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STATE OF MONTANA 
JOB DESCRIPTION 
Montana state government is an equal opportunity employer.  The State shall, upon request, provide reasonable 

accommodations to otherwise qualified individuals with disabilities. 

 

Job Title: Safety, Education & Registration Section Supervisor    

Position Number: 04002                  Location: Helena    

Department: Transportation            

Division and Bureau: Statewide Planning & Modal Operations / Aeronautics Program                 

Section and Unit: Safety, Education & Registration Section 

 

Job Overview:   

This position administers and oversees various aviation education programs and policies. Ensures 

programs and services comply with quality, safety, efficiency, and consistency with state and 

federal standards and requirements. Responsible for developing, fostering and promoting aviation 

safety and educational training programs for pilots throughout the state. Provide program 

management for aerial search and rescue; develop and implement multiple aviation related training 

and clinics, as well as coordination of a vast volunteer network of pilots, district coordinators and 

observers throughout the state.   

This position reports to the Aeronautics Program Manager and supervises 3 employees. Statewide 

travel is required in state aircraft to perform these duties. This position is on call for search and 

rescue (SAR) duty on a recurring basis and as needed. 

 

Essential Functions (Major Duties or Responsibilities): 

Program Development and Administration 50% 

• Develops, coordinates, and administers various aviation related training. Programs may 

include Search and Rescue (SAR), Mountain Pilot Search Clinic, Winter Survival, Teachers 

Workshop, Art Contest, Aircraft and Pilot registration, Flight Instructor Refresher Clinic, and 

Drone Management.   
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• Responsible for coordination with a variety of aviation contacts and entities for the purpose 

of conducting liaison activities, research of latest technology and techniques, contract 

negotiation and quality assurance.  

• Ensures all training programs and procedures meet the requirements of the Office of Public 

Instruction to receive accreditation approval and the Federal Aviation Administration 

regulations.  

• Maintain compliance with all contract standards and negotiate contract agreements.  

• Organizes training to the latest industry standards for both air and ground student 

curriculums. Monitor and manage all income and expenditures related to each program.  

• Manage, train and provide leadership for the Search and Rescue (SAR) program for activated 

ELTs and missing aircraft. 

• Manages and directs the ongoing implementation of the Montana aircraft registration 

statutes and pilot registration statutes. 

• Coordinate with the Public Information Officer (PIO) when working with media sources 

during an aircraft search and at other events, clinics, and training.  

• Ensure the aircraft insurance policy is in line with fleet standards (legal content, workers’ 

compensation insurance and other state requirements).  

• Prepare legislative testimony, track legislation, prepare fiscal notes in support of legislative 

process. 

• Responsible for ensuring the annual aviation conference is planned and supported. Ensure 

the staff planning the conference has the resources and support needed.  

• Responsible for the management of the Aeronautics newsletter that is sent regularly to the 

aviation community. Writes content for the article and works with all Aeronautics staff to 

contribute to the newsletter.  

Aircraft & Pilot Registration 15% 

• Responsible for the oversight of the registration programs. Ensures the accountability of the 

annual collections of funds.  

• Responds to questions about the registration programs by utilizing knowledge of the related 

laws and regulations.  

• Responds and resolves complex situations and complaints.  

• Reviews program recommendations for improvement. Works with management to approve 

recommendations and implement changes.  

Staff Supervision 20% 

• Establish and assign work plans, priorities, and procedures. Monitors progress and conduct 

performance reviews. 

• Establish objective, measurable, and observable performance standards for section staff. 

Monitors and manages the performance of all positions directly supervised and complete 
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performance appraisals. Implement and monitor corrective actions including discipline and 

recommendations for termination.  

• Ensure staff comply with State and department personnel rules, regulations, and policies. 

• Resolve staff grievances at the lowest level possible. 

• Coordinate or provide training for subordinates by assessing staff input and interests, 

professional development needs and budget limitations, developing or arranging training to 

meet those needs. Ensure the efficient implementation of training programs. Assess the 

effectiveness of training activities and modify programs as appropriate. 

