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Istanbul Nisantas1 Universitesi
Yabanci Diller Boliimii
Yonetim Rolleri ve Sorumluluklar:

Boliim Sekreteri

Bolim Sekreteri, Yabanci Diller Boliimiindeki temel idari siireglerin yiiriitiilmesinden,
koordinasyonundan ve takibinden sorumludur. Boliimiin idari iletisim noktasi olarak resmi yazigsmalari,
belge yonetimini, kayit ve arsivleme isglemlerini yiiriitiir ve merkezi {iniversite birimleriyle iletigimi
saglar. Ogrencilere ve dgretim elemanlarina idari destek sunar, resmi belgelerin dogru ve eksiksiz
sekilde hazirlanmasini ve saklanmasini temin eder ve kurumsal mevzuata uygunlugu destekler. idari
Koordinator ve Bolim Baskaniyla yakin is birligi iginde calisarak idari siireglerin siirekliligine,
acikligina ve giivenilirligine katkida bulunur.

Istanbul Nisantas1 University
Foreign Languages Department
Management Roles and Responsibilities

Departmental Secretary

The Departmental Secretary is responsible for the execution, coordination, and follow-up of core
administrative processes within the Foreign Languages Department. Acting as the primary
administrative contact point, the role supports daily departmental operations by managing official
correspondence, documentation, record-keeping, and communication with central university units. The
Departmental Secretary provides administrative support to students and instructors, ensures accurate
handling and archiving of official documents, and supports compliance with institutional procedures
and regulations. Through close coordination with the Administrative Coordinator and department
leadership, the role contributes to administrative continuity, clarity, and reliability across departmental
processes.



