
MICHIGAN PROTECTION & ADVOCACY SERVICE, INC. 

JOB DESCRIPTION 

 

JOB TITLE:  Intake Specialist 

 

REPORTS TO:  Director of Finance, Human Resources, Administration 

 

 

JOB SUMMARY:  

 

Ability to obtain relevant information from callers who are seeking assistance in protecting and 

advocating the legal rights of people with disabilities, identify issues, agency priorities, and 

forward the caller to the appropriate advocacy team or provide referrals to other agencies or 

community resources as necessary. 

 

 

PRIMARY DUTIES AND RESPONSIBILITIES: 

 

1. Provide basic information and intake assistance to callers over the telephone. 

 

2. Retrieving calls from the agency intake voice mailbox and web submissions when necessary 

and contacting them in the order received.    

 

3. Gathering basic information from client- entering information in database as needed.  

 

4. Determining nature of call and providing information or referral based on frequently visited 

issues or topic area knowledge rather than forwarding caller to advocate. Open and close 

service requests in DAD when service provided at Intake level. 

 

5. Refers individuals to appropriate program team(s) Advocate for service or to outside 

resources as appropriate. Completes paperwork as necessary.  

 

6. Understanding of various TA pieces to send to client as it pertains to their call. 

 

7. Maintains agency subscription records/files and the attorney referral network and online 

information and referral files.  

 

8. Compiles and maintains intake team statistics assuring accuracy and completeness of 

information; generates reports as assigned.  

 

9. Assists with special projects as directed, and other duties as assigned.  

 

10. Attends staff meetings, training, and in-service programs as assigned.  

 

 

 



JOB QUALIFICATIONS: 

 

1. Bachelor's degree in related field.  

 

2. Two to four years of related human services experience including experience working with 

disability rights.  

 

3. Demonstrated commitment to the civil rights of all people and the ability to work with 

individuals with a variety of disability characteristics and cultural backgrounds.  

 

4. Ability to maintain confidentiality and abide by agency policies related to the rights of people 

with disabilities.  

 

5. Interpersonal skills necessary to provide courteous and accurate information to staff, clients, 

and others; demonstrated ability to clearly communicate with individuals with limited 

cognitive abilities and/or limited ability to speak English; demonstrated ability to 

appropriately respond to difficult clients.   

 

6. Written, typing and computer skills necessary for the creation and compilation of various 

documents, communications, and reports.  

 

7. Demonstrated ability to work with various computer software packages including Microsoft 

Office, e-mail, internet browsing, and programs specific to the intake process.  

 

8. Ability to work independently and as part of a team.  

 

9. Physical ability to work at a desk for extended periods of time, properly operate required 

office equipment, and transport items weighing up to 25 pounds.  

 

10. Working Knowledge of Agency responsibilities and service provision.  

 

11. Successful completion of a background check. 

 

 

WORKING ENVIRONMENT: 

 

1. Normal office environment with little discomfort or exposure due to unfavorable working 

conditions.   

 

2. Occasional work outside the office, including weekday travel within Michigan. 

 

 

 

 

 


