Job Title: Accountant

Organization: Newaygo County Compassion Home
Location: 20 S Stewart Avenue, Fremont, MI 49412
Reports To: Executive Director

Position Type: Part-time

About Us:

Newaygo County Compassion Home is a compassionate nonprofit dedicated to providing end-
of-life care services to individuals and families facing terminal iliness. We strive to honor each
person's journey by offering support, comfort, and dignity. Our team is committed to
transparency, integrity, and accountability in our financial practices to ensure that every dollar
supports our mission.

Job Overview:

The accountant will play a critical role in supporting the financial health of the organization by
accurately managing all financial records. This position involves handling day-to-day
accounting functions, maintaining general ledgers, processing donations, and ensuring
financial compliance with nonprofit standards. The ideal candidate will have experience
working with non-profit financials and a passion for contributing to the important work we do in
end-of-life care.

Key Responsibilities:
Financial Recordkeeping:

e Maintain accurate and up-to-date general ledger and financial records.

e Process accounts payable and receivable, ensuring timely and accurate
transactions.

¢ Reconcile bank and credit card statements monthly.

Donation Tracking & Reporting:

e Record and categorize donations, ensuring proper tracking for tax purposes.
e Assist with preparing donor reports and providing receipts for donations in line
with nonprofit regulations.

Payroll Support:

e Process payroll and ensure accurate calculation of employee wages, taxes,
and benefits.

¢ Maintain employee records related to payroll and ensure compliance with
applicable laws.

Financial Reporting & Budgeting Support:

e Assist the Executive Director in preparing financial reports, budget variance
reports, and year-end financial statements.

e Help track and manage expenses, ensuring that spending aligns with the
approved budget and grants.



Compliance & Auditing:

e Ensure compliance with all local, state, and federal tax and financial
regulations.

e Assist in the preparation for annual audits by providing documentation and
responding to auditor inquiries.

Financial Data Entry & Documentation:

e Accurately enter financial transactions into accounting software (e.g.,
QuickBooks).
e Maintain organized and up-to-date records of all financial documentation.

Other Duties as Assigned:

e Support the finance team in various administrative tasks as needed.
e Help with grant reporting and fund tracking.

Qualifications:
Education & Experience:

e Associate’s degree in accounting, finance, or a related field.

e 2+ years of accounting experience, preferably in a nonprofit setting.

e Experience with nonprofit financial software (e.g., QuickBooks) and Microsoft
Office Suite (Excel, Word).

Knowledge & Skills:

Strong understanding of basic accounting principles and financial reporting.
Familiarity with nonprofit accounting standards (FASB, GAAP).

Ability to manage multiple tasks and meet deadlines with attention to detail.
Strong organizational and communication skills.

Knowledge of payroll and tax regulations for nonprofit organizations is a plus.

Work Environment:
e Flexible working hours may be available to accommodate life balance.
Compensation & Benefits:

e Competitive salary based on experience.
e Opportunity to contribute to a meaningful mission in end-of-life care.

To Apply

Interested candidates should submit a resume and cover letter detailing their qualifications
and interest in the role to dr.compassionhome@gmail.com. Please include “Accountant
Application” in the subject line.
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