklarin kayit ve arsiv islemlerini ytiriitmek.

e Elektronik belge yonetim sistemlerini (EBYS vb.) etkin sekilde
kullanmak.

e Lisansiistii 6grenci isleriyle ilgili yazigsmalar, kayit, burs ve sinav
islemlerine destek olmak.

e Enstitii kurullar1 (yonetim kurulu, akademik kurul) i¢in giindem ve
tutanak hazirlamak.

e Enstitii i¢cindeki akademik ve idari personel ile etkin iletigim
kurmak.

e Diger birimlerle (FBE ve diger Enstitiiler, Personel Daire, Ogrenci
Isleri vb.) koordineli ¢alismak.

e Enstitiiye ait ofis malzemeleri ve demirbaslarin takibini yapmak,
ithtiyaglar1 zamaninda bildirmek.

o Enstitii etkinlikleri, toplantilar ve seminerler i¢in lojistik ve
organizasyonel destek saglamak.

e (Gorev sirasinda 6grenci ve personel bilgilerini gizli tutmak.

e Kamu etik ilkelerine uygun davranmak.

ACADEMIC-ADMINISTRATIVE STAFF

Reporting to: Institute Secretary / Institute Director

DUTIES AND RESPONSIBILITIES:

e To prepare official correspondence within and outside the
Institute, and to carry out the registration and archiving
processes of incoming and outgoing documents.

e To effectively use electronic document management systems
(e.g., EBYS).

e To provide support in correspondence, registration, scholarship,
and examination procedures related to graduate student affairs.

e To prepare agendas and minutes for institute-level boards
(executive board, academic board).

e To maintain effective communication with academic and
administrative personnel within the Institute.

e To work in coordination with other units (Graduate School and
other Institutes, Personnel Department, Student Affairs
Directorate, etc.).

e To monitor the office supplies and inventories (demirbas) of the
Institute and report needs in a timely manner.

e To provide logistical and organizational support for Institute
events, meetings, and seminars.

¢ To maintain confidentiality of student and staff information
while performing duties.

e To act in accordance with public ethics principles.




TASINIR KAYIT VE KONTROL YETKILIiSI (TKKY)
Bagh Oldugu Kisi: Harcama Yetkilisi (Enstitii Miidiirii) / Enstiti

Sekreteri

Gorev Amaci: Enstitiiye ait tim tagmirlarin mevzuata uygun sekilde
kaydedilmesi, korunmasi, izlenmesi ve raporlanmast; taginir islemlerinin
eksiksiz, dogru ve zamaninda yiiriitiilmesini saglamak.

GOREV VE SORUMLULUKLAR:

o Enstitiiye giris yapan tim tasinirlarin teselliimiinii yapmak,
Tagmir Kayit ve Yonetim Sistemine (TKYS) dogru ve eksiksiz
sekilde girisini saglamak.

e Tasmrlarin giris, ¢ikis, devir, tilketim ve diisiim islemlerine
iliskin Tasimr Islem Fislerini (TIF) diizenlemek ve muhafaza
etmek.

e Dayanikli tasmirlarin personele veya birimlere
islemlerini yapmak ve zimmet takibini saglamak.

e Depoda bulunan tasinirlarin diizen, giivenlik ve uygun
kosullarda muhafazasim saglamak.

o Stok seviyelerini takip etmek; ihtiya¢ duyulan tasinirlar i¢in ilgili
birimlere bilgilendirme ve talep hazirlama siirecine destek
olmak.

e Y1l sonu itibartyla taginrlarin fiili sayimim yapmak, Sayim
Tutanag1 ve Sayim Dokiim Cetvellerini hazirlamak ve harcama
yetkilisine sunmak.

e Kullanilamaz hale gelen, kaybolan, kirilan veya Omriinii
tamamlayan taginirlarin kayittan diisme islemlerini yapmak ve
gerekli tutanaklar diizenlemek.

zimmet

MOVABLE PROPERTY REGISTRATION AND CONTROL
OFFICER

Reporting to: Expenditure Authority (Institute Director) / Institute
Secretary

Purpose of the Position: To ensure that all movable property belonging
to the Institute is recorded, safeguarded, monitored, and reported in
compliance with relevant regulations; and to ensure that movable
property transactions are carried out accurately, completely, and on
time.

DUTIES AND RESPONSIBILITIES:

e To receive all movable goods delivered to the Institute and
ensure their accurate and complete registration in the Movable
Property Registration and Management System (TKYS).

e To prepare and maintain Movable Transaction Documents (TIF)
related to receipt, issuance, transfer, consumption, and disposal
of movable property.

e To carry out assignment (custody) procedures of durable
movable assets to personnel or units, and to monitor their
accountability and return.

e To ensure the orderly storage, security, and proper
environmental conditions of movable goods kept in storage
areas.

e To monitor stock levels and support the notification and
procurement request processes for needed movable items.

e At the end of each fiscal year, to conduct the physical inventory
of movable assets; to prepare the Inventory Report and
Inventory Breakdown Lists and submit them to the expenditure
authority.




Bagis, hibe, satin alma gibi yollarla gelen tasmirlarin mevzuata
uygun olarak teslim alinmasim ve kayit altina alinmasim
saglamak.

Tasmir kayitlarina iligkin tiim belgeleri mevzuata uygun sekilde
arsivlemek ve denetime hazir bulundurmak.

Tasimir Mal Yonetmeligi ve ilgili kurum i¢i yonergelere uygun
sekilde calismak; taginirlarla ilgili mevzuat degisikliklerini takip
etmek.

Tiim tasinir silireclerinde harcama yetkilisi ve gerceklestirme
gorevlisi ile koordineli ¢caligmak.

To carry out write-off procedures and prepare required
documentation for movable property that becomes unusable,
lost, damaged, or has reached the end of its service life.

To ensure that movable goods obtained through donation, grant,
or purchase are received and recorded in accordance with
regulations.

To archive all documents related to movable property records in
accordance with relevant legislation and keep them available for
audit.

To operate in accordance with the Movable Property Regulation
and relevant internal institutional directives, and to monitor
legislative changes related to movable property management.
To work in coordination with the expenditure authority and the
realization officer in all movable property processes.




BIiLGISAYAR iSLERIi KOORDINATORU

Bagh Oldugu Kisi: Enstitii Sekreteri / Enstitii Midiiri

Gorev Amaci: Enstitiideki tiim bilgisayar donanimlari, yazilimlar, ag
altyapis1 ve bilisim sistemlerinin siirekliligini ve verimli ¢alismasini
saglamak.

GOREV VE SORUMLULUKLAR:

e  Enstitii bilgisayarlarinin bakim, onarim ve giincelleme
islemlerini gerceklestirmek.

e  Yazic, tarayici, projektor ve benzeri cihazlarin ¢alismasini
saglamak ve teknik destek vermek.

e Enstitii internet ag1 altyapisinin takibini yapmak, sorunlari
tespit edip ¢oziim saglamak.

e Akademik ve idari personele teknik destek sunmak (6rnegin
e-posta ayarlari, sistem erigimi).

e  Yazilim lisanslariin takibini yapmak, gerekli giincellemeleri
gergeklestirmek.

e Bilgi giivenligi kurallarina uygun hareket etmek, veri
yedeklemeleri konusunda diizenli islem yapmak.

e  Web sitesi igeriklerinin giincellenmesine destek olmak

e  Universitenin Bilgi Islem Daire Baskanlig1 ile koordinasyon
icinde ¢alismak.

COMPUTER SYSTEMS COORDINATOR

Reporting to: Institute Secretary / Institute Director

Purpose of the Position: To ensure the continuity and efficient
operation of all computer hardware, software, network infrastructure,
and information systems within the Institute.

DUTIES AND RESPONSIBILITIES:

e To carry out maintenance, repair, and update operations of the
Institute’s computers.

e To ensure the proper functioning of printers, scanners,
projectors, and similar devices, and to provide technical support.

e To monitor the Institute’s internet network infrastructure,
identify technical problems, and implement solutions.

e To provide technical assistance to academic and administrative
personnel (e.g., email configuration, system access).

e To monitor software licenses and perform necessary updates.

e To act in accordance with information security principles and
perform regular data backup procedures.

e To support the updating of website content.

e To work in coordination with the University Information
Technologies Department.




DESTEK HiZMETLERiI PERSONELI

Bagh Oldugu Kisi: Enstitii Sekreteri / Enstitii Miidiirti

Gorev Amaci: Enstitii binasiin hijyen, diizen ve temizlik
standartlarina uygun bi¢cimde kullanilabilirligini saglamak.

