BELL AEROSPACE SERVICES INC.

,- licopl‘ef

Personnel Requisition

Req. Number

Please forward to Human Resources Department

Date: 13 November 2007
Requesting Manager: Kim Durden

Section I. Service(s) Needed

(Assigned by HR Dept)

2007-1D-035

X  Advertising

X  Post Offer Drug Screen

X  Background and Reference Checks

[ Wage and Salary Survey

X Interviewing

X Pre-employment Testing

Section ll. Position Information

Job Title: HR Specialist — Training
No. of Positions: 1
Date needed by: ASAP

Yes

H

New Position:

Replacement for:
Salary Range: $11.90/hr
Location: Ozark, Alabama
Hours: 1st’ Shift

No

Overtime required:

How much? Minimal

Yrs. of experience réquired: 2-5 years Training/HR Experience

Educational level required: Bachelors Degree or PHR Certification Preferred .

Work independently: - No
Level of supervision: None
Supérvfse otheré: No

Reporting Manger:©  Kim Durden
(PMP and Org Chart) :
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LY, leticopter

BELL AEROSPACE SERVICES INC.

Relocation package available: Yes

Bonus Category: IC: PP: IN/AI:

Section V. Advertisemént Information (if known)
USH Web Site |
BellAero Web Site
Newspaper: (please specify)

Other:

‘ Forward Ad Responses to:  US Helicopter

P.O. Box 1088
Ozark, AL 36360

Section VI. Job Description (complete below or attach separate sheet)

Maintain all company training records (with the exception of flight recorde), ensure new hire and annual train_ing
requirement are met for all hourly and salaried employees according to schedule.

Develops and conducts training programs for hourly and salaried employees . Confers with management to gain
knowledge of work situation requiring training for employees to better understand changes in policies, procedures
and regulations. Formulates teaching outline and determines instructional methods, utilizing knowledge of
specified tfraining needs and effectiveness of such methods as individual training, group instruction, lectures,
demonstrations, conferences, meetings, and workshops. Selects or develops teaching aids, such as training

~ handbooks, demonstration models, multimedia visual aids, computer tutorials, and reference works.

Conducts training sessions covering specified areas such as those concerned with new employee orientation, use

of computers and software, health -and safety practices, leadership development, human relations skills,

interpersonal communication skills and aircraft technical training to improve work performance and comply with
training requirements. Maintain company bulletin boards to ensure compliance with all requirements.

Coordinate with managers, supervisors and foreman to determlne training requirements and to evaluate tralnlng
ef‘fectlveness

Responsible for the coordination of the company apprenticeship program ensuring that all requirements are met
to include testing of trainees to measure progress and to evaluate effectiveness of training.

As a member of the HR team must be able to become familiar with company policies, procedures and employee
benefits to provide advice and counsel to employees as required. ’

Responsible for the company worker compensation program ensure tlmely reportrng of i lnjurles coordination of
monthly, quarterly and annual reportlng requirements.

May‘write em ployee newsletter

Assumes full responsibility against divulging material or pertinent lnformatron relating to individual employees or

matters, security, or company and departmental policy.
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APPROVAL PAGE

- ATTACH TO PERSONNEL REQUISITION FORM

POSITION:  HR Specialist Training SALARY: Specialist range

Personnel: Pay:
Direct o Straight time’
Indirect X Time & ahalf X
Performance Pay
Incentive Pay
Cost Pool
G&P X
Manufacturing

Material & Purchasing

Exempt X
Exempt w/Straight time > 40
Non-exempt w/Time & a half

Budget: Signature Authority:
Approved Yes
Not Approved No
Originator -Date
Human Resources Approval Date
Company Approval
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