
Responsibilities: Why Custom?

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

Prov ide  input  and support  to  the  human resources  department  in  meet ing  the  genera l  operat ions  and

goals  of  the  department  and ass i s t ing  in  the  day-to-day  funct ions ,  inc lud ing  responding  to  interna l  and

externa l  HR-re lated  inqui r ies  or  requests .  

Prepare  and mainta in  personnel  records  and ass i s t  the  payro l l  department  by  prov id ing  re levant  employee

informat ion  (e .g .  new h i res ,  terminat ions ,  leaves  of  absence,  pay  ad justments ,  etc . ) .

Mainta in  current  knowledge of  employment  equi ty ,  human r ights  and Canada Labour  Code gu ide l ines  and

laws.

Ass i s t  the  HR department  wi th  a  var iety  of  i ssues ,  such  as :  leg is lat ive  requi rements ,  spec ia l  ass ignments ,

t ra in ing ,  procedures ,  research,  etc .

Adv ise  and ass i s t  management  on  interpretat ion  and admin is t rat ion  of  personnel  po l i c ies  and programs.

Mainta in  accurate  records  and compi le  s tat i s t i ca l  reports  re lat ing  to  personnel  data  ( i .e .  h i res ,  t ransfers ,

vacancy  rates ,  etc . ) ,  and  mainta in  recru i t ing  t rack ing  database.

Prov ide  genera l  in format ion  and ass i s tance  interna l ly  and externa l ly  over  the  phone,  e lectronica l ly  and in

person.

Prov ide  recommendat ions  for ,  or  rev is ions  to ,  po l i c ies  and processes ,  prov id ing  ass i s tance  where

required.

Support  the  recru i tment/h i r ing  process  by  post ing  ads ,  sourc ing  candidates ,  conduct ing  interv iews,

check ing  references  and i ssu ing  employment  contracts ,  etc .

Conduct  regular  fo l low-up with  managers  to  determine  the  ef fect iveness  of  recru i t ing  p lans  and

implementat ion.

P lan,  organize  and at tend recru i tment  fa i rs  as  requested.

Prov ide  se lected  candidates  wi th  condi t iona l  o f fer  of  employment  (verba l  and wr i t ten) ,  conf i rm

employment  and schedule  or ientat ion.

Prepare  and compi le  admin is t rat ive  documents  requi red,  before  the  scheduled  new employee or ientat ion

and t ra in ing .  

Support  and part ic ipate  in  employee performance,  d i sc ip l inary  act ions ,  and terminat ions  of  employment ,

where  requi red.

Ass i s t  wi th  creat ing  and mainta in ing  job  descr ipt ions .

Prov ide  research  as  requested.

May perform other  dut ies  and pro jects  as  ass igned.

JOB POSTING
Human Resources Coordinator

We are  look ing  for  a  Human Resources  Coord inator  to  jo in  our  team.  Custom Hel icopters  L td .  prov ides

hel icopter  support  to  c l ients  for  var ious  appl icat ions ,  whi le  prov id ing  h igh-qual i ty  serv ices  wi th  a

commitment  to  safety ,  qua l i ty ,  and va lue.

Report ing  to  the  HR Leadersh ip ,  the  Human Resources  Coord inator  per forms a  range  of  dut ies  support ing  the

Human Resources  Department  by  prov id ing  best  pract ices  and human resources  so lut ions  that  support  the

bus iness  and var ious  departments  wi th in  the  company.  Dut ies  inc lude  funct ions  such  as ,  but  not  l imi ted  to

recru i tment ,  po l i c ies  and procedures ,  or ientat ion  and t ra in ing ,  employee re lat ions ,  regu latory  compl iance,

admin is t rat ive  dut ies ,  recordkeeping  and other  HR programs.  

Safety. Quality. Value

At  Custom Hel icopters ,  we are

committed  to  foster ing  a  d iverse ,

equi tab le ,  and inc lus ive  workplace

where  everyone fee ls  va lued and

respected.  We be l ieve  that  a  var iety  of

perspect ives  and backgrounds

strengthen our  team and contr ibute  to

our  success .  We welcome appl icat ions

from a l l  qua l i f ied  candidates ,

regard less  of  the i r  background.

Dip loma or  Degree  in  Human Resources  Management ,  or  equiva lent  exper ience.

Work ing  towards  CPHR des ignat ion  i s  cons idered an  asset .

A  min imum of  two (2)  years  of  exper ience  as  a  Human Resources  Coord inator .  Other  progress ive  ro les  may  be

cons idered.

Exce l lent  inter -personal  re lat ion  sk i l l s ,  in  order  to  work  ef fect ive ly  wi th  var ious  locat ions ,  managers ,

candidate  personal i t ies ,  etc .

Innovat ive  th inker ,  wi th  exce l lent  communicat ions  sk i l l s .

H igh ly  organized  and deta i l -or iented,  whi le  us ing  ef fect ive  t ime management  sk i l l s .

Ab le  to  bu i ld  and mainta in  last ing  re lat ionsh ips  wi th  key  bus iness  partners  and employees .

High ly  f lex ib le  wi th  the  ab i l i ty  to  respond quick ly  in  a  dynamic  and changing  env i ronment .

Se l f - s tarter  wi th  the  ab i l i ty  to  take  in i t iat ive  and work  wel l  ind iv idua l ly  and as  part  of  a  team.

Prof ic ient  in  MS Off ice  and payro l l /HRIS  sof tware  programs.

Safety. Quality. Value

Application Deadline:  January 20,  2026

Custom Hel icopters  promotes  a

h igh ly  sk i l led  workforce  bu i l t  on

mutual  respect ,  support ing  personal

and profess iona l  growth.  We of fer :

Compet i t ive  Compensat ion

Ful l  benef i ts

Pens ion  p lan

Employee share  purchase  p lan  

Qualifications:


