Journal of Qualitative Research in Education
Egitimde Nitel Arastirmalar Dergisi

E

N

,_
=z
r

Opinions of Office Managers and Assistant
Office Managers on Career Adaptability and
Office Technology Competency Distance

Learning Program’

Nuran Oztirk Bagpinar*  Orkun Sen**

To cite this article:

Bagpinar N. O. & Sen, O. (2025), Opinions of Office Managers and Assistant Office Managers on Career
Adaptability and Office Technology Competency Distance Learning Program. Journal of
Qualitative Research in Education, 42, 20-43. Doi: 10.14689/enad.42.1982

Abstract

Career adaptability prepares employees for the uncertainties of changing work
environments and unforeseen changes, making it easier to get the process right.
Because technology is constantly changing, office workers in technology-
infensive offices should continually update their office technology skills. This
study sought to answer the question, "What are the opinions of office managers
and assistant office managers on career adaptability and office technology
competency distance in-service training programs? The research was designed
as a case study using qualitative research methods. In the study, data were
collected electronically with semi-structured questions from volunteer
participants (84) who received distance education on career adaptability and
office technology competency, and content analysis was conducted. The
participants were office managers and assistant office managers working in
Anadolu University Open Education System. The findings of the study
demonstrated that the distance in-service programme had a substantial impact
on the professional development and ongoing learning of the participants. The
programme facilitated the acquisition of new knowledge and skills, enhanced
the utilisation of office technologies, and addressed the challenges encountered
during the execution of duties. Additionally, it fostered a sense of self-assurance
among the participants, offered novel perspectives, and provided guidance in
career progression. However, some participants emphasised the negative
aspects of the distance in-service training programme, such as the inability to
fully meet the need for socialisation, and suggested the development of more
interactive and practice-based programmes. These results are expected to help
institution managers to develop and/or improve effective in-service training
programmes in the relevant field.

Keywords: Career Adaptability, Office Technology, Distance In-Service
Training, Office Manager

About the Article
Submitted Date: Jul. 11, 2024
Revised Date: Jan. 12, 2025
Accepted Date: Apr. 11, 2025

Article Type:

Research

©2025 ANI Publishing. All rights reserved.

* This study is considered as the output of Anadolu University Scientific Research Project numbered SBA-2023-45.

Corresponding Author’s: Phd. Associate Professor, Anadolu University, Eskisehir Vocational High Scholl, Turkiye,

E-mail: nbozturk@anadolu.edu.tr

Assoc. Professor, Anadolu University, Faculty of Economics and Administrative Sciences, Turkiye.

20


https://orcid.org/0000-0002-8098-7751
https://orcid.org/0000-0002-0913-4350

E

N

,_
=z
r

Journal of Qualitative Research in Education
Egitimde Nitel Arastirmalar Dergisi

Introduction

Career defines the mobility of employees between positions and the metaphorical
journey of the individual in business life (Bingdl, 2013). The positions, progression or
advancement of a person throughout his/her life are explained by the concept of career.
Career necessarily includes phases such as learning, self-development and
specialization and provides psycho-social satisfaction to employees. The concept of
career management defines the management of a career for individual and
organizational purposes. Through successful career management, organizations can
have human resources with the skills and abilities of the future. Career adaptability
refers to the ability of individuals to overcome challenging situations in their professions
(Hartung, 2013). Career adaptability is effective in individuals finding new jobs and
transitioning between different jobs (Maggiori et al., 2013). In today's flexible
employment environment, career transitions are common and career paths are less
predictable (Ginevra & Nota, 2017). Individuals with high career adaptability are
successful in new areas of responsibility in the work environment and can easily
overcome unexpected changes (Savickas, 2013; Dénmezogullari & Yesilyaprak, 2019).

In recent office designs, the focus of office technologies and design ideas is on a flexible,
reliable and smart layout that provides easy access to information for staff (Karakurumer
& Benli, 2022). Cloud-based platforms facilitate communication and remote working
between organizations and employees. For these reasons, organizations want their
employees to be familiar with different software programs and office technology. This
requires employees to continuously learn new skills (Workplace Technology). As a matter
of fact, through various in-service trainings, organizations try to improve their
employees' keyboarding, word processing, spreadsheet and presentation programs
such as PowerPoint, web surfing and networking, database management, website
design, graphic creation, use of electronic document management systems and file
management skills and increase their technological competencies. This situation has
made it imperative for office managers and assistant office managers to continuously
update their skills and become technologically savvy individuals in order to meet
increasing expectations. Organizational support in the process of career adaptability
can help employees to be more successful in career adaptation by improving their sense
of importance and value (irge & Okay, 2021). In fact, in informal communication, some
of the clerical employees say that they feel inadequate in dealing with office technologies
and need more support. One of the factors causing this inadequacy is the limited in-
service training provided. It is very important to improve the career adaptability and
technology competency of clerical staff through in-service training. For this to happen,

it is necessary to accept that career development is a two-way relational process that
should be integrated (Hall & Moss, 1998).
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Distance In-Service Training

Education is the process of providing people with knowledge, skills and attitudes.
Human beings and societies are subject to constant change; as such, education is
imperative in ensuring the continuity and contemporary relevance of both (Balay, 2004).
In a world of intense competition and rapidly developing information technology, the
information learned by employees becomes obsolete and insufficient in a short time.
Therefore, the need for training to adapt to the conditions is increasing day by day. This
situation has led to the emergence of the concept of lifelong education. Lifelong
education is a combination of continuous and multidimensional education (Gérmis &
Kahya, 2014). In-service training is a sub-process of lifelong education and is an
essential activity for organizations (Kulaz, 2013). Training is one of the most effective
ways of enabling employees to update their skills. In both the private and public sectors,
training is an integral part of business life (Karbuz& Aydinli, 2024). In-service training is
conducted to provide employees with the knowledge, skills, and attitudes they need to
perform their jobs (Altun Bogoclu & Gindiz, 2022). In-service training can be delivered
face-to-face or through distance learning. Distance learning has been shown to offer
several advantages, especially when working with a large and geographically dispersed
target group (Bakir, 2022). The use of distance learning methods can promote
standardization (Halvurt, 2010).

