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Yonetim Rolleri ve Sorumluluklar:

Akademik Koordinator Asistani

Akademik Koordinator Asistani, akademik siireclerin, iletisimin ve dokiimantasyonun akademik ekip
icinde diizenli ve sorunsuz sekilde yiiriitiilmesini destekler. Akademik toplantilarin organizasyonuna
katki saglar; giindem ve destekleyici dokiimanlarin hazirlanmasina yardimci olur, gerektiginde toplanti
tutanaklarini tutar ve alinan kararlarin takibini yapar. Raporlar, takip cizelgeleri, planlama dokiimanlari
ve birim gilincellemeleri gibi akademik kayitlarin ortak sistemler (Microsoft Teams/Drive) iizerinden
diizenli bigimde tutulmasini destekler. Akademik Koordinator ile akademik birimler arasindaki iletigimi
giiclendirerek bilgi akisini diizenler. Ayrica arastirma ve gelistirme faaliyetlerine veri toplama, pilot
caligmalar icin dokiimantasyon hazirlama ve i¢ degerlendirme ile akreditasyon siireclerine yonelik
kanitlarin derlenmesi yoluyla katki sunar. Akademik personel alimi ve oryantasyon siireclerine
operasyonel destek saglar, akademik takvim ve onemli tarihlerin takibini yapar ve kalite giivencesi
siireglerinde dokiimantasyon destegi sunar.
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Academic Coordinator’s Assistant

The Academic Coordinator’s Assistant supports academic operations and coordination by ensuring that
academic processes, communication, and documentation run smoothly across the Academic Team. The
role assists in organizing academic meetings, preparing agendas and supporting materials, taking
minutes when required, and following up on action items and deadlines. The assistant helps maintain
structured academic records such as reports, tracking sheets, planning documents, and unit updates
within shared systems (Microsoft Teams/Drive). They also support communication between the
Academic Coordinator and academic units by collecting updates, organizing reports, and ensuring key
information is delivered clearly and on time. Contributes to research and development support by
helping collect and organize data, preparing documents for pilots or improvement projects, and assisting
with evidence gathering for internal evaluation and accreditation processes. In addition, the role provides
operational support for recruitment and onboarding activities, helps track academic calendars and
important deadlines, and contributes to quality assurance processes by assisting in documentation and
evidence collection for accreditation and internal evaluation.



