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PROFESSIONAL EXPERIENCE

August 2011 – September 2019    MIDDLE EAST TECHNICAL UNIVERSITY 	   North Cyprus
Graduate Studies Officer 
Responsible from implementing the policies and procedures and marketing of Graduate studies.
• Cooperation with related departments in the advertising, marketing and promoting of graduate programs
• Organization and management of graduate application procedures 
• Administration of Scholarship and Assistantship offers
• Cooperation with Registry for formal registration

February 2010 – July 2011		KOÇ GROUP				                 Istanbul
Zer Merkezi Hizmetler ve Ticaret A.Ş.					
Human Resources Responsible
Responsible from recruitment, training, performance and talent management, career development, corporate communication.
•  Interview with potential candidates, conduct all interview process
• Talent Management and training programs (trainings need analysis & designing training programs and train the employees on soft Skills at Communication Skills, Time Management) 
• Prepare  HR system improvement projects and implementing projects
• Organizational Development (Structure analysis, job descriptions & analysis, procedures) 
• Prepare and updating all procedures and policies
• Performance Management System (internal communication of system, annual & monthly goal setting, evaluation, documentation)
• Follow-up and implementation of all administrative tasks within the Human Resources function

June 2004 – January 2010           FORTIS BANK                                                                  Istanbul              
Human Resources Generalist
Responsible for Recruiting, Staffing, Training, Performance Management and Career Development   (Approx.900 employees)
•  Selection and Recruitment (Coordinate internal/external job postings, conduct interviews and role-plays)
•  Performance and Career Management (Perform a variety of HR projects )
•  Carry out Process of “Career Days” through the top universities of Türkiye
•  Organize and implement  “ HR Orientation Programs” 
•  Update organization charts and Job Descriptions 
•  Prepare monthly / quarterly manpower plan 
• Communicate employees & managing employee relations by visiting branches and providing information regarding policies and procedures
•  Create and maintain employee files and records with effective use of Oracle HR
•  Follow-up with all Labor Law, Social Security Law and improve HR work processes accordingly
• Organize and implementation of all administrative tasks within the Human Resources function

October 1999 - June 2004	MIDDLE EAST TECHNICAL UNIVERSITY	                 Ankara
Research Assistant
Responsible for course shedules, assisting classes and other Registrar’s System and Human Resource projects
• Course sheduling for all academic units and market research for system improvement
• Plan and coordinate publicity campaigns for prospective and international students
• Assisting Teaching Classes and preparing course materials.
• Hosting prospective students and make presentation for academic departments
•Employee Development in  (Internal communication between management &  administrative personnel)
•Implement Employee Satisfaction Questionnaire and report to analysis to Registrar Management
• Assist international projects ERASMUS and SUNY
• Prepare documentation for Strategic Planning Comittee of Middle East Technical University

EDUCATIONAL BACKGROUND

Girne American University, North Cyprus, Date of Graduation: expected in 2020
PhD degree in Business Administration, Thesis Proposal: Use of  Digital Marketing in Higher Education Marketing: Turkish Republic of North Cyprus Case

Middle East Technical University, Ankara, Date of Graduation: July 2003, 
M.A. in Human Resources Development in Education GPA: 3.7/4.0

Eastern Mediterranean University, North Cyprus, Date of Graduation: August 1999,
B.A. Business Administration GPA: 3.0/4.0 

INTERNSHIPS

SHERATON HOTEL AND TOWERS   (August 2003- July 2003)                       
Internship at Human Resources Department
• Completed a project for designing training program on “Quality Management” and “Six Sigma”
• Assessed the training program with post-tests and appraised performance evaluation of 35 employees
PRIME MINISTRY OF UNDERSECRETIAT OF CUSTOMS (March 2001-April 2001)
• Designed and implemented a training program regarding “Communication Skills” and “Time Management” for customs officials
• Assessed the training program and performed data analysis of 48 customs officials






TRAININGS & CERTIFICATES  

• Advanced MS Office – METU 2012
• Strategic Management  Workshop– Koç Group 2011
• Grid Management Workshop– Koç Group 2011
• Trainings for Trainers – Koç Group, 2010
• Quality Internal Auditor ISO 9001:2008 – Koç Group,2010
• Leadership and Human Tranings – Fortis, 2008
• Effective Communication Techniques – Fortis, 2008
• Coaching Workshop – Fortis,2007
• Job Performance Training – Fortis,2007
• Assesment Center – Select KRM, 2008
• HAY Grading Systems – Hay, 2006
• Time Management for Efficency – Fortis, 2006
• Leadership and Organization – Fortis, 2005
• Performance Assessment – Fortis, 2005
• Career Planning and Counseling  - Fortis, 2004
• Competency Based Interview Techniques – Fortis 2004
• Designing Training Programs – METU, 2003 
• Training Strategies and Techniques – METU,2003
• Assessment of Training Programs – METU, 2002
• Perspective for Strategic Planning – METU, 2002
• Total Quality Management and its implications – METU, 2002

PERSONAL INFORMATION

Date of Birth: 11.02.1978
Marital Status: Married
Citizenship: Turkish 
Phone: +90 548 888 28 27
E-mail: asokten@gmail.com  
Address: Prestij Sitesi No:46 Karaoglanoglu- Kyrenia – North Cyprus
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References will be povided on request.
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