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Yonetim Rolleri ve Sorumluluklar:

Planlama ve Raporlama Uzmam

Planlama ve Raporlama Uzman, Idari Koordinatér ile yakin is birligi icinde ¢alisarak Yabanci Diller
Boliimiiniin etkin isleyisini destekleyen idari veri yonetimi, dijital sistemler ve raporlama siireglerini
yiiriitiir. Devamsizlik, ¢evrim i¢i 6devler, sinavlar, dilekgeler ve 6grenci iletisimine iligkin bilgilerin
dogru, diizenli ve izlenebilir sekilde kayit altina alinmasini ve raporlanmasini saglar. Akademik ve idari
birimlerle koordinasyon i¢inde 6grenciye yonelik dijital igeriklerin yonetimini iistlenir, sinav ve dlgme-
degerlendirme siireglerine idari destek saglar ve 6grenci dilekgelerinin takibini yiiriitiir. Dijital idari
platformlarin etkin kullanimi ve sistematik raporlama yoluyla bdliim genelinde seffaflik, tutarlilik ve
akademik stireclerin siirekliligine katki sunar.

Istanbul Nisantas1 University
Foreign Languages Department
Management Roles and Responsibilities

Planning & Reporting Specialist

The Planning & Reporting Specialist works in close coordination with the Administrative Coordinator
to support the effective operation of the Foreign Languages Department through the structured
management of administrative data, digital systems, and reporting processes that underpin academic
teaching and assessment. The role ensures that information related to attendance, online assignments,
assessments, petitions, and student communication is accurately tracked, coordinated, and reported to
support informed planning and decision-making. In collaboration with academic and administrative
units, the Reporting & Planning Specialist coordinates student-facing digital content, supports
assessment and exam logistics, and manages the monitoring and documentation of student petitions.
Through the effective use of administrative digital tools and systematic reporting, the role contributes
to transparency, consistency, and continuity across departmental academic processes.