In the face of globalization, evolving technology, and changing expectations, public
institutions are under pressure to be flexible, transparent, and adaptable in order to
maintain their activities and competitive advantage (Ozdemir et al., 2017). In response
to this need, there have been changes in the traditional structure of public administration,
including digitalization and an emphasis on raising the educational level of civil servants.
Article 214 of the Civil Service Law No. 657 emphasizes the importance of in-service
training to improve the skills and productivity of civil servants and prepare them for their
future roles. These initiatives aim to ensure that public institutions can effectively navigate
the changing world order and effectively serve the evolving needs of society.

The literature on distance training focuses mainly on teachers in public institutions. A
study by Avcl and Given (2021) identified the subjects that teachers need to be trained
in the context of distance education. Another study by Tekin (2020) found that teachers
have both positive and negative opinions about distance education programs,
attributing the different perspectives to individual differences and the characteristics of
distance education. Other studies examine the service sector and the field in general.
Kelsey and Mincemoyer (2001) found that local government employees have a positive
view of distance education, especially because of the flexibility it offers in terms of time
constraints. On the other hand, Oztirk and Sancak (2007) found that barriers to in-
service training include inadequate training infrastructure, insufficient basic training for
human resources, and high costs. Selimoglu and Bicen Yilmaz (2009) found that in-
house training programs improve the adaptation to work, commitment and self-
confidence of human resources and enable them to stay up-to-date.
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Anadolu University Open Education System Office Managers and Office Staff have
received in-service training in the past years. The scope of these trainings can be listed
as Higher Education Regulations, Rules of Behavior in Public Relations, Training for
Candidate Officers, Effective Communication and Public Relations, Vocational Training,
Legislation. In this study, the main question, what are the opinions of office managers
and assistant office managers about the distance training program on career
adaptability and office technology competency, was evaluated with the views of the
participants. Based on this main problem, the answers to the following sub-questions
were sought based on the opinions of the participants:

1. What are the feelings and thoughts of office managers and assistant office managers
about career adaptability and office technologies distance in-service training
methods?

2. How does the provided distance in-service training meet the needs of office managers
and assistant office managers in the effective use of office technologies?

3. How does the provided distance in-service training help office managers and
assistant office managers to learn new knowledge and skills?

4. What is the role of the provided distance in-service training in solving the problems
faced by office managers and assistant office managers in performing their duties?

5. What are the advantages of distance in-service training for office managers and
assistant office managers in the realization of their personal career plans?

6. What is the effect of the distance in-service training on the perspective of the office
managers and assistant office managers in the field of office technologies?

Method

Research Design

In this study, one of the qualitative research methods, namely case study design, in which
a single group (office managers and assistant office managers) was analysed, was
utilised. The reason for conducting qualitative research is to focus on the phenomena in
the flow of social life and to examine these phenomena without any transformation.
Because with a case study, a limited, single or collective situation, event, process,
program, or individual can be studied and generalizations can be made (Capar &
Ceylan, 2022).

Study Group

The study group is determined according to the subject and purpose of the study. In this
study, convenience sampling, one of the purposive sampling methods, was selected.
This approach provides practicality and convenience for the research process (Hasiloglu
et al.,, 2015). The study group consisted of office managers and assistant office
managers who work in the offices of the open education system at Anadolu University
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Open Education Faculty where the researcher(s) work and who preferred to participate
in the study. The researchers met with the faculty administrators, lecturers and office
staff before the study started and briefed them, thus ensuring accessibility and ease of
operation during the study. Table 1 presents the demographic information of the
participants.

Table 1. Distribution of Demographic Information of Participants

Variables Group Frequency Percentage
Male 48 57,1
Gender
Female 36 42,9
24-43 21 25
Age
44-63 63 75
Single 7 8,3
Marital Status
Married 77 91,7
Secondary Education 2 2,4
Level of Education Bachelor's degree 65 77,4
Postgraduate 17 20,2
Whether their education is in the field of "Office Yes 13 15,5
Management No 71 845
Whether they receive their education in formal or Formal 37 44
distance education Distance 47 56
6-10 years 4 4,8
How long they have been working 11-15 years 21 25
16 years and more 59 70,2

Analysis of Table 1 shows that 48 of the 84 participants were male (57.1%) and the
remainder (42.9%) were female. The maijority of the participants (75%) were between
44-63 years old. Most of the participants (75%) are married. When analyzed by
educational level, 77.4% of the participants have an undergraduate degree and 20.2%
have a graduate degree. Only 15.5% of the participants received their education in the
field of office management. 56% of the participants received their secondary or higher
education through distance learning. When analyzing their working period, 70.2% of
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them have a working period of 10 years or more. While 7 of the participants are from
Istanbul, the other participants are from different cities as shown in Table 2.

