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POSITION DESCRIPTION 

(December 2020) 

 

Title: ADA Services Coordinator 

Responsible to: Executive Director 

 

Summary: The ADA Services Coordinator is responsible to obtain/maintain certification 

as an ADA Coordinator and keep current in the field. The Coordinator will work with 

state and federal agencies and other entities as needed to achieve accessible physical 

environments and accessible services across the Upper Peninsula. The Coordinator will 

manage adaptive technologies, acting as the liaison to SAIL staff for issues for 

individual consumers.  

 

Expected Duties and Responsibilities: 

 

1. Develop a working knowledge of universal design concepts and/or Americans 

with Disabilities Act (ADA) and the other federal, state, and local laws that codify 

accessibility requirements for individuals with disabilities through various training 

opportunities such as webinars and conferences.  

2. Strong technical writing skills required to write accessibility site reviews with clear 

ADA and Access Board standards embedded in the reports. Assist with grant 

writing for the Access 4ALL program as requested by the Director.  

3. The Coordinator, with the Director, is responsible to identify necessary ongoing 

education opportunities to stay abreast of national and state and local 

accessibility issues. 

4. Consult with Executive Director to coordinate program development to increase 

accessibility services to the U.P. communities by SAIL.  

a. Evaluate needs in the U.P. regarding barriers to education and information 

about accessibility options for people with disabilities. Speak with local 

municipalities, community partners and individuals regarding specific local 

concerns for housing, service animals, employment, facilities, etc. to gain 

knowledge of existing barriers. 

b. Work with the Director to develop additional fee for service customers 

across the Upper Peninsula 

5. Responsible to assist individual consumers with identified adaptive technology 

needs.  

6. Ongoing development and recruitment of members of the Ambassadors Team to 

conduct accessibility reviews. Engage and educate community service clubs, 

local schools, and organizations on issues of accessibility.  



Superior Alliance for Independent Living 
 

2 
 

7. Develop, schedule, facilitate and host Absolutely Accessible U.P. events with 

approval and support of the Executive Director.   

8. Assist communities and businesses with accessibility needs under the direction 

of the Executive Director or designee. Continue to update the fee for service 

program (Access4All) to support public entities creating fully accessible programs 

and facilities. 

9. Extensive travel to U.P. counties, downstate Michigan and overnight stays may 

be required. 

10. Participate and contribute in SAIL special events as assigned by Executive 

Director or designee.  

 

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 teamwork 
and great customer service. 

2. Be a team player. Strong interpersonal skills and demonstrated 
professional presence within community and agency (co-workers, 
volunteers and consumers). 

3. Support SAIL’s mission and values.  Sensitivity to and awareness of 
independent living issues.  Knowledge of IL movement and a 
demonstrated commitment to the IL philosophy. 

4. Maintain compliance with SAIL’s Employee Handbook regarding policies 
and procedures regarding staff expectations, duties, and responsibilities to 
ensure alignment with the SAIL Mission and Independent Living 
philosophy. 

5. Compliance with the SAIL Casework Standards and Procedures manual. 
Consistently demonstrate knowledge, competency and accurate data 
entry via organization database (NetCIL).  

6. Exceptional time management and organizational skills. 
7. Must abide by confidentiality rules and regulations as defined by the 

agency.  
8. Proficient in Microsoft Office™ program applications. Ability to use basic 

Internet and email operations. 
9. 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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10. Be able to demonstrate soft skills in compassion and patience for 
individuals who may have trouble communicating or how to delineate their 
needs. 

11. Excellent verbal, written, listening, and speaking skills.  
12. Must have access to reliable transportation and have a valid driver’s 

license.  
Desirable Qualifications: 

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

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

2. Experience:  Four to five 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 across the UP 

regularly for outreach and meeting with individuals and collaborators.  

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 work with diverse populations of individuals with disabilities. 

f. Ability to function in stressful situations and balance multiple tasks. 

g. Can perform duties with or without accommodations for a disability. 

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 for a full time, hourly employee. 

Approvals: 

 

Executive Director Signature                                                    Date 

 

Acknowledged: 

 

Employee Signature                                                                 Date 


