
Responsibilities:
Why Custom?

https://www.customheli .com/careers/

Custom Helicopters promotes a
highly ski l led workforce bui lt  on
mutual  respect ,  supporting
personal  and professional  growth.
We offer :

Competit ive Compensation
Full  benefits
Pension plan
Employee share purchase plan 

The duties and responsibi l i t ies of  the Executive Assistant wil l  vary in type and scope,
depending on the Senior Leadership Team’s needs and requirements.  Key responsibi l i t ies
include:

Supporting the President and Senior Leadership with dai ly  needs and providing various
administrative and off ice tasks.
Provide comprehensive administrative support to the SLT through management of  work
schedules and calendars ,  including booking/rescheduling appointments,  travel
arrangements and providing dai ly  brief ings.
Scheduling and coordinating meetings;  creating agendas,  and documenting and tracking
action items.
Prepare and edit  correspondence,  reports ,  documents and presentations for  President and
SLT
Coordinating logist ics of  executive team programs,  including meetings,  seminars ,
workshops,  special  projects ,  company events,  and social  functions.
Completing f inancial  and IT reports ,  manage accounts and conduct approvals on behalf  of
the executive.
Manage special  projects and init iat ives as assigned by the Senior Leadership Team
Managing incoming and outgoing communications,  including emails ,  phone cal ls ,  and
correspondence.  Maintain and organize f i les ,  records,  and documentation
Presenting a posit ive and professional  image of  the executive off ice to al l  v is itors ,  suppliers ,
inquir ies ,  and other persons.
Handle confidential  information with the utmost discretion and professional ism 
Performing other duties as assigned

JOB POSTING
Executive Assistant

We are looking for an Executive Assistant to join our team. Custom Helicopters Ltd.  provides
hel icopter support to cl ients for  various applications,  while providing high-qual ity services with
a commitment to safety ,  qual ity ,  and value.

Reporting directly to the President & CEO, the Executive Assistant is  responsible for  a broad
range of  administrative duties in support of  the Senior Leadership Team (SLT)  and the
organization.  This role includes managing dai ly  activit ies ,  enhancing the eff ic iency of  the
leadership team, and proactively supporting overal l  effectiveness of  the company’s  leadership
effectiveness.  The Executive Assistant wil l  handle various administrative tasks,  while
maintaining confidential ity and interacting professional ly  with employees,  management,  and
external  stakeholders .

Safety. Quality. Value

At Custom Helicopters ,  we are
committed to fostering a diverse,
equitable,  and inclusive workplace
where everyone feels  valued and
respected.  We bel ieve that a
variety of  perspectives and
backgrounds strengthen our team
and contribute to our success.  We
welcome applications from al l
qual i f ied candidates,  regardless of
their  background.

Post-secondary education in business administration,  or  another related f ield is  preferred,
with two (2)  years of  C-suite related experience preferred.  A combination of  education and
experience may be considered.
Proficient computer abi l it ies ,  including Microsoft  Off ice (Word,  PowerPoint ,  Excel ,  and
Outlook) ,  and other mobile technologies.
Excel lent communication and interpersonal  ski l ls  with the confidence to inf luence internal
and external  stakeholders .
Proven planning,  organizational ,  and t ime management ski l ls ,  with the abi l ity  to multitask.
Abi l ity  to conduct research and create reports or  presentations.
Self-starter with exceptional  attention to detai l  and strong knowledge of  off ice procedures
and practices.
Ski l led in handling sensit ive information with discretion.
Quick learner with the abi l ity  to work in a fast-paced environment,  remaining resourceful
and f lexible.
A val id Driver ’s  License is  required.

Safety. Quality. Value

Application Deadline:  February 4,  2025

Qualifications:

https://www.customheli.com/careers/