Table 2. Distribution of Participants by Province

Number of Provinces Total
participants
Provinces with Adana, Adiyaman, Ankara, Ardahan, Balikesir, Bilecik, Bursa, 30

one participant  Canckkale, Elozig, Erzincan, Erzurum, Hakkéri, 1gdir, Isparta,
Kirikkale, Kirklareli, Kilis, Kocaeli, Manisa, Mersin, Nevsehir,
Ordu, Osmaniye, Sivas, Tekirdag, Tunceli, Usak, Van, Yozgat,
Zonguldak

Provinces with Aksaray, Amgsyo, Antalya, Aydin, Bartin, Bingdl, Bolu, Burdur, 38
two participants ~ GUmushane, Izmir, Kastamonu, Kayseri, Kirsehir, Kitahya, Mugla,
Nigde, Rize, Sakarya, Sanhurfa

Three provinces  Edirne, Samsun, Trabzon 9
with participants

Total 77*

*Including Istanbul, it is 84.
Data Collection Tools

In this study, first of all, participants were provided with 5 days of distance in-service
training on 5 different topics, namely (1) career adaptability, (2) EDMS applications, (3)
use of electronic mail and electronic calendars, (4) cyber security, (5) information, search
and selection, by 6 trainers. While creating the content of the in-service training program,
the opinions of institution managers, participants, trainers and other stakeholders were
consulted. Thus, it was aimed to evaluate the impact of the participants' career
adaptability and office technology competency of the distance in-service training
program on office managers and assistant office managers with the views of the
participants. In the process of devising the questions, meticulous attention was paid to
the comprehensibility of the questions for the respondents, with a view to facilitating
their capacity to discern the intricacies of the subject matter and to further their
understanding of it (Bektag& Kablan, 2023).

Role of the Researcher(s)

In the case study, the researcher participates in the research process as a part of the
situation as he spends a long time in the environment where the situation takes place
(Capar & Ceylan, 2022). Therefore, the role of the researcher should be made clear in
order to demonstrate the overall credibility of the research (Sahin, 2013). In this context,
it can be stated that the researcher(s) increased their experience and knowledge about
quantitative and qualitative methods through the courses they took and the studies they
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conducted during their master's and doctoral education. In addition, the researcher(s)
previously worked as office staff in the same institution, actively participated in and
experienced many processes, including distance learning programs as a student and
instructor in the open education system and worked as an administrator in the same
system.

Data Collection Process

In a case study, the researcher observes the current environment or person, obtains
information from various sources (documents, people, etc.) and investigates the
development process of the phenomenon causing the situation. A case study is to
describe the events that occur in their own environmental conditions from different
perspectives by limiting time and space and using various data collection tools (Creswell
& Poth, 2017). In this study, the draft questionnaire, which was created by reviewing the
literature, was presented to a language expert and two field experts before the
application and their opinions were taken to increase the validity and reliability of the
study. In this particular context, and in accordance with the opinions of experts in the
field, superfluous details were excised from the questions, while concomitantly certain
additions and deletions were made, resulting in the development of the questions. Then,
the necessary legal permissions were obtained for the realization of distance in-service
training and data collection. A test application was made with 4 participants and the
form consisting of 6 questions was finalized.

Data Analysis

The data obtained in the study were analyzed by the content analysis method. The
utilisation of the inductive method in content analysis facilitates the classification of
events or phenomena, thereby enabling more efficacious analysis and interpretation
(Harwood & Garry, 2003). In data analysis, a systematic process including steps such
as collecting information, organizing the collected information, interpreting and
reaching research findings was followed (Vural & Cenkseven, 2005). Finally, the
research data were interpreted, compared with the literature and reported with a non-
arbitrary analysis plan appropriate to the purpose of the research.

Reliability

Content analysis systematically describes the content of participants' opinions (Altunigik
et al., 2010). Therefore, the raw data obtained were first read several times to give the
researcher an idea. Then, according to the questions in the semi-structured interview
form and the order of the questions, all the answers given to each question were
collected and this process was repeated for all the questions. In each section, the
responses to the questions were carefully read and codes were created by grouping
similar opinions together, and themes were derived from the common aspects of these
codes. These stages of analysis were carried out independently by two researchers and
then the researchers came together to compare the codes and themes. The existing
inconsistencies were discussed and a consensus was reached by eliminating the
differences. Then the frequency of repetition of the codes by the participants was
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determined as the frequency. Codes, themes, and frequencies were attempted to be
explained, presented in tables, and interpreted as findings. The researcher(s)
participated in the process as an active actor with the objective of comprehending the
ongoing events. However, this engagement was undertaken within the confines of a
controlled subjectivity framework. At each stage of the research process, the
researcher(s) took care to utilise the roles of observer, questioner and interpreter within
the framework of scientific ethics (Tutar, 2022). In this context, the confirmability of the
study was increased by including direct quotations from the participants' own statements
in the process (Tekir, 2021).

Ethical Issues

Anadolu University Social Sciences and Humanities Scientific Research and Publication
Ethics Committee decided that the study was ethically appropriate with protocol number
472459 dated 24.01.2023.

Findings
Participants' views on Question 1

Participants' responses to the question "What are your feelings and thoughts about the
distance learning method you received? Explain" are shown in Table 3.

Table 3. Feelings and Thoughts on the Methodology of the Training Provided

Themes  Sub Themes Codes Sample Opinions
Efficiency (N=21) P64: | think that the in-service training program
will make us effective and efficient in our

’f business life.

[ Effectiveness

£ and Efficiency of o

> Training Usgfglness of the P43: The training was very (elevanf and very

'E (N=55) training (N=34) useful in terms of information. It was even

g better that the training topics were related to

= our work.

3 P78: Very useful training. It should be given to

E all office staff, not just managers and assistant

ch> office managers.

O Increase in knowledge P15: Distance in-service training had a positive

2 and skills (N=10) effect on increasing my knowledge and skills.

