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QUALIFICATIONS REQUIRED FOR THE POSITION
It consists of the faculty member (Chair) proposed by the Dean in the Faculty Administrative Board and the faculty members proposed by the Department Heads.
GENERAL DESCRIPTION OF THE DUTIES
It has been established to prepare the course and exam schedules for common courses within the faculty and all departments in accordance with the academic calendar, ensure their entry into the Fen Information System, announce them on the website, and identify classroom, laboratory, and other needs to be communicated to the department head.

DUTIES AND RESPONSIBILITIES
· Before the semester begins, communicate with department heads to obtain the list of courses to be offered and the instructors assigned to these courses.

· When preparing the course and exam schedule, consider factors such as the number of students, classroom capacities, available technical equipment, and the suitability of classrooms for specific courses.

· Ensure that the course and exam schedules are entered into the Fen Information System.

· Prepare classroom schedules for courses and exams and submit them to the department head.

· Ensure that the course and exam schedules are published on the relevant department’s and faculty’s website.
AUTHORITIES AND LIMITATIONS
Responsible for creating and announcing the faculty and relevant departments' course schedules, midterm, final, and resit exam schedules in accordance with the academic calendar.
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          *Bilgisayardan  çıktısı alınan  dokümanlar  kontrolsüz kopya niteliğindedir.
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