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CIVIL AVIATION AUTHORITY OF THE 
CAYMAN ISLANDS 

 
  

JOB DESCRIPTION 

 
Company:   Civil Aviation Authority of the Cayman Islands 
 
Location:    Grand Cayman Islands  
 
Department:   Finance and Compliance  
 
Position:                 Accounts Officer 
 

Level:   GRADE - L 
 
Job Status:  Full Time 
 
Reports to:  Director of Finance and Compliance 
 

  

Job Summary 
   
To assist in the provision of financial and accounting services to the Authority 
 

Job Requirements 
 

• A minimum of an Associate’s Degree (or equivalent education) in a business related subject, accountancy 
preferred,  and at least 3 years’ experience in accounting/bookkeeping. 
 

• Working knowledge of bookkeeping and accounting functions and significant experience in QuickBooks 
accounting software program and Microsoft applications in particular with creation of Excel spreadsheets. 

 

• Must be able to work under time pressure to achieve established deadlines and be driven to continually 
improve productivity and performance. 

 

• Must be able to maintain a professional relationship with vendors, clients and coworkers and ensure 
confidentiality of entrusted sensitive information.  

 

• Should be highly organized and self-motivated with excellent multi-tasking skills. 
 

• Must be able to work independently in a team atmosphere and be cognizant of the importance of this role 
within the team. 

 
Main Job Responsibilities  
 
The postholder is an integral member of the Finance and Compliance Department and is expected to support the 
Accounts Supervisor in all accounting, financial and compliance functions in processing and producing accurate and 
timely information and adhere to strict deadlines. 
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1. Accounts Payable -  The employee is responsible for the payable function: to accurately analyse, record , 
have appropriately authorized and pay vendors’ and contractors’ bills on a timely basis  

2. Revenue -  The employee is responsible for preparation and recording of all Aircraft registry revenue 
invoices and customer payments through the accounting system  

3. Accounts Receivable -The employee is responsible for maintaining accurate and current customer  
accounts, initiating follow-up on outstanding receivables and providing accurate, timely and professional  
responses to customer queries and requests. 

4. Account Reconciliation – The employee is responsible for reconciling bank and other general ledger 
accounts on a monthly basis. 

 

 Organization Chart 
 
See Attached 
 

Background Information 
 
The Civil Aviation Authority of the Cayman Islands is an autonomous body, which operates under the ambit of 
Government and is overseen by a Board of Directors.  Air Transport is a key factor to the jurisdiction’s financial 
industry as an offshore financial centre and to the tourism industry. The provision of air transport by all carriers is 
subject to local and international regulations, standards and recommended practices to ensure a safe standard of 
operation.  The postholder is responsible for the accurate recording of revenue and expenses in a timely manner to 
support the fiscal sustainability of the Authority. 
 

Supervision of Others 
 
The post holder does not supervise any staff. 
 

Other Working Relationships 
 
Reports to the Accounts Supervisor and then to Director of Finance and Compliance 
Must be able to maintain a professional relationship with creditors, clients and any other stakeholder in the Authority’s 
financial information 
Assist Administration and Air Safety Regulation staff with operational duties when necessary. 
Part of a team within CAACI  

 

Decision Making Authority and Controls 
 
The post holder is expected to exercise good judgment where day-to-day decision-making is concerned, but should 
consult the Director of Finance and Compliance with any unusual problems or decisions. 

 
Working Conditions 
 
Working conditions are in accordance with the standards practices in effect at the Civil Aviation which is Monday to 
Friday from 8:30am to 5:00 pm.     Flexibility and being able to work outside normal working hours may be needed 
from time to time. 
 

Job Specifications 
 
Level Five (Value Added) 

1. As requested assist in implementing change in any area of the organization resulting in measurable 
increased client satisfaction productivity or reduced cost.. 
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2. Suggest new ways to measurably increase efficiency, improve employee performance or internal control 
whilst maintaining compliance with all legal requirements and organizational guidelines. Employee must 
document the procedure suggested while demonstrating its effectiveness.  

3. Prepare a well-documented and labeled electronic manual of the postholder’s job responsibilities and tasks. 
This is considered a live document but work-in-progress to be presented to the DF&C before the end of 
each performance appraisal year. 

4. Independently identified and completed approved training/education measurably increasing achievement of 
mission, strategy or goals.   (Eg. Professional development, leadership skills etc.) 

5. Conforms with CAACI’s  employee policy on sick leave (not taking more than two (2) consecutive days and   
no more than 3 individual absences per annum without medical certificate or due to major medical illness as 
per CAACI policy)” 

 
Specific/Technical Competencies associated with job (level 4 – 2)  
 
Level Four – High Frequency/High Impact 
 
Receipt of Vendor and Contractors invoices 

1.  Independently review  and prepare vendor billing  and contractors’ expense reports for payment ensuring 
all documentation requirements are met e.g. authorization, service /merchandise description, etc. and 
payment information is correct according to established guidelines  

Payment of Vendor and Contractors invoices 
2. Independently, accurately and on a timely basis, enter vendor and contractor payment information into the 

accounts payable system and online banking system for payment through cheques or wire transfer 
according to established guidelines. 

Billing Customers 
3. Independently and accurately complete and post to the designated customer ledger and internal control 

spreadsheets all outgoing invoices for the Aircraft Registry and issue to the customer within 2 days of the 
document being received from the ASR Division according to established guidelines. 

