
 

 
Certificate supplement(*)  

Turkey 

 

1. Title of the certificate (1) 

Büro Yönetimi ve Yönetici Asistanlığı Alanı  

Büro Yönetimi ve Yönetici Asistanlığı Dalı 
(1) In the original language 

 

2. Translated title of the certificate (1) 

Office Management and Executive Assistants Field  
Office Management and Executive Assistants Branch 

(1) If applicable. This translation has no legal status. 

 

3. Profile of skills and competences 
The holder of this certificate; 

• Acquires basic knowledge of office technologies, computer hardware, and software programs in accordance with 
occupational health and safety measures. 

• Acquires the knowledge and skills related to typing using proper technique and typing for extended periods, in 
accordance with occupational health and safety measures. 

• Acquires basic legal knowledge and skills. 

• Learns about the composition of office staff in office management processes, as well as methods for conducting work in 
organizations in accordance with ergonomic office design and protocol rules using efficient management models. 

• Acquires proficiency in using word processing, spreadsheet, and presentation software. 

• Acquire knowledge and skills related to speaking Turkish well and communicating effectively. 

• Acquire knowledge and skills related to typing quickly and accurately, as well as typing timed and spoken texts. 

• Acquire knowledge and skills related to internal and inter-organizational correspondence, filing and archiving documents, 
and electronic document management. 

• Acquire knowledge and skills related to photo editing, manipulation, and layout design on a computer. 

• Acquire advanced proficiency in using word processing, spreadsheet, and database programs. 

• Acquire knowledge and skills related to designing, managing, and publishing websites using a web editor. 

• Gain knowledge and skills in using email, search engines, internet advertisements, and online documents securely and 
in accordance with ethical guidelines. 

• Gain the knowledge and skills to use a foreign language to express professional knowledge and skills, as well as to write 
in that language. 

 

4. Range of occupations accessible to the holder of the certificate (1) 
      Can work as an Office Administrator or Executive Assistant. 

 

1) If applicable 

 
(*) Explanatory note 

This document is designed to provide additional information about the specified certificate and does not have any legal status in itself. The 
format of the description is based on the following texts: Council Resolution 93/C 49/01 of 3 December 1992 on the transparency of 
qualifications, Council Resolution 96/C 224/04 of 15 July 1996 on the transparency of vocational training certificates, and Recommendation 
2001/613/EC of the European Parliament and of the Council of 10 July 2001 on mobility within the Community for students, persons 
undergoing training, volunteers, teachers and trainers. 
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5. Official basis of the certificate 

Name and status of the body awarding the certificate 

Related secondary education institutions realising formal 
vocational and technical education which is subordinated to 
Ministry of National Education 

Name and status of the national/regional authority 
providing accreditation/recognition of the certificate 

Ministry of National Education 

Level of the certificate (national or international) 

Level 4 occupation according to EQF. 
Level 4 occupation according to TQF. 
It complies with ISCED 3. 

ISCED-F CODE: 0415 

Grading scale / Pass requirements 

Score  Grade 
85.00-100 Excellent 
70.00-84.99 Good 
60.00-69.99 Average 
50.00-59.99 Passing 
0-49,99 Fails 

Access to next level of education/training 

The holder of this diploma can switch to higher education 
programs in line with related legislation. 

International agreements 

Legal basis 

National Education Basic Law No. 1739 
Vocational Education Law No. 3308 

Regulation on Ministry of National Education Secondary Education Institutions. 

 

6. Officially recognised ways of acquiring the certificate 
1. Completing vocational and technical Anatolian High School, Anatolian vocational or Anatolian technical program providing 
four-year education 
2. Successfully completing education program related to his/her field on vocational open education high school 

The duration of formal education is 4 years starting in 9th grade; the percentage and duration of each component within the 

program are listed below. Vocational training consists of both theoretical and practical components. 

Description of vocational education 
and training received 

Percentage of total programme 

(%) 

Duration 

(hours/weeks/months/years) 

Anatolian 
Vocational 
Program 

Anatolian 
Technical 
Program 

Vocational 
Training 
Centre 

Anatolian 
Vocational 
Program 

Anatolian 
Technical 
Program 

Vocational 
Training 
Centre 

School-/training centre-based 80 93 - 122 108 - 

Workplace-based 20 7 - 22 8 - 

Total duration of the education/ training leading to the certificate 144 116 - 

 

Entry requirements 

1. 1. To enroll in formal vocational education, applicants must have completed middle school and not exceed the age limit 
specified in the relevant regulations 

2. 2. To enroll in a vocational open-learning high school, applicants must have completed middle school 

3. 3. To enroll in the Anatolian Vocational and Anatolian Technical programs at an Anatolian vocational and technical high school, 
applicants must pass the secondary school entrance exam or be admitted through the centralized placement system. 

4.  

Additional information 

This EUROPASS Certificate Supplement has been prepared for students who graduate from the relevant program in 2024 and 
beyond. 

 

More information (including a description of the national qualifications system) available at: 

www.myk.gov.tr 

www.tyc.gov.tr 

Europass 

https://www.europass.gov.tr/ 

https://europass.cedefop.europa.eu/ 

National Reference Point 

http://urn.meb.gov.tr 
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