2 Personal P65: The information we received within the

5 Development scope of the adaptability in-service training

E and program helped us to perform our duties more

% Professional effectively and efficiently.

o Development Personal development P44: [t was invaluable for my personal

o (N=12) (N=2) development.

g Training Content and ~ P22: The in-service training program on

‘i Topics (N=8) Electronic Document Management System

QL (EDMS), Applications, Use of e-Mail and e-

ne_ Training Calendar, Cyber Security, Information Search,
Content and Finding and Selecting Information, and Career
Topics (N=8) Adaptabilty was highly productive in enabling
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Training materials and

links (N=2)

us to maintain our services in the office and
provide better service to students.

P13: The training provided by expert lecturers
was invaluable. It is crucial to complete the
deficiencies from the link provided in cases
where we cannot attend live.

=18)

Technology and Distance Training Integration (N

Management of
the Training
Process (N=11)

Time and cost savings
(N = 4)

Request for
continuation of
trainings (N=4)
Training in areas of

need (N=2)

Ease of transportation
and accommodation

(N=1)

P3: Saving time and money. Possibility to watch
the parts we do not understand again.

P80: The distance of the training saved time
and was more efficient.

P5: It was a useful training and | look forward
to the continuation.

P16: We wish the trainings to continue.

P21: | find this training on the areas that we
constantly need in the organization we work in
very positive.

P14: Saving time compared to face-to-face
trainings and eliminating problems such as
transportation and accommodation increase
efficiency.

Training
Satisfaction
(N=7)

Dissatisfaction/Low
productivity (N=3)
Lack of interaction
and implementation

(N=4)

P8:Verbal expressions were incomplete in
meeting our needs.

P71: I think there is little interaction.

P77: The in-service training provided by the
esteemed academics at our university was
beneficial as it encompassed a substantial
amount of information in a relatively brief
period of time. The training typically consisted
of detailed technical information and
explanations. Nevertheless, repetition and
practice of the subjects are essential for the
retention of the information imparted.

Role and Impact of
Distance Training

(N=13)

Comparison of
Training
Methods
(N=10)

Comparison with
face-to-face training

(N=10)

P4: Distance training can never replace face-
to-face training.

P33: Although it is not as useful as face-to-face
training, | think it is useful in terms of
professional and computer use.

Use and Impact
of Technology
(N=3)

Use of Technology
(N=3)

P23: It was useful, it improved our ability to use
technology more effectively during research
and information gathering.

As evidenced by the statements, the participants indicated that the distance in-service
training program played a pivotal role in their professional development and continuous
learning. The participants found the training to be both effective and efficient and
indicated that their knowledge and skills had been enhanced. Furthermore, they also
indicated that their proficiency in utilizing technology has enhanced. The training content
and materials were perceived as accessible, and the training on technical and current
issues enhanced their ability to perform their jobs effectively. They perceived the training
to result in savings in both time and costs and requested the continuity of the training
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program. Nevertheless, they indicated that distance in-service training may be
constrained in terms of interaction and application opportunities, and that
enhancements are necessary in these areas.

Participants' views on Question 2

The participants' answers to the question "Did the distance in-service training you
received meet your needs in terms of using office technologies effectively? Can you give
concrete examples?" are presented in Table 4.

Table 4. The Status of the Training Provided to Meet the Needs of the Participants in
Using Office Technologies Effectively

Themes  Sub Themes Codes Sample Opinions

P22: In order to use EDMS better, useful
presentations were made on creating shortcuts,
adding documents, outgoing documents,
preparing incoming documents, archiving and

°|'|’ Comprehensiveness using e-mail.
Trainin of training content P71: It was definitely useful. In addition to the
9 (N=17) opportunity to refresh our knowledge about

Content and

. EDMS, which we have been using for years, we
Presentation

also learned many things we did not know. We

Comprehensiveness and Applicability of the
Training Program (N

(N=37) have learned the points we need to pay
attention about e-mail usage and cyber security.
Practical applications  P2: Calendar creation options and sending e-
and examples mails to multiple people in different ways.
(N=20) P7: Folders and computerized archiving of
incoming documents when using EDMS.
T P63: It has been very accurate in terms of better
.g,_g @ understanding the issues that we do not know /
o © 1 know incompletely.
£82 Technological Technological e .
g S o P37: The classification and sorting of the
® © o Development competence and up- .
- oo documents we created in EDMS has been very
o2 0 (N=25) to-date knowledge . . .
£ EX (N=25) useful in terms of time, convenience, and access
o 8 o to the right information in a short time.
B~
-]

29



Journal of Qualitative Research in Education
Egitimde Nitel Arastirmalar Dergisi

E

N

[_
=z
r

=19)

Participant Satisfaction and
Meeting Needs (N

Participant
Experience

(N=19)

User satisfaction and  P23: | think it meets my needs. For example, my

fulfillment (N=19)

use of EDMS has become easier.

Office managers and assistant office managers indicated that the training they received
was efficacious in enhancing their abilities to utilize office technologies. Training on
topics such as electronic document management systems (EDMS) usage, email
management, calendaring, and cybersecurity was found to be particularly useful. They
indicated that the practical applications emphasized in the training program assisted
them in overcoming technical difficulties encountered in their work processes and in
updating their knowledge, thereby facilitating their use of EDMS.

Participants' views on Question 3

The participants' answers to the question "How helpful is the distance in-service training
you received in learning new knowledge and skills¢ Can you give concrete examples?"

are presented in Table 5.