Other Duties   5% 

Perform a variety of other duties and activities assigned by the Program Manager and Operations 

Manager in support of the Department mission and objectives. This includes writing aviation-

related articles, on call search and rescue 24 hours a day on a recurring basis and as needed, and 

performing a variety of other duties as assigned.  

 

Supervision 

The number of employees supervised is: 3 and approximately 300 statewide volunteer pilots and 

coordinators 

The position number for each supervised employee is: 04019, 04018, 04007 

 

Physical and Environmental Demands:  

• Moderate lifting up to 50 lbs.  

• The ability to pilot self in high performance, single engine aircraft in and out of remote, 

challenging, unpaved, primitive, high elevation airports in a diverse range of weather 

conditions.   

• Must have the ability to travel, this may be in one of the state airplanes. 

• Must be able to communicate effectively with family members, friends and the media in the 

event of an aircraft accident. 

 
Knowledge, Skills and Abilities (Behaviors):  

• Must have extensive knowledge of state and federal regulations regarding aviation and 

aeronautics. Knowledge of FAA advisory circular regulations and FAA parts 61, 91, 119, 135, 

and 141 when interpreting program requirements of state, federal, national and industry 

guidelines.   
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• Knowledge of general aviation aircraft and operating considerations; flight principles 

associated with mountain environments and aviation weather; weight, balance and 

performance limitations of aircraft.  

• Expert knowledge on search and rescue (SAR) management skills including strategy and 

tactics and using the correct application of resources and planning and management.  

• Knowledge of adult educational and training methods. 

• Expert knowledge of mountain flying, flight and ground training. 

• Knowledge of contract administration; applicable state and federal standards; technical and 

legal documentation standards; principles of negotiation and conflict management; and 

requires knowledge of program development, management, and budgeting methods.  

• General knowledge of public relations and media in order to handle sensitive news related 

items and discern what information is appropriate to disseminate to media and public. 

• Skill to make critical decisions under sometimes stressful circumstances during mountain 

flights, inclement mountain weather, air searches, mountain navigation and search strategies 

and with outside pressure. 

• Skill with public speaking and presentations.   

• Effective communication skills, relationship building with federal, state and local agencies, 

contractors, consultants, industry representatives as well as public contacts.   

• Skilled in the syllabus and content format of instruction.  

• Judgment to discern what news related information is acceptable for release to news outlets 

and/or media.   

 

Minimum Qualifications (Education and Experience): 

The required knowledge and skills are typically acquired through a combination of education and 

experience equivalent to Bachelor’s Degree Aeronautical Science, Professional flight, Business, 

Education or a related field.  

This position requires a minimum of 3 years of related experience.  

This position requires a minimum of 1 year of supervision or team lead experience.    

Certifications, licensure, or other required credentials:  
• FAA Private Pilot’s License with Instrument Rating 
• Current first class, second class, or third class FAA Medical Certificate 
• Ability to pass an annual flight review 
• 750 hours PIC (500 hours must be airplane, single engine land (piston)) (Preferred) 

 
Alternative qualifications include: Any combination of additional related work experience and 

education equivalent to the minimum qualifications. There is no substitute for the required aviation 

certifications. 
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Special Requirements: 

 Fingerprint check 

 Background check 

none Union Code 

 Valid driver’s license 

 Other; certifications listed above 

      Safety Responsibilities 

The specific statements shown in each section of this description are not intended to be all inclusive.  

They represent typical elements and criteria considered necessary to perform the job successfully.   

Signatures 

My signature below indicates the statements in the job description are accurate and complete. 

                         

 Immediate Supervisor  Title     Date 

                         

Administrative Review Title     Date 

My signature below indicates that I have read this job description. 

                         

Employee    Title     Date 
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Human Resources Review 

 Job Code Title: Program Supervisor Job Code Number: B1J01M             

 

My signature below indicates that Human Resources has reviewed this job description for 

completeness and has made the following determinations: 

 FLSA Exempt        FLSA Non-Exempt 

 Telework Available        Telework Not Available 

 Classification Complete      Organizational Chart attached 

 

Human Resources: 

 

                         

Signature   Title     Date 

 

 

 

 

 

 

 

 

 

 

 

 

 

  


