Job Description — Jet Advisors

Job Title: Aircraft Database Survey Researcher
Position: Intern
Summary:

Collect responses and follow up with Pilots, Mechanics and Aircraft Owners to verify information
on Aircraft satisfaction.

Essential Duties and Responsibilities:
Include the following. Other duties may be assigned by company President Kevin O’Leary.

e Collects and coordinates data for Aircraft satisfaction.

e Calls Pilots, Mechanics and Aircraft Owners in designated area to obtain information on
recent transactions, aircraft issues etc.

¢ Review all data that has been obtained for accuracy.

¢ Follows up with Pilot, Mechanics and Aircraft Owners to assure satisfaction, respond to
gueries, and solicit further information.

e Prepares report on activities as needed.

Competencies:
To perform the job successfully, an individual should demonstrate the following competencies:

Problem Solving - Identifies and resolves problems in a timely manner; Gathers and
analyzes information skillfully; Develops solutions; Works well in group problem solving
situations;

Technical Skills - Assesses own strengths and weaknesses; Pursues training and
development opportunities; Strives to continuously build knowledge and skills; Shares
expertise with others.

Customer Service - Responds promptly to customer needs; Solicits customer feedback
to improve service; Responds to requests for service and assistance; Meets
commitments.

Interpersonal - Focuses on solving issues: Maintains confidentiality; Listens to others
without interrupting; Remains open to others' ideas and tries new things.

Communication - Writes clearly and informatively; Edits work for spelling and grammar;
Presents numerical data effectively; Able to read and interpret written information;
Speaks clearly and persuasively in positive or negative situations; Participates in
meetings.

Quality Management - Looks for ways to improve and promote quality; Demonstrates
accuracy and thoroughness.
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Business Acumen - Understands business implications of decisions; Displays
orientation to profitability; Demonstrates knowledge of market and competition; Aligns
work with strategic goals.

Organizational Support - Follows policies and procedures; Completes administrative
tasks correctly and on time; Supports organization's goals and values;

Attendance/Punctuality - Is consistently at work and on time; Ensures work
responsibilities are covered when absent; Follows instructions, responds to management
direction; Takes responsibility for own actions; Completes tasks on time or notifies
appropriate person with an alternate plan.

Judgment - Displays willingness to make decisions; Exhibits sound and accurate
judgment; Supports and explains reasoning for decisions; Includes appropriate people in
decision-making process; Makes timely decisions.

Professionalism - Approaches others in a tactful manner; Accepts responsibility for own
actions; Follows through on commitments.

Quantity - Meets productivity standards; Completes work in timely manner; Strives to
increase productivity; Works quickly.

Safety and Security - Observes safety and security procedures; Determines
appropriate action beyond guidelines.

Qualifications:

To perform this job successfully, an individual must be able to perform each essential duty
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or
ability required. Reasonable accommodations may be made to enable individuals with
disabilities to perform the essential functions.

Education/Experience:
Currently enrolled in an Aviation related Program with three to six months related
experience and/or training; or equivalent combination of education and experience.

Language Ability:

Ability to read and interpret documents such as safety rules, operating and maintenance
instructions, and procedure manuals. Ability to write routine reports and
correspondence. Ability to speak effectively before groups of customers or employees
of organization.

Reasoning Ability:

Ability to apply common sense understanding to carry out instructions furnished in
written, oral, or diagram form. Ability to deal with problems involving several concrete
variables in standardized situations.

Computer Skills:
To perform this job successfully, an individual should have knowledge of Word
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Processing software; Spreadsheet software; Internet software and Customer Relational
Management Systems.

Certificates and Licenses:
No certifications needed

Supervisory Responsibilities:
This job has no supervisory responsibilities.

Work Environment:

The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions. The
noise level in the work environment is usually moderate.

Physical Demands:

The physical demands described here are representative of those that must be met by an
employee to successfully perform the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential
functions.

While performing the duties of this job, the employee is frequently required to sit and talk or
hear. The employee is occasionally required to stand; walk; use hands to finger, handle, or feel
and reach with hands and arms.
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