Table 5. The Role of the Training in Learning New Knowledge and Skills

Themes

Sub Themes

Codes

Sample Opinions

101)

Contribution of the Training Program (N

Learning and
Development
(N=37)

Learning new
knowledge (N=17)

Practical application

and technical skills
(N=20)

P15: It enabled us to increase our knowledge
and skills in some subjects we know superficially.
For example, it raised awareness of cyber
security. The use of EDMS has become more
practical.

P21: With this training, we can learn up-to-date
information and use it in our daily work. From
EDMS to e-mail, we started to be more careful
about where and how we can safely and
accurately find information that interests us or
that we are curious about on the internet.

P7: In-service training is important for us office
workers to reach new information. It helps us in
our work.

P42: It has been helpful. It has been more useful
in subjects such as EDMS, e-mail, cyber security,
efc.
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P3: Correcting our mistakes, learning

. innovations.
Effectiveness of the

training (N=39) P24: It enabled us to look at things from a

E;mgrl; gr,1ce broader perspective from the manager's point of
(Np: 64) view. We had the opportunity to review our

behaviors such as due diligence, problem
solving, assuming responsibility and acting

collectively.
Technological P22: We obtained detailed information about
innovations and electronic signatures and their use provided by
updates (N=25) the Public Certification Center.

Office managers and assistant office managers reported that the distance in-service
trainings they received greatly helped them gain new knowledge and skills. Participants
stated that their awareness of cyber security increased and they started to access the
right information in a secure manner. They emphasized that the training they received
on topics such as EDMS usage and e-mail management increased their efficiency in
business processes. They stated that the training enabled them to look at the events from
a broader perspective and gave them the opportunity to identify the situation, solve
problems, take responsibility, see and correct their mistakes.

Participants' views on Question 4

The participants' answers to the question "What is the role of the distance in-service
training you received in solving the problems you encounter while carrying out your
duty? Can you give concrete examples?¢" are presented in Table 6.

Table 6. The Role of the Training in Solving the Problems Faced by the Participants While
Performing Their Duties

Themes Sub Themes  Codes Sample Opinions

P6: We gained knowledge about what we

L2 E should pay attention to in the area of
2 cybersecurity.

'E Z‘;,’ Inclrgosed pro_blem P22: The seminar on using EDMS was very
= g Implementati ?Izilgg]:])capacﬁy useful in order to write the articles we write on
° § on and a EDMS completely and correctly.

'% ‘E :?g:‘:?::;sem P21: Thanks to this training, we learned the
2 3 Processes information that we could not find or hesitated
"g % (N=57) to find in EDMS correspondence. We benefit
Oam from this  information in internal

correspondence.
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Knowledge and skills

development (N=6)

P24: It enabled us to look at things from a
broader perspective from the manager's point
of view. We had the opportunity to review our
behaviors such as due diligence, problem
solving, assuming responsibility and acting
collectively.

Limitation

(N=26)
(N=26)

Limitations of
the Training
(N=26)

Limited role of training

P4: It did not play much of a role.

P14: | cannot say that it made an extra
contribution to my existing knowledge.

Office managers and assistant office managers stated that the distance learning they
received improved their problem-solving skills, especially their ability to write complete
and accurate correspondence in EDMS, and gave positive feedback on the applicability
of the training to their business processes. However, some participants indicated that
the training did not play a sufficient role in their job performance.

Participants' views on Question 5

The participants' answers to the question "What are the benefits of the training you
received in realizing your personal career plan? Explain." are presented in Table 7.

Table 7. Benefits of the Training in Realizing Personal Career Plan

Themes Sub Themes Codes

Sample Opinions

Completion of

o missing information
I (N=4)
Z Contribution
2 (N=32)
c Contribution to
§ career planning
o (N=28)
[
o
€
@
£
g
0
4 Technological ~ Technological skills
a Competence and awareness
(N=51) (N=27)
Personal

development and
self-confidence
(N=24)

P2: It helps to complete missing information.

P5: We overcome our shortcomings in the area
of technology.

P9: I think that the training | received will enable
me to go further in my job.

P22: While realizing our career plan, it has
revealed positive results in terms of the meaning
of career, the benefits it adds to the person,
harmony in the working environment, our
development, and knowing our strengths and
weaknesses.

P8: It was useful about cyber-attacks and the use
of EDMS.

P19: It enables us to keep up with technology in
office management.

P3: Being guiding and encouraging.

P24: In my possible career plan, this training has
increased my feelings of self-confidence such as
expressing myself much better in terms of
communication and thinking that | am competent
in new technologies.
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P13: As an employee of thirty years, | do not

©
% — Limitations of Limitations of the have a personal career plan.

5 > the Training effectiveness of the P29: It can be useful in terms of personal
g—% (N=19) training (N=19) development, but | don't think it is at a level to
<

make a career plan.

Office managers and assistant office managers stated that the distance training they
received had positive outcomes such as career adaptability, meaning of career,
adapting to the work environment, and discovering individual strengths and
weaknesses, and it had positive effects on their personal career planning. They
emphasized that the trainings filled the existing knowledge gaps and made them better
equipped. They also stated that the trainings contributed to their self-confidence,
provided new perspectives and guided them on their career paths. However, some
participants stated that they still did not have a career plan and that the training did not
contribute to their career planning.

Participants' views on Question 6

The participants' answers to the question "Did the training you received change your
perspective on office technologies? How can you give an example?2" are presented in
Table 8.

Table 8. The Effect of the Training on the Participants' Perspective on Office Technologies

Themes  Sub Themes Codes Sample Opinions

P6: It made my perspective on office technologies

ne
c

o —

g 8% more enjoyable. Learning the tricks and shortcuts
& % % of the applications makes things simpler. Such as
"g-..6 < Technological organizing or canceling meetings via e-mail
€ » .2 Competence - calendar.

