
GUARDIAN FINANCE AND ADVOCACY SERVICES 

 

ACCOUNTING SPECIALIST  

             

 
Guardian Finance and Advocacy Services is committed to Equal Employment Opportunity and 

diversity, equity, and inclusion. Qualified candidates from underrepresented populations are 

encouraged to apply. 

 
Summary: Guardian Finance and Advocacy Services is a nonprofit corporation that provides a 

complete network of public fiduciary services. Working from our offices in Battle Creek and 

Kalamazoo, our professional and compassionate staff of 38 people work to improve the lives of over 

1200 clients in Southwest Michigan. We are seeking a passionate person who enjoys both a 

challenge as well as making a difference to join our team. 

 

Position: Accounting Specialist, Battle Creek Office  

 

Responsible to: Operations Manager 

 

Employment Status:  Part-time  

 

General Description:  The Accounting Specialist, under the supervision of the Operations 

Manager, performs a variety of accounting functions following generally accepted accounting 

principles.  

 

Specific Responsibilities:  The person in this position will handle a variety of accounting 

functions including but not limited to the following duties: 

 

 Preparation and posting of general ledger entries for weekly corporate deposit, bi-weekly 

payroll and month end close including prepaids, depreciation, accruals, etc. 

 

 Prepare annual VA accounting reports for all VA Fiduciary clients.  Coordinate with 

bank to open new deposit accounts for new VA clients.  File annual accountings on VA 

web site.  Attend meetings with VA Hub representative. 

 

 Prepare annual client trust accountings 

 

 Input and verification of new vendor information and maintain vendor database 

 

 Prepare and / or review annual client fee calculations 

 

 Prepare monthly reconciliations 

 

 Assist in the preparation of monthly financial and management reporting 

 

 Assist in preparation of small estate forms and filings if needed 



 Assist in annual tax summary review and printing of tax forms  

 

 Participate in the external auditing process 

 

 Provide back-up for client payment processing 

 

 Provide back-up for accounts payable 

 

 Provide back-up for contract billings 

 

 Provide back-up for weekly client and corporate deposits 

 

 Provide back-up for bi-weekly payroll processing 

 

 Other duties/projects as assigned 

 

 

Qualifications: 

 

 Associates degree in Accounting  

 

 2-3 years of relevant experience preferred. 

 

 Experience with computerized accounting systems, word processing, spreadsheets, and 

relational databases. QuickBooks and Excel knowledge a plus. 

 

 Ability to handle multiple tasks and prioritize such tasks. 

 

 Excellent organizational, analytical, and communication skills. 

 

 

Compensation: The position has a wage range of $17 -$18 per hour to start based on 

experience. Guardian Finance and Advocacy Services provides an excellent benefits package 

including a generous PTO policy, holiday schedule and 401k match. 

 

Interested candidates should submit a resume and cover letter to Richard Furioso at 

rfurioso@yourguardian.org.  Applications will be accepted until the position is filled. 
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