
Responsibilities: Why Custom?

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

Prov ide  overs ight  of  Qual i f i cat ion  currency  for  a l l  AME’s ,  P i lots ,  and Tra in ing  P i lots

Admin is t rat ion  and qua l i ty  checks  of  a l l  t ra in ing  records  and documents

Coord inate  t ra in ing  wi th  th i rd  party  prov iders  (TDG,  F i rs t  A id ,  Fork l i f t ,  and  MEWP)

Management  of  documents  sent  to  t ra in ing@customhel i . com and mainta in  the  t i cket ing  system to  ensure

requests  are  managed in  a  t imely  manner

Produce  reports  wi th  spec i f ied  in format ion  for  Maintenance  audi ts ,  rev iews,  and F l ight  Operat ions

Prov ide  month ly  s tatus  reports/meet ings  for  department  heads  to  rev iew tra in ing  coming  due

Organize/Schedule  type  t ra in ing  and update/addi t iona l  t ra in ing  (e .g .  CRM)  as  requi red

Book ACP course

L ia i se  wi th  PAL  course  deve lopment  group on  Art icu late  360,  Mx course  deve lopers ,  and FO course

developers

Ass is t  wi th  course  deve lopment  (course  rev iew,  cert i f i cate ,  and qua l i f i cat ion  admin)

Ass i s t  wi th  t ra in ing  forecast ing  for  recurrent  p i lot  groups

Manage new h i re  accounts ,  prov ide  t ra in ing  overv iew on or ientat ion  day ,  and estab l i sh  and communicate

tra in ing  p lan  

Qual i f i cat ions  & Cert i f i cate  admin is t rat ion:  monitor  and ad just  to  a l ign  wi th  regulatory  & company

requirements  as  wel l  as  Job  Roles

Managing  ro les  and qua l i f i cat ions  in  Pe lesys  to  ensure  everyth ing  i s  correct  (e .g . ,  new h i res ,  ro le  changes)

Standard iz ing  Pe lesys  courses  to  ensure  cons is tency  and regular  updates  to  content

Support  esca lat ion  process  for  exp i red  t ra in ing

Prov ide  gu idance  to  department  heads/content  creators  to  improve  t ra in ing  qua l i ty/user  exper ience

Support  Exam rev iew Pol icy  & Procedure  for  the  organizat ion

Development  of  procedures  for  the  t ra in ing  department  ( inc lud ing  qua l i f i cat ion  s t ructure  to  avo id

errors/confus ion)

May perform other  dut ies  as  ass igned

JOB POSTING
Training Coordinator

We are  look ing  for  a  Tra in ing  Coord inator  to  jo in  our  team.  Custom Hel icopters  L td .  prov ides  he l i copter

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  Manager  of  Operat ions ,  the  Tra in ing  Coord inator  i s  respons ib le  for  coord inat ing  and

mainta in ing  a l l  aspects  of  company t ra in ing  and qua l i f i cat ions ,  ensur ing  records ,  systems,  and regulatory

requirements  remain  accurate  and up  to  date .  The  Tra in ing  Coord inator  supports  departments  by  organiz ing

tra in ing  act iv i t ies ,  mainta in ing  Pe lesys  and documentat ion  s tandards ,  and he lp ing  improve  t ra in ing  processes

across  the  organizat ion.

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.

Post -secondary  cert i f i cate ,  d ip loma or  degree  in  Human Resources  or  Adul t  Educat ion.  

Min imum two (2)  years  of  exper ience  in  a  t ra in ing  and deve lopment  focused ro le .  Exper ience  in  the  Av iat ion

industry  i s  cons idered an  asset .

Abi l i ty  to  deve lop  and implement  successfu l  and ef fect ive  t ra in ing  and deve lopment  programs and act iv i t ies .

E f fect ive  communicat ion  sk i l l s  wi th  ind iv idua ls  at  a l l  leve ls  of  the  organizat ion.

Exce l lent  inter -personal  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 .

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

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

S t rong  problem ident i f i cat ion  and problem reso lut ion  sk i l l s .

H igh 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  computer  ab i l i t ies ;  inc lud ing  Microsoft  Of f i ce  (Word,  PowerPoint ,  Exce l ,  and  Out look) ,

t ra in ing/HRIS  systems,  and other  mobi le  technolog ies .

Safety. Quality. Value

Application Deadline:  February 27,  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:
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