GOREV VE SORUMLULUKLAR:

o Enstitii binasindaki ofis, sinif, laboratuvar, koridor, tuvalet gibi
alanlarin gilinliik temizligini saglamak.

e (COp kutularini diizenli olarak bosaltmak, atiklar1 siniflandirmak
ve belirlenen alanlara tasimak.

e Temizlik malzemelerini etkili ve ekonomik bi¢imde kullanmak;
eksikleri zamaninda bildirmek.

e Rutin temizlik diginda gerektiginde cam silme, yer temizligi,
detayli temizlik gibi isleri gerceklestirmek.

o Enstitiide yapilacak toplanti, etkinlik vb. i¢in 6ncesinde ve
sonrasinda temizlik ve diizeni saglamak.

e Hijyen kurallarina uymalk, is saglig1 ve giivenligi esaslarina gore
hareket etmek.

SUPPORT SERVICES STAFF

Reporting to: Institute Secretary / Institute Director

Purpose of the Position: To ensure that the Institute building is
maintained in a usable condition in accordance with standards of
cleanliness, order, and hygiene.

DUTIES AND RESPONSIBILITIES:

To carry out daily cleaning of areas within the Institute building,
including offices, classrooms, laboratories, corridors, and
restrooms.

To regularly empty waste bins, sort waste materials, and
transport them to designated areas.

To use cleaning materials effectively and economically, and to
report shortages in a timely manner.

To perform additional cleaning tasks as required, including
window cleaning, floor maintenance, and detailed cleaning.
To ensure cleanliness and order before and after meetings,
events, or similar institutional activities.

To comply with hygiene guidelines and act in accordance with
occupational health and safety principles.




ARASTIRMA GOREVLISI

Bagh Oldugu Birim: Anabilim Dal1 / Enstitii
Bagh Oldugu Kisi: Anabilim Dali Bagkani1 / Danigsmani

Gorev Amact: Anabilim dalindaki egitim-6gretim faaliyetlerine,
bilimsel arastirma siire¢lerine ve akademik ¢alismalara destek
saglamak; lisansiistli egitimini siirdiiriirken boliimiin akademik ve idari
isleyisine katkida bulunmak.

GOREV VE SORUMLULUKLAR:
A. Akademik ve Arastirma Faaliyetleri

o Bilimsel arastirma projelerinde gorev almak.

e Akademik danigmani veya anabilim dali tarafindan verilen
arastirma gorevlerini yliriitmek.

o Lisansiistii tez/uzmanlik ¢caligsmalarini yiiriitmek ve akademik
yayin siire¢lerine katki saglamak.

o Literatiir taramasi, veri toplama, analiz ve raporlama
caligmalarin1 gerceklestirmek.

e Laboratuvar ¢aligmalarinin yiiriitiilmesine ve diizeninin
saglanmasina katkida bulunmak (ilgili birimlerde).

B. Egitim-Ogretim Faaliyetlerine Destek

e Derslerde asistanlik yapmak (uygulama, laboratuvar, problem
oturumu vb.).

e Sinav hazirhig, sinav gozetmenligi, sinav degerlendirme
stireclerinde gorev almak.

e Ders materyallerinin hazirlanmasina katki saglamak.

e Ogrencilerin danismanlik gerektiren akademik siireglerinde

RESEARCH ASSISTANT

Reporting Unit: Academic Department / Institute

Reporting to: Head of Academic Department / Academic Advisor
Purpose of the Position: To support instructional activities, scientific
research processes, and academic studies within the department; and to
contribute to the academic and administrative functioning of the unit
while pursuing graduate studies.

DUTIES AND RESPONSIBILITIES

A. Academic and Research Activities

e To take part in scientific research projects.

e To carry out research tasks assigned by the academic advisor or
the department.

e To conduct graduate thesis/specialization studies and contribute
to academic publication processes.

e To perform literature reviews, data collection, analysis, and
reporting activities.

e To assist in conducting laboratory work and maintaining
laboratory order (where applicable).

B. Support for Education and Instruction

e To assist in courses (laboratory sessions, practical applications,
problem-solving sessions, etc.).

e To take part in examination preparation, invigilation, and
evaluation processes.

e To contribute to the preparation of course materials.

e To support academic staff in student-related academic processes
(projects, applied work, etc.); to assist in educational and




(uygulamalar, projeler vb.) 6gretim iiyesine destek olmak.
Yiiksekogretim kanunundaki amag ve ilkelere uygun bigimde
egitim-6gretim ve uygulamali caligmalar yapilmasina, proje
hazirliklarinin ve seminer diizenlenmesine yardimci olmak,

C. Idari ve Akademik Islere Katki

Boliim/Enstitii faaliyetlerinin yiiriitiilmesine destek vermek.
Akademik ve idari toplantilarin hazirlik ¢aligmalarinda gorev
almak.

