YAKIN DOGU UNIiVERSITESI DISA ACIK DERSLER KOORDINATORLUGU

Okul/Fakiilte: TURIZM FAKULTESI
T Boliim/Program: Turizm ve Otel Isletmeciligi - ingilizce

Ders Dili: English Ders Kodu: THM146

DersTiirkce ismi:  ON BURO YONETIMI
Ders Ingilizce ismi: FRONT OFFICE OPERATION

Dersi Verecek: Ogrt. Gor SERDAR OKTAY

Dersin Tiirii: ZORUNLU Dersin Seviyesi: LISANS

Y 1 Semester 2 Donem: 2

Ders Kredisi: 3 AKTS Kredisi: 4 Ders Isleme Bicimi: YUZ YUZE
Teori(saat/hafta): 3,00 Uygulama(saat/hafta): 1,00 Laboratuar(saat/hafta): 0,00
Dersin icerigi: In this course, presents a systematic approach to front office procedures by

detailing the flow of business through a hotel, from the reservations process to
check out and settlement. The course also examines the various elements of
effective front office management, paying particular attention to the planning
and evaluation of front operations and to human resources management. Front
office procedures and management are placed within the context of the overall
operation of a hotel.

Ogrenme Kazammlari:  ilgili kavramlar/kuramlari anlayabilecek
Tlgili kavram/kuramlar1 gergek hayata/verilen diger durumlara/vakalara
uygulayabilecek
Sunum(lara)a hazirlik

Dersin Amaclari: Belirlenen kavram(lar1) agiklamak/anlatmak
Secilen/belirlenen becerileri gelistirmek
Segilen kavramlar baglaminda 6grencilerin fikirlerini/bilgilerini/kavrayislarini
gelistirmek
Belirlenen kavram/kuram/konularla ilgili 6grencilerle var olan bilgilerini
yenilemek
Yeniligi tesvik etmek

Ogrenci Is Yiikii: Derse hazirlik
Ders saatleri
Ara sinav
Ara sinava hazirlik
Final smavi
Final smavina hazirlik
Sunum(lar)
Sunum(lara)a hazirlik
Grup calismasi
Kisa sinav(lar)

AKTS Formiilii: 100/25 =4
Kaynaklar: Textbook: Principles of Hotel Front Office Operations Sue Baker ISBN:978-1-
84480-090-2

References Text Book:
Front Office Operations, Pitman Publishing, C Dix and C Baird ISBN 0 273
02853 7

Degerlendirme:



Final Exam50%
Mid-term Exam30%
Quizzes 10%

Class Participation and homework 10%
Ise Yerlestirme(Staj): N/A
On Kosul Ders Kodlari: -
1. Hafta (19 — 23 Eyliil) Introduction to the hospitality industry
2. Hafta (26 — 30 Eyliil) Organization of a hotel
3. Hafta (3 — 7 Ekim) The accommodation product and hotel guest
4. Hafta (10 — 14 Ekim) The front office department
5. Hafta (17 — 21 Ekim) Basic reservation activities
6. Hafta (24 — 28 Ekim) Reservation system and documents
7. Hafta (31 - 4 Kasim) Mid-Term Exam Week
8. Hafta (7 - 11 Kasim)  Check in of new arrivals-quiz
9. Hafta (14 — 18 Kasim) Other duties of reception department
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. Hafta (21 — 25 Kasim) Front office acounting
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. Hafta (28 - 2 Aralik) Check out and settlement of accounts
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. Hafta (5 -9 Aralik) Handling corporate and group sales
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. Hafta (12 -16 Aralik) Dealing with guests problems
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. Hafta (19 - 23 Arahk) How Hotels Count and Measure(calculations about occupancy,average daily
rate,double occupancy,employees per guest room..)

15. Hafta (24 — 30 Aralik) FINAL EXAM WEEK
16. Hafta FINAL EXAM WEEK
17. Hafta
18. Hafta
19. Hafta
20. Hafta
21. Hafta
22. Hafta
23. Hafta
24. Hafta
25. Hafta
26. Hafta
27. Hafta
28. Hafta