3 8 & and Awareness Positive Change

_L; S o (N=57) (N=57) P22: Information such as cyber security, security
o 'g -FC, of digital data, operating system, threats to data
g <0 security positively affected our perspective on the
g use of office technology.

« o — Constancy Neutral/No change P10: It did not change.

28 (N=25) (N=25) .

G O |l P13: Nothing has changed.

352

Participants stated that some of the trainings they received made a positive difference.
Specifically, they said that they became more aware of how to use technology tools more
effectively and efficiently, and learned tricks and shortcuts that facilitate business
processes such as organizing or canceling meetings using the e-mail calendar. They
stated that the training made them more aware of how to use current technologies in
business life. However, some participants reported that the training did not change their
perceptions of office technologies.
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Results and Discussion

In this study, which was conducted to investigate the opinions of office managers and
assistant office managers about the distance training program on "Career Adaptability
and Office Technology Competency", 84 people participated. The participants stated
that the distance learning program played an important role in their professional
development and continuous learning and had positive outcomes such as career
adaptability, the meaning of career, adapting to the work environment, discovering
individual strengths and weaknesses, and positive effects on their personal career
planning. They stated that this training increased their knowledge and skills and their
competence in using office technologies. The research results of Koen et al. (2012) also
demonstrated that providing career adaptation training can increase the chances of
finding a qualitatively good job. The study found that those who found employment after
six months reported higher levels of employment quality. They stated that the training in
question increased their knowledge and skills, as well as their competence in using office
technologies. Ozkara et al. (2018) also found that distance in-service training
contributed to participants' professional and personal development, as well as positive
affective traits related to the use of technology.

Participants found the training effective and efficient, emphasizing that it filled existing
knowledge gaps and made them better equipped. They stated that the training
increased their ability to perform their jobs effectively, helped them overcome technical
difficulties in their business processes, and made them more aware of how to use current
technologies in business. They found the training on using EDMS, email management,
calendaring, and cybersecurity particularly useful. They stated that their ability to write
complete and accurate correspondence in EDMS has improved, that their awareness of
cyber security has increased and that they can access information securely, that they
have learned tricks and shortcuts that facilitate business processes such as organizing
or canceling meetings using the email calendar, and that the distance learning they
received provided them with new knowledge and skills. They stated that the training
contributed to their self-confidence, enabled them to see things from a broader
perspective, and gave them the opportunity to do due diligence, solve problems, take
responsibility, and recognize and correct their mistakes. They also stated that the training
provided both time and cost savings and requested continuity of training. The flexibility
that distance education provides in terms of time and space is also emphasized in other
studies (Gokbulut, 2021; Canpolat & Yildinm, 2021; Bektas & Kablan, 2023). In Tekin's
(2020) study, participants viewed distance education as advantageous in terms of
economy, time, and space, but disadvantageous in terms of limited communication and
interaction.

Participants perceived the training content as effective and the materials as accessible.
This is consistent with the findings of Gurer et al. (2016) and Ozgél et al. (2017):
Participants view distance learning as beneficial in terms of easy access to content and
flexibility. Most participants gave positive feedback about the applicability of the training
to business processes. However, some participants stated that distance education did
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not play a sufficient role in their job performance and that there were limitations in terms
of interaction and application opportunities. In the study of Parmaksiz and Sicak (2015),
some participants stated that distance in-service training did not provide the
effectiveness of face-to-face in-service training. However, research by Suwannaphisit et
al. (2021) suggests that even if the online learning curriculum is designed based on a
framework that focuses on effective pedagogical principles, some staff members still
demonstrate resistance to distance in-service training, yet recognise its advantages after
using it. Gebel and Bozkurt (2022) came to a similar conclusion. Although the training
is live and designed for participants to ask questions and express their opinions, it is
normal for some participants to not express such opinions because it does not fully meet
the socialization needs of the participants and is different from the in-service training
they are used to. There are findings in the literature that the use of mixed methods is
more effective than the use of distance education or face-to-face training alone
(Sirakaya, 2017; Tekin, 2019). Research by Bluestone et al. (2013) also suggests the
use of multiple techniques that facilitate interaction and enable students to process and
apply information. The findings of the same research indicate that effective techniques
for distance learning can be equally or more effective than face-to-face training, leading
to improvements in knowledge and skill outcomes and practice behaviours.

The other factor that accounts for the fact that some participants indicated that the
training did not contribute to their career planning and that the training did not change
their perceptions about office technology is individual differences. The efficacy of
distance-based in-service training programmes may be contingent on the characteristics
of the student population (Yu et al. 2022). (Yu et al. 2022). Individual differences are
considered an important variable in learning, motivation to learn, and the success of
teaching methods and techniques. Distance education has advantages such as flexibility,
support for individual learning, independence from time and place, and disadvantages
such as limited communication and interaction (isman, 2008). Therefore, it is normal
that some participants emphasized the positive aspects of the distance education they
received, while others emphasized the negative aspects and expressed negative
opinions. This result is consistent with the findings of the studies conducted by Cabi and
Erhan (2016) and Tekin (2020).

In addition, participants indicated the importance of increasing the frequency of training
and developing content that meets personal needs. In addition to the positive results,
the participants' responses revealed the need to make distance learning programs more
interactive and practical, to continually improve the training, and to make it more
relevant to the specific development needs of the participants.

