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About the ProgrAm
This technical diploma, Human Resources Assistant, provides you with a range 
of entry level and intermediate skills that are needed to perform basic human 
resources job functions. The credential ‘ladders’ up to the full two-year Associate 
Degree, Human Resource Administration. If you enjoy assisting in structuring and 
administering programs and policies designed to help employees be productive and 
safe in the workplace, then human resources assistant is a good career for you. The 
technical degree holder will assist in recruitment, apply basic workplace safety and 
legal principles to a variety of employment situations, conduct basic payroll functions, 
assist in and facilitate employee training and development programs, and serve as a 
customer service representative for a human resources department.  This growing and 
dynamic field has excellent future career growth potential.

ProgrAm outcomes
•  Define and describe the functions of human resource management and employee 

relations to include policies, complaints, and harassment issues.
•  Assist in the administration of human resource functions through technology and 

human resource information systems (HRIS).
•  Develop and prepare reports necessary to carry out the functions of the human 

resource department.
• Provide assistance for the recruitment and retention of employees.
• Assist in the interpretation and application of established human resource policies.
• Utilize career development practices.
• Assist in the development and evaluation of effective training programs.
• Utilize a variety of compensation and benefit criteria.
• Utilize ethical and legal standards in human resource decision making.
•  Communicate clearly and professionally and hear, follow, and give directions in both 

verbal and written formats.

Admissions stePs
• Work with Admissions Specialist to:
- Submit application and $30 fee.
- Complete an assessment for placement (Accuplacer or ACT).
- Submit official transcripts (high school and other colleges).

• Meet with program advisor/counselor to discuss program details.

APProximAte costs
• $132 per credit (resident)
• $198 per credit (out-of-state resident)
• Other fees vary by program (books, supplies, materials, tools, uniforms, health-related 

exams, etc.) Visit gotoltc.edu/financial-aid/tuition-and-fees for details.

PlAcement scores
Accuplacer/ACT scores will be used to develop your educational plan. Contact your 
program advisor/counselor for details.

sPeciAl note
This program is also offered in an on-line delilvery format. Contact your program 
advisor/counselor for details.

cAreer And educAtion AdvAncement oPPortunities 
LTC credits transfer to over 30 universities.  For more information visit gotoltc.edu/
future-students/transfer.

contAct 
Tanya Boettcher, Admissions Specialist
920.693.1280 • tanya.boettcher@gotoltc.edu Curriculum and Program Acceptance requirements are subject to change. 

Program start dates vary; check with your advisor/counselor for details.

Catalog No. Class Title  Credit(s)
 
 term 1 
10103181 Word 2013-Level 1 1
10103131 Excel 2013-Level 1 1
10196193 Human Resource Management 3
10116105 Recruitment and Retention of Employees 3
10104109 Customer Service Techniques 2
10196136 Safety in the Workplace 3
10801195 Written Communication OR 3
 10801136 English Composition 1 
  16
  
 term 2 
10101106 Payroll Applications 2
10196191 Supervision 3
10116125 Human Resource Employment Law 3
10116127 HR Technology 2
10116131 Organizational Health and Wellness 2
10116103 Training for Organizations 3
10809198  Introduction to Psychology 3
  18
  
  totAl 34
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customer service techniques...assess participants’ skills in customer 
relations, judgment and business development and provides training in connecting with 
customers, healing customer relationships, and dealing with customer needs.

excel 2013 - level 1…introduces the student to creating, modifying and formatting 
worksheets; entering formulas and functions; working with charts; and developing 
multiple-sheet workbooks. This course is offered in a self-paced format.

hr technology...introduces the learner to the ever-increasing use of technology 
in the human resource function with special attention paid to mobile computing, social 
media, human resource information and management systems, cloud computing, and 
surveying mechanisms.

humAn resource mAnAgement...applies the skills/tools necessary to 
effectively value and apply employees’ abilities and needs to organization goals.  
Learners will demonstrate the application of the supervisor’s role in contemporary 
human resources management, impacts of EEOC, writing job descriptions, recruitment, 
selection, conducting job interviews, orientation, developing policies/procedures, 
training, performance management, employee counseling/development, and effective 
use of compensation and benefit strategies.

humAn resources emPloyment lAw...applies the skills/tools necessary 
to effectively value and apply employees’ abilities and needs to organization goals.  
Learners will demonstrate the legal application of the HR role as it impacts EEOC, 
writing job descriptions, recruitment, selection, conducting job interviews, orientation, 
developing policies/procedures, training, performance management, employee 
counseling/development, and effective use of compensation and benefit strategies.

introduction to Psychology...introduces students to a survey of the 
multiple aspects of human behavior.  It involves a survey of the theoretical foundations 
of human functioning in such areas as learning, motivation, emotions, personality, 
deviance and pathology, physiological factors, and social influences.  It directs the 
student to an insightful understanding of the complexities of human relationships in 
personal, social, and vocational settings.  COREQUISITE:  10838105 Intro Reading 
and Study Skills or equivalent

orgAnizAtionAl heAlth And wellness...introduces the student to the 
concepts involved in organizational wellness programs and the impact from a financial 
and human asset standpoint.  Learners will research wellness programs, develop 
proposed systems for district-based organizations, and calculate projected cost savings 
from the implementation of these programs.  Insurance principles will also be examined 
by the learner.

PAyroll APPlicAtions...introduces students to federal and state payroll laws; 
calculations for gross and net income; prepare payroll deductions; and maintain payroll 
records.

recruitment & retention of emPloyees...applies and skills and tools 
necessary to hire and retain qualified employees.  Legal issues, testing, screening, 
interviewing, selecting and negotiating techniques will be demonstrated and assessed 
for each learner.

sAfety in the workPlAce...applies the skills and tools necessary to provide 
a safe and secure work environment.  Each learner will demonstrate the application 
of safety awareness, federal/state/local compliance, incident investigation and 
documentation, human relations techniques, safety orientation, inspections, and risk 
analysis, issues of workplace violence, substance abuse, and health hazards, first aid 
and CPR, fire and electrical safety, emergency preparedness, and liaison with external 
agencies.

suPervision...allows the learner to apply the skills and tools necessary to perform 
the functions of a frontline leader.  Students learn the application of strategies and 
transition to a contemporary supervisory role including day-to-day operations, 
controlling, staffing, leadership, problem-solving, team skills, motivation, and training.

trAining for orgAnizAtions...applies the skills and tools necessary to 
implement the training cycle of assessment, design, implementation and evaluation.  
Each learner will develop and present a complete training project based upon adult 
learning theory and instructional design techniques.

word 2013 - level 1…introduces the student to word processing features such as 
creating, saving, editing, formatting, and printing documents, creating basic diagrams, 
and applying these concepts to produce usable documents. This course is offered in a 
self-paced format.

written communicAtion ...teaches the writing process, which includes 
prewriting, drafting, revising, and editing.  Through a variety of writing assignments, the 
student will analyze audience and purpose, research and organize ideas, and format 
and design documents based on subject matter and content.  Keyboarding skills are 
required for this course.  It also develops critical reading and thinking skills through the 
analysis of a variety of written documents.  PREREQUISITE:  10831103 Intro to College 
Wrtg equivalent and COREQUISITE: 10838105 Intro Rdg & Study Skills or equivalent


