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An overview

of what you can expect from this program

Build confidence and gain credibility in your role

] H

Stop feeling like an imposter and start feeling like an HR

operations pro! Whether you’re new to HR or looking to build
confidence in your daily work, the HR Coordinator Certificate

Program gives you the core HR Coordinator skills to perform

O

with confidence, gain credibility, and become the reliable

professional your team can count on.

You’ll learn how to run HR processes across the employee

lifecycle, manage policies, prioritize work effectively, and

o K

communicate clearly — even in high-stakes or sensitive

situations. You’ll develop the soft skills and judgment needed

to navigate real challenges, build relationships, and take

>

ownership in your role. Get noticed for your impact and take

the next step in your HR career! XX

Type

Language

Duration

Access

Structure

Testing

Online self-paced learning

English (including subtitles)

35 hours

12 months

7 courses + capstone project / 21 modules

Quizzes, assignments, capstone project

Digital certificate upon completion (including LI token)

Reading materials & bonus content

60-day money back guarantee



Learn in-demand skills

And take your current role to the next level

Learning objectives
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Employee Lifecycle

Master HR fundamentals across the entire employee lifecycle,

from onboarding to offboarding.

HR Policies

Learn to craft, implement, and maintain HR policies that

support business needs and reduce risk.

HR Project Management

Gain HR project management skills to manage competing

demands while delivering impact.

Communication Skills

Develop confident communication skills to represent HR

effectively and build trust with stakeholders

The perfect fit for

This online training is ideal for early-career
professionals in HR operations. Whether you’ve just
landed your first HR job or are just starting out in HR
operations, this program gives you the foundation to
stand out and accelerate your career with confidence.
You will learn to run HR operations smoothly, manage
your time effectively, communicate with clarity, and

become a highly valued contributor.




Curriculum structure

Practical. Comprehensive. Game changing.

4 MODULES ® 3 MODULES

Mastering Business Strategy Business-Driven HR Operating Models
3 MODULES ® 2 MODULES

1 MODULE

HR Consulting Toolkit

3 MODULE
Demonstrating HR Value Through

Metrics and Analytics

O




A detailed look

at the curriculum and modules

4 MODULES

Mastering Business Strategy

Success in HR operations demands a solid foundation in HR e HR as a Driver of Business Strategy
fundamentals. Build the confidence to take decisive, independent e Understanding and Shaping Business Strategy
action in handling key HR administration responsibilities. This course

e Executing Strategy for Lasting Impact

helps you gain essential knowledge and build the skills needed to . &Y &1mp

consistently deliver exceptional results with a growth mindset. XX e Influencing without Authority



1 MODULE

Leading Strategic Transformation

A deep understanding of the employee lifecycle is essential to running
effective, high-impact HR operations. In this online course, you will learn
how HR engages with people across the seven stages of the employee
lifecycle, from recruitment and onboarding to performance and rewards.
You will also learn how to design and implement successful HR policies

for an HR playbook that influences success. XX

3 MODULES

Scenario Planning

Organizational Diagnosis

HR Strategy & SWOT Analysis

HR Strategic Readiness Diagnosis
Strategic HR Storytelling
Strategy Execution Progress

HR Strategy with Al

Demonstrating HR Value Through Metrics and Analytics

You've got the role. Now it’s time to feel in control! With this course,
you’ll get HR templates, guides, and checklists together with
step-by-step guidance that helps you move from “where do I begin?”
to “I've got this.” Designed to help you get started with any project —
from talent acquisition, onboarding, and employee relations — and

deliver consistent, impressive results. XX

e HR KPIs and OKRs for Measurable Impact
e Communicating Performance with HR Scorecards

e Creating a Data-Driven HR Culture



3 MODULES

Business-Driven HR Operating Models

HR Coordinators today are expected to navigate increasingly digital
workplaces. Through this course, you will learn how to apply different
thinking styles, identify key actions to achieve digital agility, and
master different methods to increase your digital savviness. You will
also learn how to use agile methodology to improve your HR function

through digital technology. XX

2 MODULES

Digital Change Management

HR projects drive business impact, and strong project management
makes it happen. This course helps you build the essential project
management skills to take ownership, drive results, and add real
business value. From project scoping to stakeholder management,
you’ll gain practical skills to excel in every phase of a project and gain

more credibility with stakeholders. XX

e Designing an Operating Model
e Key Factors to Consider

e Operating Models in Action

e Models for Digital Change

e Building Commitment to Change




1 MODULE

Capstone Project

With the capstone project, you’ll combine theory with practice to support a
fast-growing company as it scales its sales and support teams, introduces
tech-driven internal policies, and implements its first HR Information
System (HRIS). The goal is to build a modern HR foundation that drives
efficiency, compliance, and business growth. Successfully completing the
capstone not only brings you closer to certification — it also gives you the

confidence to apply your new skills with impact. XX
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Real-world projects

Develop practical skills through working on
real-world projects and studying dozens of

Inspiring case studies

Self-paced online learning

Learn anywhere, anytime, and at your own pace
with our fully online training programs. Including

a smartphone app.

