
  SAIL, Disability Network of the U.P. 

  1200 Wright Street, Suite A 

  MARQUETTE, MI 49855-4744 

  Phone:  906-228-5744 Fax:  906-228-5573 

  Website: www.upsail.org 
 

 
SAIL EMPLOYMENT OPPORTUNITY 

 
Applications due no later than Noon, Friday, July 13th 

 
Position Available: Intake and IL Specialist 
Location:  Covers entire U.P., based in Marquette 
Job Type: Full-Time, 40 hours per week 
Starting Wage:  $16 - $17 per hour  
Work Schedule:  40 hours per week, travel involved, office hours usually 8:00am – 4:30pm,  
                             some flexibility of work hours on days that involve travel 
Reports To:  Assistant Director     
 

Organization Description: 
 
SAIL’s mission is to assist individuals with disabilities and promote accessible Upper Peninsula 
communities for all. Serving the 15 counties of the U.P, SAIL is a private, non-profit organization that 
was established in 1998.  
 
Position Description: 
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. Duties include front desk responsibilities at least once a week that includes 
answering phones, directing visitors and providing excellent customer service. IL specialist duties 
support consumers with creation of independent living plans, facilitation of skills building program 
curriculum and navigation of community resources. 
 

Expected Skills and Characteristics: 
A. Adherence to SAIL mission and values through the ability to exhibit passion, trust and 

excellence on the job. 

B. Sensitivity to and awareness of independent living issues.  Knowledge of IL movement and a 

demonstrated commitment to the IL philosophy. 

C. Be able to understand what an individual is asking for when contacting SAIL through critical 

thinking, problem solving, and attention to detail skills. 

D. Be able to demonstrate soft skills in compassion and patience for individuals who may have 

trouble communicating or how to delineate their needs. 

E. Excellent listening and speaking skills to communicate needs, solutions and desires of 

individuals by sifting through a myriad of concerns or issues. 

F. Excellent verbal and written communication skills. Must have experience in writing case notes 

and developing person centered goals.  

G. Be a team player. Strong interpersonal skills and demonstrated professional presence within 

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

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

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



J. Exceptional time management and organizational skills. 

K. Must abide by state and federal confidentiality laws. 

L. Promptness and consistent attendance is mandatory. 

M. Proficient in Microsoft Office™ program applications. Ability to use basic Internet and email 

operations. 

Desirable Qualifications: 

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

etc). Will consider equivalent work experience.  

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

C. 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. 

 
Though not a requirement of the position, people with disabilities are 

strongly encouraged to apply. 
 

Please submit a cover letter, completed SAIL application and resume  
no later than Noon on Friday, July 13th: 

 
Superior Alliance for Independent Living (SAIL) 

Attn: Matt Matulewicz, Assistant Director 
1200 Wright St. Ste. A 
Marquette, MI 49855 

or 
mattm@upsail.com 
Fax (906) 228-5573 

 
*No phone calls will be accepted pertaining to this position. 

 
Please find a copy of our application and job description on our website: 

http://www.upsail.org/employment/ 

mailto:mattm@upsail.com

