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PROGRAM FEATURES

Expert Guidance Provided Through
Live Mentoring Support Sessions 

Access to On-Demand Video
Lessons for the Duration of Your
Program

Flexible, Self-Paced Learning that
Adapts to Your Schedule

Dedicated Academic Coaches

National Certification Exam
Preparation Support

ONLINE DELIVERY
120 INSTRUCTIONAL 
CLOCK HOURS
12 WEEKS

OVERVIEW:

The Human Resources Assistant program prepares students to support essential HR functions within

a professional business environment.  The curriculum emphasizes ethical practices,  communication,

and administrative responsibil it ies while introducing key business and human resource principles.

Students wil l  gain foundational knowledge in employee relations,  recordkeeping, payroll ,  and off ice

technology. The program also focuses on developing crit ical thinking, t ime management,  and

leadership ski l ls needed to contribute effectively to HR departments across a variety of industries.

Workplace OSHA Training

PROGRAM COURSES

Career Development

Business Office Productivity 2021

Professional Office Development

Students wil l  learn to:

Demonstrate ethical conduct in workplace

activit ies and HR practices

Communicate clearly and professionally in

written and verbal interactions

Support employee management,  scheduling,

and documentation tasks

Apply t ime and stress management

techniques in a professional setting

Use Microsoft Off ice tools for HR and

administrative functions

Understand basic bookkeeping and payroll

processes

Apply strategic thinking and problem-

solving ski l ls to HR scenarios

Build interpersonal and leadership ski l ls to

support team collaboration

Maintain accurate records and assist with

onboarding or personnel procedures

Contribute to a posit ive and inclusive work

environment

Associate Professional in HR (aPHR)



PROGRAM OUTLINE

Microsoft Office Productivity 

WEEK 1

Professional Office Development

WEEK 2

Human Resource Management

WEEKS 3-4

Organizational Relations & Employee Development

WEEKS 6-7

Employee Compensation and Benefits

WEEK 10

Talent Acquisition

WEEKS 8-9

Employee Relations and Risk Management

WEEKS 11-12
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