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POSITION DESCRIPTION 

(Updated July 2018) 

 

Title: Intake and IL Specialist 

Responsible to:  Assistant Director 

 

Summary: 

The Intake and IL Specialist position is responsible for screening, interviewing, 

assessing and supporting individuals in prioritizing their initial course of action based on 

their person centered independent living goals. The contact with SAIL, may be through 

face to face contact, phone, email or letter writing or by referral from an internal SAIL 

staff or external organization. This position will report to the Assistant Director. 

Expected Duties and Responsibilities: 

Intake Specialist duties: 

1. Be able to respond for requests of information and referral (I&R) for 

individuals of diverse backgrounds with disabilities, family members, 

advocates or community members by providing accurate information, 

education, support and referrals in a non-judgmental and respectful manner.  

2. Follow response time requirements (48 hour or 2 business days) for an 

individual who made contact with SAIL.  

3. Determine eligibility for SAIL services through conversation with individual. 

4. Be able to build a rapport with individuals, elicit relevant information, 

effectively communicate, gather and record data, assess individuals’ needs 

and appropriately motivate individuals to create person centered independent 

living goals through self-advocacy strategies.  

5. Assess individuals’ readiness for change and ability to follow through with 

referral or goal creation. Identify barriers, ability for follow through and setting 

person centered goals. Understanding possible solutions is important for this 

position to know how to proceed with case management. 

6. Complete and or disseminate initial paperwork to individual and enter all 

required information about individual into the NetCIL database (See SAIL 

Casework Standards & Procedures for examples) within 2 business days of 

initial intake conversation. 

7. Be able to determine appropriate direction and develop person centered 

goals with individual in creating an independent living plan (ILP). Once a goal 

is determined through the person centered motivational interviewing process, 

be able to refer individuals to appropriate employee at SAIL for case 

management. Referrals to SAIL employees may be verbal, written or through 

the NetCIL database. 
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8. Work cooperatively with co-workers and assist with additional information that 

is appropriate for case management as requested by SAIL employees. 

9. Some flexibility in hours is allowed but this employee will generally be 

available during the SAIL office hours from 8:30am to 4:30pm to 

communicate with individuals unless their “flexed” schedule is approved by 

their supervisor. Two paid daily breaks and a daily unpaid lunch break shall 

be taken under the discretion of the supervisor. 

10.  Compliance with SAIL’s Independent Living Services Program Manual 

regarding staff expectations, duties, and responsibilities.   

11. Participate and contribute in SAIL special events as assigned by a supervisor. 

12. Complete other duties as assigned by a supervisor. 

Front Desk duties: 

As assigned by the Assistant director, the Intake and IL Specialist will also be 

responsible for participating in the front desk duties at least once a week.  This will 

include daily tasks, such as but not limited to: 

1. Answering phones, receiving and directing visitors, and providing general 

information about their organization to the public and consumers.   

2. Greet consumers, delivery persons, visitors and co-workers with positive, 

energetic and welcoming attitude on a daily basis. 

3. Provide excellent customer service to direct visitors and consumers to waiting 

room or appropriate employee upon arrival. 

4. Be responsible for answering the SAIL phone within three rings. 

5. Direct phone messages to appropriate staff following a brief conversation with 

the caller.  Must be able to determine the severity or priority of communicating 

needs to SAIL employee.  Create understandable and readable written 

messages in the message book and put in employee mailbox within 1 hour of 

taking message.  May follow up message to employee via email.   

6. Check and update the SAIL answering machine messages in the morning 

and throughout business hours on a daily basis.  Record messages in 

message book and forward messages to appropriate employee. 

7. Distinguish and direct appropriate calls or consumer walk-ins to the SAIL 

Intake Specialist when consumer requests an additional follow up that 

requires a proper intake session rather than quick short direction.  

8. Collect revenue, donations, or payments from transactions of SAIL 

merchandise. Log in immediately upon arrival.  Keep any incoming revenue in 

locked draw until retrieved for data entry into the daily journal by Assistant 

Director.  
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9. If needed, clear doorways and pathways of snow by shoveling and using salt 

for safety of coworkers and consumers who visit the agency at the beginning 

and throughout the day. 