Komisyon, kurul ve komitelerin ¢aligmalarina katkida bulunmak
(gorevlendirildiginde).

Yazismalar, dosyalama, 6grenci isleri siirecleri gibi birim i¢i
isleyise destek saglamak.

D. Kurumsal Sorumluluklar

Universitenin ilgili yonetmelik, yonerge ve etik kurallarina
uygun hareket etmek.

Akademik gelisimini siirdiirmek ve lisansiistli egitim siirecine
iliskin ytikiimliiliikklerini zamaninda yerine getirmek.
Gorevlendirildigi akademik ve idari gorevleri zamaninda ve
eksiksiz yliriitmek.

practical activities, project preparations, and seminar
organization in accordance with the principles and objectives of
higher education.

C. Contribution to Administrative and Academic Affairs

To support the execution of departmental/Institute operations.
To assist in the preparation of academic and administrative
meetings.

To contribute to the activities of commissions, boards, and
committees (when assigned).

To assist in internal procedural tasks such as correspondence,
filing, and student affairs processes.

D. Institutional Responsibilities

To act in accordance with relevant university regulations,
directives, and ethical standards.

To maintain academic development and fulfill graduate study
requirements in a timely manner.

To perform assigned academic and administrative duties
accurately and within designated timeframes.




YETKINLIKLER:

e Alan bilgisine hakimiyet

e Arastirma yontemleri ve akademik yazim becerileri
o Iletisim, takim galismasi ve koordinasyon becerisi

e Sorumluluk bilinci ve zaman y&netimi

e Gerekli durumlarda laboratuvar/uygulama becerileri
o Bilgisayar ve arastirma yazilimlarina hakimiyet

CALISMA SARTLART:

e Tam zamanl ¢aligma
e Ders donemi boyunca yogun akademik ve idari gorevler
e Proje siireclerine bagl olarak esnek ¢alisma saatleri

COMPETENCIES

Subject-matter proficiency

Research methodology and academic writing skills
Communication, teamwork, and coordination skills
Sense of responsibility and time management
Laboratory/practical skills when required
Proficiency in computer use and research software

WORKING CONDITIONS
e Full-time employment
e Intensive academic and administrative responsibilities during
instructional periods
e Flexible working hours depending on project workloads




ERASMUS ve ULUSLARARASI iLISKILER KOORDINATORU
Bagh Oldugu Kisi: Enstitii Miidiirii

Gorev Amaci: Enstitiiniin Erasmus+, degisim programlari, uluslararasi
is birlikleri ve yabanci 6grenci siireclerinin diizenli, etkin ve kurum
politikalarina uygun olarak yiiriitiilmesini saglamak.

GOREYV, YETKIi VE SORUMLULUKLARI:

o Erasmus+ 6grenci ve personel hareketliligi siire¢lerini
planlamak, koordine etmek ve takip etmek.

e Anlagmali iniversitelerle iletisimi yiirtitmek; yeni ikili
anlagmalarin olusturulmasina katki saglamak.

e Erasmus+ bagvurularinin kabulii, degerlendirilmesi, se¢cim
stireci ve yerlestirme iglemlerini yiirlitmek.

o Hareketlilige gidecek ve gelecek 6grencilerin akademik
eslestirme, ders se¢imi, 6grenim anlasmasi ve kredi uyum
stireclerini takip etmek.

ERASMUS AND INTERNATIONAL RELATIONS
COORDINATOR

Reporting to: Institute Director

Purpose of the Position: To ensure that the Institute’s Erasmus,
student/staff mobility programs, international collaborations, and
foreign student procedures are conducted effectively, systematically,
and in alignment with institutional policies.

DUTIES, AUTHORITIES, AND RESPONSIBILITIES:

e To plan, coordinate, and monitor Erasmus+ student and staff
mobility processes.

e To maintain communication with partner universities and
contribute to the establishment of new bilateral agreements.

e To manage the acceptance, evaluation, selection, and placement
procedures for Erasmus+ applications.

e To oversee the academic matching, course selection, learning
agreement, and credit recognition processes for incoming and
outgoing students.