Recommendations

The results of this study show that new distance in-service training programmes should
include comprehensive and various subjects in the areas that office workers need. It is
important that the new distance in-service activities to be organised should be planned
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in line with the views of the participants, and for this purpose, it is important to apply a
guestionnaire for possible interests, needs and expectations. Thus, up-to-date options
can be offered for different areas of interest. In addition, suggestions such as increasing
the number of trainings, making an evaluation at the end of the distance in-service
training, giving feedback to the participants according to the results of this evaluation
and rewarding those who successfully complete the training with certificates can also be
presented. In this way, the level of overlapping of individual and organisational career
planning can be increased, employees can be prevented from wanting to leave the
organisation or silent resignation by displaying a versatile or unlimited career attitude,
and their productivity and performance can be increased. In this framework, some
concrete and applicable policy recommendations can be developed to increase the
effectiveness of distance in-service trainings:

e Increasing interactivity: Active participation of participants should be encouraged
by adding live discussions, group work and case studies to training programmes.

e Practice-based training: Practical applications and virtual simulations should be
offered in addition to theoretical knowledge, especially in skill-oriented subjects
such as office technologies.

e Personalising the learning process: Modular training contents should be offered,
taking into account the potential for participants to possess varying levels of
knowledge and skills.

e The provision of more feedback mechanisms: At the conclusion of the training
programme, surveys and individual feedback sessions should be organised to
evaluate the satisfaction and suggestions of the participants, and the content
should be updated accordingly.

e The implementation of a hybrid model: Face-to-face workshops or mixed (hybrid)
training models should be used in certain periods instead of distance education.

e The strengthening of social connection: Virtual networks, forums or online
working groups should be created to meet the socialisation needs of the
participants.

In addition to these contributions, the study also has some limitations. As a case study,
the limitations of the research are determined by the time, the place where the situation
is analysed and some characteristics. The study is limited to the distance learning that
took place between certain dates and the data collection process. In addition, the fact
that the group of the study consists only of the office managers and assistants of Anadolu
University Open Education System is also a limitation. Therefore, it is suggested that
future studies should be designed to include larger groups of participants.
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Genisletilmis Torkge Ozet

Kariyer, ¢alisanlarin pozisyonlar arasindaki hareketliligini ve bireyin is hayatindaki
metaforik yolculugunu tanimlamaktadir (Bingél, 2013). Kisinin hayat boyunca
bulundugu pozisyonlar, ilerlemesi ya da yUkselmesi kariyer kavrami ile agiklanmaktadir.
Kariyer mutlaka 6grenme, kendini gelistirme ve uzmanlagsma gibi agsamalari icerir ve
calisanlara psiko-sosyal tatmin saglar. Kariyer yénetimi kavrami, kariyerin bireysel ve
érgutsel amaclarla ydnetilmesini tanimlar. Basarili bir kariyer ydnetimi sayesinde
kurumlar gelecegin beceri ve yeteneklerine sahip insan kaynagina sahip olabilirler.
Kariyer uyum yetenegi, bireylerin mesleklerindeki zorlu durumlarin Ustesinden gelebilme
becerisini ifade etmektedir (Hartung, 2013). Kariyer uyum yetenegi, bireylerin yeni igler
bulmasinda ve farkli igler arasinda gecis yapmasinda etkilidir (Maggiori vd., 2013).
GUnUmMUzOn esnek istihdam ortaminda kariyer gegisleri yaygindir ve kariyer yollari daha
az éngorulebilirdir (Ginevra ve Nota, 2017). Kariyer uyum yetenegi yiksek bireyler, is
ortamindaki  yeni sorumluluk alanlarinda  basarili  olmakta  ve beklenmedik
degisikliklerin Ustesinden kolaylikla gelebilmektedir (Savickas, 2013; Dénmezogullar
ve Yesilyaprak, 2019).

Kariyer uyum surecinde kurumsal destek, calisanlarin énem ve deger duygularini
gelistirerek kariyer uyumunda daha basarili olmalarina yardimer olabilir (irge ve Okay,
2021). Nitekim informal iletisimde, bazi ¢alisanlar buro teknolojileriyle basa ¢ikma
konusunda kendilerini yetersiz hissettiklerini ve daha fazla destege ihtiyac duyduklarini
belirtmektedir. Bu yetersizlige neden olan faktérlerden biri de verilen hizmet igi egitimin
sinirl olmasidir. Hizmet ici egitim yoluyla biro personelinin kariyer uyumlarini ve
teknoloji yeterliklerini gelistirmek ¢ok &nemlidir. Bunun gergeklesmesi icin kariyer
gelisiminin iki yonlo iligskisel bir stre¢ oldugunun kabul edilmesi gerekmektedir (Hall &
Moss, 1998).

Hizmet ici egitim, yasam boyu egitimin bir alt strecidir ve 6rguUtler icin vazgecilmez bir
faaliyettir (Kulaz, 2013). Hizmet ici egitim, ¢alisanlara iglerini yapabilmeleri icin ihtiyag
duyduklari bilgi, beceri ve tutumlar kazandirmak amaciyla gergeklestirilir (Altun
Bogoglu ve Gindiz, 2022). Hizmet igi editim yUz yiUze veya uzaktan egitim yoluyla
verilebilir. Uzaktan egitim, ézellikle buytk ve cografi olarak daginik bir hedef grupla
calisirken gesitli avantajlar sunar (Noe, 2009). Ayrica uzaktan egitim ydntemlerinin
kullanilmasi standardizasyonu tegvik edebilir (Halvurt, 2010).

