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What’s this session about?

• Training a new scheduler to perform confidently and proficiently in a flight 
department can be challenging since they may have very limited or no business 
aviation experience.  Once you’ve chosen the right individual for your scheduling 
department, how do you bridge the gap in perspective and knowledge to help 
ensure the scheduler’s success within your organization?  I will be providing you 
with the tools and the best practices to successfully onboard your next scheduler 
or licensed dispatcher

The Guide to Onboarding Schedulers
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A little bit about me…

• Employed in the aviation industry for over 20 years – FBO, Flight School, Part 135 
and 91 experience, aerospace manufacturing

• Private Pilot License with Instrument Rating

• Member of the Schedulers & Licensed Dispatchers Roundtable

• FACTS Trained (NBAA Scholarship Recipient)

• Currently employed by Harley-Davidson Motor Company based at General Mitchell 
International Airport located in Milwaukee, Wisconsin (KMKE).  Operate two, 
Bombardier Challenger 300’s; 1 scheduler/dispatcher; 6 pilots including a flying 
Director of Aviation & a Chief Pilot; 1 Chief of Maintenance, and 2 maintenance 
technicians.  We operate Part 91 and are ISBAO Stage III, Audit #3

Carrie Wicht – Corporate Flight Travel Coordinator / FAA 
Licensed Dispatcher
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A little bit about YOU…

• Part 91 Operator?

• Part 135 Operator?

• Part 121 Operator?

• Who is looking to hire a new scheduler or dispatcher to their department?

• Who is currently on-boarding a new scheduler/dispatcher?

• Do we have anyone here that is a new scheduler?  New to aviation?

Who do we have with us today?
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Recruiting the ‘RIGHT’ Scheduler/Dispatcher
The scheduler/dispatcher is the heart of your team!  

They are the ‘front door’ that can make or break your 
department!



6

What skills should you look for in a new 
scheduler/dispatcher?
• Customer service orientated

• Multi-task in a fast paced environment

• Team player & self motivated

• Attention to detail

• Problem solver / ability to think on their feet

• Communication skills (spoken & written)

• Corporate Confidentiality
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What are some other skills that you look for 
in a scheduler/dispatcher?
• What education might you look for?

• What about prior experience?  Similar jobs in the past?
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You found a new scheduler!

• On-boarding checklists
– Corporate Human Resources
– Flight Department 

What are the next steps?
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New Hire Checklist Example
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‘The Big Book’
Packed with info and a good resource for your 
new scheduler to have by their side
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‘The Big Book’

• Contact Phone Numbers/Email Addresses

• Home Base Airport Information - contact info, airport diagram, emergency 
information

• Corporate Information – contact info, annual event/flight information

• Flight Department Information – contact info, flow charts, 
‘cheat sheets’, aircraft information 

• Tools & Resources – websites, articles, aviation basics

• Anything you think would be a ‘life saver’

What can be included?
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Flight Department Information Within the 
‘Big Book’
What to include:
• Information about your home base airport (where are you located on the field)

• Organizational chart

• Easy access flow charts (adopted from FOM)

• Aircraft Information (aircraft type, call-out order, airport requirements, cabin 
configurations, passenger amenities, tail/call signs/serial numbers)

• Cheat Sheets (for example - international flights – what information is needed 
from passengers for flight, Passport/Visa Service contact information) 

• Procedure Checklists (how to schedule a trip, how to quote a trip) 
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Aviation Basics in the ‘Big Book’
New to the industry?
• Regulations

• Aircraft Types

• Acronyms

• Airport Identifiers & Aircraft Tail Numbers

• Zulu Clock

• Weather (METARS, TAFs, VFR, IFR)

• ICAO Alphabet

• Airport Information (Runway lengths, available approaches, etc.)
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Aviation Websites in the ‘Big Book’
Just a few of my favorites…
• Airport Information:  www.airnav.com

• Air Charter Guide:  www.aircharterguide.com

• Air Traffic Control System (delays):  www.fly.faa.gov/flyfaa/usmap.jsp

• FAA:  www.faa.gov

• Fuel Shopping:  www.jetfuelx.com

• NBAA:  www.nbaa.org

• Travelers Health – CDC:  www.cdc.gov/travel/index.htm

• US Customs:  www.cbp.gov



15

Alongside the ‘Big Book’
What else can you equip your new scheduler with?
• Flight Department FOM and SOP’s

• World Atlas / Maps

• Ac-U-Kwik

• Scheduling Program Manual (FOS, BART, etc.)

• Trade Publications

• Access to NBAA

• A dedicated workspace with all of the right office supplies

• …a positive and supportive environment!  This can be overwhelming!
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Ideas?
What else can you equip your new scheduler with?
• Anything else?  Any other ideas?

• Is there something you CAN’T work without?
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Learn Your Team
Building relationships within the flight department
• Job Shadow – have your new scheduler learn what everyone does and how the 

different departments work together. 
– Director of Aviation
– Chief Pilot
– Chief of Maintenance
– Pilots
– Maintenance Technicians
– Line Technicians

• After the new scheduler is settled in, have them return back to these departments 
to see if there is possibilities of continuous improvement
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The Corporate Team
Building relationships at corporate
• Most likely the new scheduler will also be working closely with the corporate 

office.  Introduce them to fellow co-workers at corporate they may be working 
with.  

– Executive Assistants
– Administrative Assistants
– Travel Department
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Outside Your Company & Flight Department
As a new scheduler, they will also need to build 
relationships with others they will be in contact with daily
• Take them to visit the following aviation partners:

– FBO’s – what exactly do they do?
– Airport Operations (Fire, Police)
– Caterers
– Ground Transportation Vendors
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Get Them Involved!
Our industry is such an exciting industry with great 
people!  Getting your new scheduler connected in the 
industry ASAP is crucial.  Builds excitement and a sense 
of community!
• Ways to get involved:

– NBAA – NBAA BACE, NBAA S&D, Regional NBAA Events
– Local/Regional S&D Groups
– Air Shows (EAA AirVenture, Fly-In’s)
– Aviation Safety Days
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Got Passion?
If you are enthusiastic, proud and passionate about your 
job and your role in this industry - this will rub off onto 
your new scheduler!



22

Questions?
Carrie Wicht

carrie.wicht@harley-davidson.com

Cell 414.581.8056