10. Complete other duties as assigned by supervisor. 

IL Specialist duties:  

1. Communicate with consumers regarding information and referral or create 

independent living plans based on their individual goals. This may include 

phone, email, and face to face communication on a weekly or monthly basis. 

Utilize person–centered planning techniques and promote independent living 

philosophy based on definitions for a center for independent living during all 

work with consumers, families or community members. 

2. Support consumers with community resources navigation and referrals.  

3. Support consumers with individual advocacy needs in regards to core 

services (transportation, housing, employment, education, recreation, and 

accessibility, etc.) by assisting them with how to navigate systems and access 

resources. 

4. Support consumers in self-identifying their need for accommodations and 

assisting them in breaking down of barriers that are preventing them from 

reaching their independent living goals.   

5. Develop and facilitate Independent Living Programs (i.e. skills building 

program called Stepping Stones to Independence) to promote specialized 

trainings that emphasizing Independent living skills.    

6. Participate and contribute in SAIL special events as assigned by a supervisor. 

7. Complete other duties as assigned by a supervisor. 

Expected Skills and Characteristics: 

1. Adherence to SAIL mission and values through the ability to exhibit passion, trust 

and excellence on the job. A demonstrated commitment to: 

a. Passion: Being ‘present’, engaged and responsive for our staff and 

consumers. Exhibit a positive attitude.  

b. Trust: Using honest first person communication with co-workers. 

Having each other’s back. 

c. Excellence: Respecting others’ time; honor deadlines; timely 

response to emails and phone calls. Exhibit team work and great 

customer service. 

2. Sensitivity to and awareness of independent living issues.  Knowledge of IL 

movement and a demonstrated commitment to the IL philosophy. 

3. Be able to understand what an individual is asking for when contacting SAIL 

through critical thinking, problem solving, and attention to detail skills. 
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4. Be able to demonstrate soft skills in compassion and patience for individuals who 

may have trouble communicating or how to delineate their needs. 

5. Excellent listening and speaking skills to communicate needs, solutions and 

desires of individuals by sifting through a myriad of concerns or issues. 

6. Excellent verbal and written communication skills. Must have experience in 

writing case notes and developing person centered goals.  

7. Be a team player. Strong interpersonal skills and demonstrated professional 

presence within community and agency (co-workers, volunteers and individuals). 

8. Compliance with SAIL’s Employee Handbook regarding policies and procedures. 

9. Compliance with the SAIL Casework Standards and Procedures manual. 

10. Exceptional time management and organizational skills. 

11. Must abide by state and federal confidentiality laws. 

12. Promptness and consistent attendance is mandatory. 

13. Proficient in Microsoft Office™ program applications. Ability to use basic Internet 

and email operations. 

Desirable Qualifications: 

1. Education: Bachelor’s or Master’s degree in related field (i.e. human services, 

social work, etc.). Will consider equivalent work experience. 

2. Experience: Two years working in a professional environment or non-profit is 

required.  

3. Work Environment and Abilities: 

a. Standard office environment while performing duties; sitting at desk, 

communication, reaching with arms, manipulating a computer keyboard, 

etc. 

b. Out of office environment includes: traveling to locations, attending 

meetings and communicating with individuals on a daily/weekly basis. 

c. Demonstrated positive attitude, reliability, a self-starter who assumes 

responsibility when warranted, is conscientious, professional in manner 

and hard working. 

d. Ability to communicate effectively with the public and consumers in a 

professional manner. 

e. Ability to communicate effectively both orally and in writing. 

f. Ability to work with diverse populations of individuals with disabilities. 

g. Ability to function in stressful situations or balance multiple tasks. 

h. Must have access to reliable transportation. 

i. Can perform duties with or without accommodations for a disability. 
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For purposes of employment standards, this position is categorized as “non-exempt” 

from the overtime provisions of the Fair Labor Standards Act. Benefits are available 

pursuant to SAIL’s policies. 

Approvals: 

 

Executive Director Signature                                                    Date 

 

Acknowledged: 

 

Employee Signature                                                                 Date 

 


