
 

 

 

 

 

Student Name ________________________________________ ID#__________________________ FA student _____   VA student _____ 

Student Signature ___________________________________________________    Date _______________________ 

Advisor’s Name _________________________________________ Advisor’s Signature ___________________________________________ 

Is remediation required? _____ Yes   _____ No      TSIA scores: ________ Reading   ________Math ________ Writing   

Comments ________________________________________________________________________________________________________ 

TC Course 
TCCN 

Required Courses 
Title 

Credit 
Hours 

Semester 
Course 

Completed 
Grade Comments 

Certificate Courses – 42 Total Hours 
POFT 1127 Introduction to Keyboarding12 1    
POFT 1329 Beginning Keyboarding12 3    

HRPO 1280 Cooperative Education – Human Resources 
Management/Personnel Administration, General12 

2    

POFT 1309 Administrative Office Procedures I12 3    
POFT 1319 Records and Information Management I12 3    
POFT 1291 Special Topics in Business Communications12 2    
POFT 2203 Speed and Accuracy Building12 2    
POFT 2401 Intermediate Keyboarding12 4    
POFT 1325 Business Math Using Technology12 3    
POFT 1321 Business Math12 3    
LEAD 1100 Workforce Development with Critical Thinking12 1    
POFT 2333 Advanced Keyboarding12 3    
POFI 1349 Spreadsheets12 3    

POFT 1492 Special Topics in Administrative 
Assistant/Secretarial Science, General12 

4    

HRPO 2288 Internship – Human Resources 
Management/Personnel Administration, General12 

2    

POFT 2387 Internship – Administrative Assistant and 
Secretarial Science, General 12 

3    
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