Practitioner community & coach

Collaborate with HR professionals from around
the world or contact your personal coach if you

need any assistance or input.
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AIHR is an approved provider with the HR Certification Institute (HRCI®), a pre-approved
provider with the Human Resources Professional Association (HRPA), and recognized by

the Society for Human Resource Management (SHRM)



Get a sheak peek

of lessons and course materials

Data Triangulation

Balancing Multiple Tasks A Courageous HR Metrics Glossary

Conversation

a n d R eq u ests As a data-driven HR professional, you want to validate your data through triangulation before

- N > planning a meeting with Tonya. In addition to a conversation with Debra, you also had meetings with
20% COMPLETE

Rick and Elisa, the other functional managers, to see whether they share Debra's concerns. You're
sitting on your desk reading through your notes of the meetings.

= 1.Introduction
. Click on the tabs below to see what each manager shared with you. This resource serves as a guide for some of the most relevant HR metrics. You will be
'-;;‘;g';TT ::? ""NP:TRlTJ::;NB;” - : i AL introduced to six key HR areas and their respective metrics and learn what each measures.

s » . B % a 3 = 3. Preparing for Your
Requires immediate Are priorities, but don’t have v Conversation

attention; needs to be to happen immediately; can

handled right away be scheduled ; . g 4 = 4. Having the Conversation (@ R E C R U I T M E N T A N D TA L E N T

. : = 5.Summary "Tonya has always been a great leader. However, lately, she is not as approachable as I am used
URGENT BUT NOT IMPORTANT to anymore. She reschedules our meetings quite often, and also at the last minute, and her
NOT IMPORTANT AND NOT URGENT = response time has increased, and I feel like she's been all over the place. There was also a
Can be batchedor " 2 :ivtuatlon V\i:?re tsrl;\etapzrodache'd (:Jne of.:)ur :;\;counF e):ec‘l::]ive:‘d:ectlilto l;":fk o:‘f a p\i;:‘eit with'
delegated: g’oup !aSkS im, some |ng. .a endes UP 0 be qu\ e a» ig project with a high workload for him. al %Jpse
b cimil v me most about it is that she did not align with me, but took a shortcut. The fact that she skipped
with similar ones s
me really messed up my planning. Also, it's something she never did before..." Candidate acceptance rate Internal m°bll|ty

This metric indicates how many candidates offered a This metric measures how many vacancies were filled
position in your organization accept the offer. by internal talent over a designated period of time.

In this section, you will find a few of the most common recruitment efficiency metrics.

Engaging video lessons Interactive activities Downloadable templates

Learn at your own pace with Turn your new knowledge into Save time and effort with a library of
bite-sized, pre-recorded lessons by practical skills with a range of grab-and-go templates, guides,

leading HR experts. practical activities. checklists, and more.

Watch preview lessons Do the activity Tour the library



https://www.aihr.com/demo-portal/preview-lessons/
https://www.aihr.com/demo-portal/preview-lessons/
https://www.aihr.com/demo-portal/resource-library/

Grow your skill set

Enroll today

CU CU C U CU

-

Go to www.AIHR.com

Select your program and click the Enroll button

Fill out your (company) billing address and payment details

Create your student account

Happy learning!

CERTIFICATE OF COMPLETION

ACADEMY TO INNOVATE HR

John Doe

Meets the requirements to have the designation

Certified HR Coordinator
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Erik van Vulpen
"\‘ Dean of the Academy to Innovate HR

Eligible for (re)certification credits with:

vvvvvvv

Date issued: June 4, 2025
ID: AIHR-14ucajp1v5

Customers give us an average rating of 8.9 out of 10.

AIHR is the place to learn the skills you need to advance
your career and remain relevant in the ever-changing
digital human resources landscape. We offer the most
comprehensive curriculum of HR courses and
certifications available worldwide and are a proud

supplier of over 175 Fortune Global 500 companies.

ACADEMY TO
INNOVATE HR



