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ACCOUNTANT 
 
POSITION DESCRIPTION: 
The Accountant is responsible for the day to day accounting functions of Ryther.  These responsibilities 
include, but are not limited to, billing, accounts payable, accounts receivable, payroll, reconciliation, and 
general ledger.   
 
KEY AREAS OF RESPONSIBILITY: 
1. Performs reconciliation of balance sheet and income statement accounts. 
2. Creates journal entries and monthly accruals to ensure accuracy. 
3. Reconciles GL accounts. 
4. Performs monthly bank reconciliations and prepares journal entries as needed. 
5. Serves as AP, AR, and Payroll backup. 
6. Assists with annual audit process including interfacing with outside auditors, preparing schedules, and 

providing auditors with financial reporting and documentation of fiscal transactions. 
7. Assures compliance with 501(c)3 reporting requirements by preparing all Federal, State, and City 

reports as needed. 
8. Prepares Financial Statements for review monthly. 
9. Prepares B&O tax reports for filing on a monthly or quarterly basis. 
10. Prepares L&I tax reports for filing on a quarterly basis. 
11. Performs annual license renewals, including UBI and State and City business licenses. 
12. Creates King County invoices monthly. 
13. Creates Third Party MOU invoices monthly. 
14. Prepares Restricted Fund spreadsheets and reconciles with Development monthly. 
15. Prepares Donations spreadsheets and reconciles with Development monthly. 
16. Demonstrates a high degree of skill in communication and positive interaction with all Ryther 

employees, prospective employees, external agencies/companies, and the community at large.  
17. Performs other duties as assigned. 
 
ESSENTIAL JOB REQUIREMENTS: 
1. Commitment to the Mission, Vision, and Values of the agency. 
2. Acceptance of a variety of lifestyles, behaviors, cultural, and spiritual practices. 
3. Ability to work with others in a position of responsibility, independently, as well as collaboratively.   
4. BA or BS degree in Accounting, or relevant job experience required. 
5. Moderate to advanced Microsoft Excel skills. 
6. Non-profit accounting experience preferred. 
7. MIP experience a plus. 
8. Electronic Health Record (EHR) experience, especially Credible, a plus. 
9. Collection experience in health care or nonprofit sector accounting preferred. Specific experience with 

King County Behavioral Health billing a plus. 
10. Ability to exercise discretion and maintain customer and employee confidentiality. 
11. Effective written and verbal communication skills, sound judgment, and interpersonal skills.  
12. Excellent general computer skills. 
13. Ability to use the senses of sight and hearing to effectively perform responsibilities. 
14. Ability to remain motivated and productive within a work-from-home environment. 
 
SUPERVISOR: Senior Director of Finance 
 
If you are a person with a disability in need of reasonable accommodation to perform the essential 
functions and responsibilities related to your position, please notify your Program Director or the Senior 
Director of Operations as soon as possible. 
 
I, ___________________________________________, have read this and understand this is my  
job description as an employee of Ryther. 
 
______________________________  ____________________ 
Signature     Date 


