
JOB DESCRIPTION 
 
Job Title: Information and Referral Specialist 
Company: Senior Resource Alliance 
Reports to: ADRC Supervisor 

 
General Description 
 
This is a responsible professional position on the staff of the Area Agency on Aging intended to 
provide callers with information and referral concerning programs, resources, and services for 
older adults, the disabled, and caregivers.  This position requires a relatively high degree of 
independent action and initiative. 
 
Responsibilities 
 

 Answer caller inquiries related to information and referral concerning aging-related 
programs, services and activities. 

 Effectively utilize the resource information system to identify resources to meet the needs 
of each caller. 

 Report suspected abuse, neglect and exploitation to the Abuse Hotline. 
 Ensure good customer relations. 
 Collect and maintain accurate records of caller requests using the Refer computer software 

for appropriate documenting and reporting. 
 Assists other I&R Specialists in identifying and obtaining needed resources for callers 

when needed. 
 Assist in responding to referrals from the Department of Elder Affairs and other agencies. 
 Assist in the coordination and implementation of special projects, workshops and 

conferences as assigned to enhance community relations and program development. 
 Provide emergency disaster assistance and staff support during an emergency disaster 

event, as directed by designated staff. 
 Assist with outreach events, as assigned, to increase public awareness. 
 Perform related tasks as assigned by Supervisor. 

 
Minimum Training and Experience 
 

 High school diploma or GED and three years’ experience in I&R services, case 
management, call center services, social services; or related work. 

 Successful completion of Level II background screening required. 
 Any exceptions to the minimum requirements must be approved by the CEO. 



INFORMATION AND REFERRAL SPECIALIST  
(CONTINUED) 

 
 

Specialized Skills and Knowledge Required 
 
 Ability to communicate professionally, orally and in writing. 
 Ability to research topics related to services for older adults (funding, program design, 

etc.), analyze data and provide written and/or oral reports as required. 
 Ability to read, analyze and interpret technical procedures, governmental and non-

governmental regulations and policies. 
 Ability to add, subtract, multiply, and divide all units of measurement using whole 

numbers, common fractions and decimals. 
 Ability to establish and maintain effective working relationships with others. 
 Willingness and ability to develop competence and proficiency working with 

microcomputer applications, utilizing the resource database and match inquirer needs and 
resources. 

 Ability to become Certified as an Information and Referral Specialist in Aging (CIRS-A) 
through the Alliance of Information and Referral Systems within one year of employment. 

 Ability to complete and receive a passing score in Uniform Client Assessment Training 
within 90 days of employment. 
 
 

Supervisory Responsibilities: None 
 
WORK ENVIRONMENT 
 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions.  The noise 
level in the environment is usually moderate. 
 
PHYSICAL AND ENVIRONMENTAL REQUIREMENT  
 

In An 8 Hour Workday, This Job Requires: 

N/A =    Not Applicable 

R =          Rarely (less than ½ hour per day) 

O =         Occasionally (1/2 - 2.5 hours per day) 

F =          Frequently (2.5 - 5.5 hours per day) 

C =          Continually (5.5 - 8 hours per day) 
 

Physical Requirements N/A R O F C 
Describe any job duty that 
requires repetition or a unique 
application of the activity. 



In An 8 Hour Workday, This Job Requires: 

Standing  X     

Sitting     X  

Stationary Standing  X     

Walking  X     

Ability to be Mobile X      

Crouching (bend at knees) X      

Kneeling/Crawling X      

Stooping (bend at waist) X      

Twisting (knees/waist/neck) X      

Turn/Pivot X      

Climbing X      

Balancing X      

Reaching Overhead X      

Reaching Extension X      

Grasping/Pinching/Finger 
Dexterity 

X      

Pushing/Pulling       

1 - 10 lbs.  X     

11 - 20 lbs. X      

21 - 35 lbs. X      

36 - 50 lbs. X      

51 - 75 lbs. X      

76 - 100 lbs. X      

Lifting/Carrying       

1 - 10 lbs.  X     

11 - 20 lbs. X      

21 - 35 lbs. X      

36 - 50 lbs. X      

51 - 75 lbs. X      

76 - 100 lbs. X      

Other physical demands: X      

Sensory Requirements N/A R O F C 
Describe any job duty that 
requires repetition or a unique 
application of the activity 

Talking in Person   X    

Talking on Telephone     X  



In An 8 Hour Workday, This Job Requires: 

Hearing in Person   X    

Hearing on Telephone     X  

Close Vision     X  

    Distance Vision X      

Peripheral Vision X      

Depth Perception X      

   Ability to Distinguish Color X      

       

Environmental Requirements N/A R O F C Comments 

Safety requirements (i.e. clothing, 
safety equipment required, activities 
performed) 

X      

Exposures (i.e. fumes, chemicals, 
vibrations, humidity, cold, heat, 
dust, noise, blood & body fluids) 

X      

Operation of equipment, tools, 
vehicles 

X      

Required hygiene standards (flood 
handling, clean, contaminated, and 
sterile equipment, etc.) 

X      

Other environmental requirements: X      

 
The above job description is not intended to be an all-inclusive list of duties and standards of the 
position.  Incumbents will follow any other instructions, and perform any other related duties, as 
assigned by their supervisor. 
 
 
__________________________________  __________________________ 

ACKNOWLEDGED:  Employee  Approved By: Supervisor 
 
 
 
____________________________________             ______________________________  
Date       Date 
 