Kiresellesme, gelisen teknoloji ve degisen beklentiler karsisinda kamu kurumlari,
faaliyetlerini ve rekabet avantajlarini strdUrebilmek icin esnek, seffaf ve uyarlanabilir
olma baskisi altindadir (Ozdemir vd., 2017). Bu ihtiyaca yanit olarak, kamu yénetiminin
geleneksel yapisinda dijitallesme ve memurlarin egitim seviyesinin yUkseltiimesine vurgu
yapilmasi gibi degisiklikler olmustur. 657 sayili Devlet Memurlari Kanunu'nun 214.
Maddesi, devlet memurlarinin becerilerini ve Uretkenliklerini gelistirmek ve onlari
gelecekteki rollerine hazirlamak igin hizmet i¢i egitimin édnemini vurgulamaktadir. Bu
girisimler, kamu kurumlarinin  degisen dinya dizeninde etkin bir sekilde yol
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alabilmelerini ve toplumun gelisen ihtiyaglarina etkin bir sekilde hizmet edebilmelerini
saglamayr amaglamaktadir.

Bu calismada, "Biro ydneticileri ve biro ydnetici yardimcilarinin kariyer uyumu ve biro
teknolojisi yeterlikleri uzaktan hizmet ici egitim programina iligkin gérUsleri nelerdir2"
sorusuna yanit aranmigtir. Ana problemden hareketle katilimcalarin gérislerine dayali
olarak alt sorulara da yanit aranmugtir. Arastirma nitel arastirma yéntemleri kullanilarak
bir durum calismasi olarak tasarlanmigtir. Arastirmada, kariyer uyum yetenegi ve biro
teknolojisi yeterligi konusunda uzaktan egitim alan géndlli katlimcalardan (84) yari
yapilandirlmis  sorularla elektronik ortamda veri toplanmis ve icerik analizi
gerceklestirilmistir. Katilimalar Anadolu Universitesi Acikégretim Sisteminde calisan
buro yéneticileri ve buro yénetici yardimcallarindan olusmaktadir.

Durum c¢alismasinda arastirmaci mevcut ortami ya da  kisiyi goézlemler, cesitli
kaynaklardan (belgeler, kisiler vb.) bilgi edinir ve duruma neden olan olgunun gelisim
sUrecini aragtinir. Bu calismada literatir taranarak olusturulan taslak anket, uygulama
éncesinde bir dil uzmani ve iki alan uzmaninin gérisiune sunularak calismanin gecerlilik
ve guvenilirligini artirmak igin gérusleri alinarak ortaya ¢ikarilmistir. Ardindan uzaktan
hizmet ici egitimin gerceklestirilmesi ve veri toplanmasi icin gerekli yasal izinler alinmigtir.
Dért katilimer ile bir test uygulamasi yapilmis ve 6 sorudan olusan forma son sekli
verilmistir.

BUro ydneticisi ve buro yoénetici yardimcilarinin katildiklari “kariyer uyum yetenegi ve
biro teknolojisi yeterlikleri” konulu uzaktan hizmetici egitim programi hakkindaki
gdruslerini incelemeye yénelik bu arastirmaya 84 kisi katilim géstermistir. ifadelerinden
anlasildigr Gzere katilimalar aldiklart uzaktan hizmet igi egitim programinin mesleki
gelisimlerinde ve sirekli 6grenmelerinde 6nemli bir rol oynadigini kariyer uyum yetenegi,
kariyerin anlami, is ortamina uyum saglama, bireysel gucli ve zayif yénleri kesfetme
gibi olumlu sonuclari oldugunu ve kisisel kariyer planlamalarina olumlu etkileri
oldugunu belirtmislerdir. S6z konusu egitimin bilgi ve becerilerini ve ofis teknolojilerini
kullanma yeterliliklerini artirdigini belirtmiglerdir.

Katilimcailar egitimi etkili ve verimli bulmusglar, mevcut bilgi bosluklarini doldurdugunu
ve kendilerini daha donanimli hale getirdigini vurgulamiglardir. Egitimin iglerini etkin bir
sekilde yerine getirme becerilerini artirdigini ve is siUreclerinde karsilagtiklar teknik
zorluklarindan Ustesinden gelmelerine yardimer oldugunu ve guncel teknolojileri ig
hayatinda nasil kullanacaklari konusunda daha bilingli hale getirdigini belirtmiglerdir.
EBYS kullanimi, e-posta ydnetimi, takvim olusturma ve siber givenlik egitimlerini
dzellikle faydali bulmusglardir.

Katihmeilar uzaktan egitimi iceriklere erisim kolayligi ve esneklik bakimindan avantaih
gérmektedir. Katiimaillarin ¢ogu egitimin is sireglerine uygulanabilirligi konusunda
olumlu geri bildirimde bulunmuslardir. Bununla birlikte bazi katilimcilar uzaktan hizmet
ici egitimin is performanslarinda yeterli bir rol oynamadigini, etkilesim ve uygulama
olanaklari agisindan kisitlar oldugunu belirtmiglerdir.
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Bazi katilimcilarin egitimin kariyer planlamalarina katki saglamadigini belirtmesinde ve
egitimin biro teknolojilerine iligkin algilarini degistirmedigini bildirmesinde etkili olan
diger fakior bireysel farkhliklardir. Bireysel farkhliklar, 6grenmede, 6grenmeye motive
olmada, 6gretim ydntem ve tekniginin basarili olmasinda énemli bir degisken olarak
gorulmektedir. Katihmailarin verdikleri yanitlar; olumlu sonuglarin yaninda uzaktan
hizmet ici egitim programlarinin daha etkilesimli ve uygulamaya dayali hale getirilmesi,
egitimlerin surekli geligtirilmesi ve katilmcilarin ézel gelisim ihtiyaclarina daha uygun
hale getirilmesi gerekliligini ortaya ¢ikarmigtir.
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