
Arizona Center for Disability Law 

www.azdisabilitylaw.org 
 

POSITION:  Director of Information and Referral (Phoenix Office) 

REPORTS TO: ACDL Litigation Director  

DATE:  Open until filled 

 

POSITION PURPOSE AND OBJECTIVES:   

The Director of Information and Referral is the attorney responsible for providing 
leadership and direction to the intake staff (Short-Term Assistance Team (STAT) for the 
Arizona Center for Disability Law (ACDL).  The first contact individuals, courts, attorneys 
and government officials have with ACDL is often with the STAT.  Therefore, it is 
essential that it operates professionally, accurately and efficiently.  The STAT gathers 
information from potential clients to determine what assistance is being sought and 
whether the individual is eligible for services under its programs.  If it is determined that 
the individual is not eligible for ACDL services, the STAT provides useful information, 
short term assistance, and referrals to other sources of assistance.  This position 
reports to the Litigation Director. 

Physical/Mental Requirements 

1. Uses personal computer approximately 4-6 hours per day. 
2. Uses telephone and email to communicate with clients and other professionals, 

approximately 3-5 hours per day. 
3. Spends approximately 1-3 hours per day in meetings. 
4. Requires working under a moderate degree of stress (time constraints; 

deadlines; multi-tasking high-level projects and issues; complex issues; and 
conflict resolution). 

5. Minimal travel, generally within Arizona, is required. 
 

Essential Functions 

1. Supervise and train STAT staff (non-attorneys).  
2. Ensure that emergency matters and allegations of abuse or neglect of persons 

with disabilities are identified, and timely and accurately referred to appropriate 
ACDL staff. 



3. Ensure that STAT correctly identifies callers' issues, obtains necessary 
information and accurately records that information in the ACDL client database.  

4. Ensure that STAT provides accurate and helpful legal rights information, 
technical assistance, and referrals. 

5. Provide accurate and relevant brief legal advice to selected callers. 
6. Identify matters that fall within the priorities of ACDL’s programs, and ensure that 

such matters are promptly, efficiently and accurately transmitted to Litigation 
Director for assignment to the appropriate ACDL Program staff. 

7. Address caller complaints regarding STAT staff and handle complex calls. 
8. Become adept in and maximize the efficient use of the ACDL client database. 
9. Maintain accurate, confidential records documenting services provided. 
10. Work with the ACDL’s staff to update existing training and self-advocacy 

materials and create new training and self-advocacy materials that provides legal 
rights information, technical assistance, and information and referrals to callers 
who will not receive direct legal assistance from ACDL attorneys and advocates 
through various modalities. 

11. Maintain resource materials regarding ACDL for distribution to the public and use 
by STAT staff. 

12. Continually assess and identify ways to improve the intake process at ACDL. 
13. Work in consultation with ACDL’s Directors to improve data collection, the intake 

process, and to identify intake trends that should be considered in revising ACDL 
priorities and fundraising. 

14. Assist in preparing reports to funding sources. 
15. Perform related tasks consistent with skills, abilities, and general responsibilities 

as assigned to support ACDL. 
16.  Ability to conduct outreach activities and trainings including public presentations, 

training, and educate others about ACDL and the rights of individuals with 
disabilities. 

Required Qualifications 

1. Be a member in good standing of the Arizona State Bar or be eligible to become 
a member within a reasonable time after beginning employment, and maintain 
such standing throughout employment with ACDL.  

2. A minimum of five years experience, preferably working with persons with 
disabilities. 

3. Established commitment to advancing the rights of persons with disabilities. 
4. Excellent interpersonal, relationship-building and collaboration skills to be able to 

work effectively with others inside and outside of the organization. 
5. Excellent computer and database skills are a must.   
6. Strong written and oral communications skills. 
7. Detail oriented. 
8. Strong organizational skills. 



9. Ability to work with a diverse group of individuals. 
10. Salary Range $55,000-$65,000. 

 

Preferred Qualifications 

     1. Knowledge of Disability Laws.    
    2. Bi-Lingual in Spanish – both written and spoken word. 

Disclaimer 

The purpose of this position description is to serve as a general summary and overview 
of the major duties and responsibilities of the job.  It is not intended to represent the 
entirety of the job nor is it intended to be all-inclusive.  Management reserves the right 
to modify, or rescind this position description at any time, with or without prior notice. 
The Center values diversity in the workplace.  ACDL is an equal opportunity employer.  
Persons with disabilities are encouraged to apply. 

Applicants must send a resume and cover letter to J.J. Rico, Executive Director, at 
center@azdisabilitylaw.org or ACDL, 177 North Church Avenue, Suite 800, Tucson, 
Arizona  85701.    
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