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Yabanci Diller Boliimii
Yonetim Rolleri ve Sorumluluklar:

idari Koordinator

Idari Koordinatdr, Yabanci Diller Béliimiinde dgretim faaliyetlerini ve akademik siirecleri destekleyen
idari ve operasyonel isleyisi koordine eder; ders programlari, listeler ve dijital idari sistemlerin akademik
donem boyunca dogru ve diizenli sekilde islemesini gozetir. Boliim i¢indeki idari yapinin merkezinde
yer alarak, akademik planlamalarin idari siireglerle uyumlu yiriitiilmesini destekler, 6gretim
elemanlarina iligskin idari iglemleri koordine eder ve boliim ile iiniversite mevzuatina uygunlugun
stirekliligini gdzetir. Boliim Baskaninin yonlendirmesi altinda, idari birimi yonetir; 6gretim elemanlar
ve merkezi tiniversite birimleriyle yakin is birligi i¢inde ¢alisarak, yetki alan1 dahilindeki operasyonel
ve 0gretim elemani odakli idari konularin ¢oziimiinde temel sorumlulugu {iistlenir ve boliimiin akademik
programlarinin etkin ve sorunsuz sekilde yiiriitiilmesine katki saglar.

Istanbul Nisantas1 University
Foreign Languages Department
Management Roles and Responsibilities

Administrative Coordinator

The Administrative Coordinator oversees the administrative and operational processes that support
teaching and academic activities within the Foreign Languages Department, ensuring that schedules,
records, and digital administrative systems function accurately and reliably throughout the academic
term. Serving as the central coordination point, the role aligns academic plans with departmental
administrative structures, oversees instructor-related administrative procedures, and ensures consistent
compliance with departmental and institutional regulations. Working under the direction of the Head of
Department, the Administrative Coordinator supervises the departmental administrative unit,
coordinates closely with instructors and central university units, and acts as the primary authority for
resolving operational and instructor-related administrative matters within scope, contributing to the
smooth and effective delivery of the department’s academic programs.



