
POSITION:   Staff Accountant/HR Coordinator  
 
REPORTS TO:   Finance Manager 
 
LOCATION:   Gary, Indiana 
 
AIRPORT:   Gary/Chicago International Airport (GYY) 
 
SUMMARY 
To perform a variety of complex and comprehensive professional level work in the areas of cash management, 
revenues, disbursements, and employee payroll; to perform clerical duties in support of an assigned function; to 
develop and input correspondence and data into financial software package and financial worksheets; to assist and 
inform the public about departmental policies and procedures and assist with general clerical activities. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES include and not limited to the following.  

Accounts Payable 

 Provide financial reporting and record-keeping of all purchase requisitions and financial disbursements 
made on behalf of the Gary/Chicago International Airport. 

 Review completeness and accuracy of check requests and corresponding budget availability and obtain 
proper authorized signatures. 

 Prepare all purchase orders and review completeness and accuracy of supporting documentation required 
for check requests and process related cash disbursements. 

 Assist in the requisition of materials and supplies and research purchasing contracts and vendor options. 

 Generate purchase order listing and claim register for bi-monthly board approval.  

 Compile necessary purchase order and invoice information required for quarterly COMPACT meetings and 
financial audits.  

 Track, prepare and issue annual 1099 statements.  

 Review monthly bank statements & reconciliations and ensure complete documentation for all bank 
transactions.  

 Prepare bank reconciliations 

 Provide information on departmental and Gary/Chicago International Airport Authority (GCIAA) policies and 
procedures as required. 

 Provide back-up to the Finance Manager for all areas of cash management and revenues. 

 Miscellaneous ad-hoc special accounting related projects including assistance in annual budget process. 

 Identify potential cost-saving measures and questions related to purchasing activation. 

 Perform related duties and responsibilities as required and/or assigned.  
Accounts Receivable 

 Monthly customer billing including fuel flowage, parking, landing fees. 

 Assist in the collection of past due accounts. 
Payroll (Airport Authority) 

 Process payroll for exempt and non-exempt employees on a bi-weekly basis including insurance. Accuracy, 
completeness, and appropriate authorization attainment for on-time transactions. 

 Audit of and monthly, quarterly, and annual payroll tax report filings. 

 Process all garnishments, health care deductions, paid time off, PERF, unemployment, 457b, and others as 
needed. 

 Provide payroll detail as needed for federal, state, and local income tax compliance. 

 Identify and troubleshoot payroll issues, working collaboratively with managers, supervisors.  

 Ensure adherence to GYY policies and procedures as well as State Board of Accounts guidelines. 

 Prepare year-end W-2s. 
 
 
 



Human Resource Coordinator 

 Site Policy and Procedure administrator in conjunction with General Manager. 

 Communicate with the corporate HR Department on personnel discipline/legal issues/questions. 

 Prepare bi-weekly payroll (review timesheets and submit report to payroll accountant). 

 Prepare and process employee paperwork (new hire, changes, discipline, terminations). 

 Maintain and safeguard personnel records. 

 Coordinate annual open enrollment meeting. 

 Assist with recruitment and interview process including job postings both internal and external. 

 Assist supervisors with performance appraisals. 

 Assist supervisors with performance of management procedures. 

 Other duties as assigned. 
 
QUALIFICATIONS 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The 
requirements listed 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. 
 
Ability to perform the duties of this classification to Company standards, which includes, but is not limited to, passing, 
to the satisfaction of the Company, initial and periodic Company tests to ensure the initial and on-going maintenance 
of required level of proficiency. 
 
EDUCATION and/or EXPERIENCE 
Graduate of an accredited college with a Bachelor’s degree in accounting, business administration, or a related field 
and three years of accounting/payroll experience. QuickBooks accounting software (basis accounting module and 
payroll module). High proficiency in Microsoft Office suite (Outlook, Word, Excel, PowerPoint). Basic understanding 
of payroll law. 
 
LANGUAGE SKILLS 
Ability to read and comprehend instructions, short correspondence and memos.  Ability to write correspondence.  
Ability to effectively present information and respond to questions from groups of managers, clients, customers and 
the general public. 
MATHEMATICAL SKILLS 
Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, and percentages.   
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 variables in standardized situations. 
CERTIFICATES, LICENSES, REGISTRATIONS 
Must possess or be eligible to possess a valid Class “B” Indiana State Driver’s License  
 
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 regularly required to talk; hear; stand; walk; sit; use hand to 
finger, handle or feel; and reach with hands and arms.  The employee is occasionally required to stoop, keel or 
crouch.  The employee must occasionally lift and/or move 30 pounds.  Specific vision abilities required by this job 
include close vision, distance vision, color vision, peripheral vision, depth perception and ability to adjust focus. 
 
 
EOE           DFWP 

 
 