Customers Statements 
4. Independently ensure Accounts Receivable/customer accounts are accurate and statements sent for the 

end of each month within 2 business days of month’s end as far as possible according to established 
guidelines. 

Applying payment to customer accounts 
5. Independently and accurately ensure wire transfers received are documented and entered to the customer’s 

account within 2 days of confirmed receipt to the bank account and any cash received is receipted and 
accurately posted to the customer’s account on the day of receipt.  Also ensure that any cash and cheques 
received totaling over $500 is deposited daily.  

Collection of AR 
6.  Independently and amicably contact customers with payments 30 days overdue (including those accounts 

less than $2K) according to established guidelines e.g. send email reminder    by 15th day following 30 days 
overdue, prepare and update flag customers list within 3 business days of the month’s end and upon 
payment by customers. Notify Director of Finance of any negative correspondence or significant issues etc. 

Client requests/Monitoring Accounts Inbox 
7. Independently and amicably call or email responses to client requests and monitor Accounts Inbox on a 

timely basis.  Client’s request should be acknowledged within a few hours of receipt and give an indication 
of when a comprehensive response can be expected if one cannot be given right away.  

8. As requested, independently and accurately reconcile and route to billing and Accounts Payable surveyor 
expense claims according to established guidelines. 

9. Solving problems so they cannot reoccur while maintaining compliance with strategy objectives or policies.  
10. Independently operate Quick Books at a level necessary to complete all assignments according to 

established guidelines. 
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Level Three – Med Frequency/Impact 

1. Independently ensure internal controls for invoicing are being adhered to eg – sequential invoice and 
cheque numbers aligns with dates etc. Monthly checklist to be signed-off to this effect. 

2. Prepare checklist spreadsheets of weekly and monthly tasks. This can be done in conjunction with Outlook 
TaskScheduler. Make comments on difficulties encountered or efficiencies achieved.  This is to support the 
development of the Accounts Officer Job Manual in level 5 no. 3 

3. Filing of all Finance Division documents on a weekly (or as needed) basis. 
4. Independently complete the bank reconciliation by the 15th of each month according to establish guidelines. 
5. As requested, prepare account reconciliation spreadsheets for Accounts Supervisor. 
6. As requested, prepare transcripts for mortgage and priority notice registration and register searches and 

IDERA’s.  Ensure the transactions are recorded in the mortgage register as they occur and documents 
dispensed and copies filed as per established guidelines 

 

Level Two - Lower Frequency/Impact 

1. As requested stand in for receptionist greet customers as they approach the desk for assistance and direct 

to the correct person or location. Answer phone with a view to amicably fulfilling the request of the caller. 

2. Independently operates MS Office (Word, Excel and Power Point) at a level necessary to complete related 

job assignment according to established guidelines. 

3. As requested, update and maintain the Fixed Assets Register, ensuring new purchases are properly 

recorded, numbered and labeled. Ensure disposals are properly authorized and recorded. 

4. Ensure all purchases of Fixed Assets are properly categorized and filed in the Permanent Fixed Assets 

folder. 

5. As requested, prepare or update due diligence files for new aircraft customers. 

Level One 

Culture Awareness Competencies 
 
1. Independently attends and joins in discussions with staff and others attending informal meetings and social 

functions.  
2. Independently shares knowledge and experiences with others resulting in statements of appreciation and 

respect from CAACI employee’s and clients.  
3. Interpersonal behaviour meets or exceeds all personnel standards including dress, conduct, attendance, and 

confidentiality.  
4. Independently initiates conversations of interest to others resulting in a continuous willingness of co-workers’ to 

discuss problem, share their ideas and personal interests.    
5. Independently initiates and completes actions resulting in improvements in quantity, quality, cost or time while 

meeting all CICAA policies and regulations..  
6. This individual achieves their own goals, suggest ideas, offers assistance, shares work tools and materials 

enabling others to achieve their goals.  
7. As directed executes decisions in a manner that maintains compliance with all CAACI policies and procedures 

while achieving designated goals and objectives of the organization.  
8. Independently maintains confidentiality of all business transactions thereby minimizing investigation, negative 

publicity or litigation against CAACI.  
9. Independently and correctly completes work duties and new assignments as directed, meeting or exceeding 

established goals while maintaining compliance with all CAACI policies and procedures. 
10. Independently keeps all client information in designated client folder in designated places, when not in use.  

11. Ensure all official communications (written and verbal) conform to best practice standards including correct 
UK spelling grammar and designated format, on approved templates 
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Level Zero  
  Conduct  

1. Unacceptable number of unauthorized or unsupported absences (> 2 per month) 
2. Conflict and complaints from customers, co-workers or managers (2 times per annum)                                                              
3.  Behavior has a negative effect on morale/productivity of the organization. 
4. Unwilling to learn current or new technical/professional aspects of the job. 
5. Unauthorized personal use of telephone ( > 10 minutes per day) 
6. Exhibits unprofessional behavior, grooming and or appearance that does not comply with personnel policy/procedures 
        in regards to the Handbook. 
7. Frequently shows up late for work and or returns late from lunch (> 1 time per month). 
8. Uses non-committal statements like “This was their decision, I did not agree with this or  I can’t tell you why this was done?” 
9. Violates CAA personnel policy (not pertaining to absences) 
10. Failure to follow reasonable and lawful directions from management.    

 
 

Employee Signature_____________________________  Date________________________________ 

 

 


