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ADRC (Aging and Disability Resource 

Connection) Navigator 

Job Description 
 

Position Title: ADRC Navigator 

Reports To: Wyoming 211 Executive Director 

Location: Wyoming 

Employment Status:  This is an At-Will Position 

Salary and Benefits: Competitive salary ($50-$55K) with health insurance options, dental insurance, and Simple IRA. 

Customary holidays and paid time off provided.   

 

To apply, please send your resume and cover letter to Sabrina Lane at manager@wyoming211.org.  

 

ABOUT WYOMING 211 

Wyoming 211 is a part of a nationwide network of call centers that provide information and referral services to 

Wyoming residents. 211 is a free, confidential referral and information helpline and website that connects people from 

all communities and of all ages to the essential health and human services they need. Available information includes 

basic human services, physical and mental health resources, employment support services, educational opportunities, 

programs for children, youth and families, support for veterans, seniors and persons with disabilities, and support for 

community crisis and disaster recovery.  

 

POSITION SUMMARY 

Under the supervision of the Executive Director, the ADRC (Aging and Disability Resource Connection) Navigator will 

provide information and referral services, meet with consumers to complete service intakes, and provide options 

counseling and short-term service coordination using a person-centered approach. The ADRC navigator will also assist 

the Executive Director in coordinating with other ADRC partners to implement a “No Wrong Door” system of service 

delivery.  

 

ESSENTIAL JOB FUNCTIONS: 

 

• Provide enhanced information and referrals by working with the consumer to identify the individual’s long- and 

short-term needs, identifying resources to meet those needs, providing referrals to identified resources, and, 

where appropriate, following up to ensure that a consumer’s needs have been met. 

• Take referrals from Wyoming 211 staff and community partners and provide “warm handoffs” to streamline 

access to long term services and support for people with disabilities, older adults, caregivers, and family 

members. 

• Complete ADRC intake and conduct risk assessments with people with disabilities and older adults, and make 

referrals to the appropriate organizations, agencies, services, and programs.  

• Offer and provide Person-Centered Options Counseling and support and Short-Term Service Coordination 

through an interactive decision-support process whereby consumers are presented with as full range of options 

and are supported in their deliberations to determine appropriate long-term care choices in the context of the 

consumer’s needs, preferences, values, and individual circumstances with a focus on diversion from institutional 

settings and community living supports. When memory screens are positive, assure opportunities for follow-up 

with a primary care provider are available in accordance with the individual’s preferences.     
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• Become familiar with all aspects of consumer driven programs to assist consumers in understanding their level 

of independence on a continuum as well as their service needs. 

• Obtain, evaluate, and document comprehensive information related to community based long term care 

services and develop a framework of possible options available that allow individuals and stakeholders to make 

informed choices. 

• Develop referral relationships with physicians, dementia diagnostic clinics, and other health care providers.  

• Provide dementia-specific consultation and technical assistance related to cognitive screening and individual and 

family caregiver issues to adult protective services (APS) agencies, crisis response systems, county and tribal 

aging offices, and other county agencies, as requested. 

• Provide at least two approved evidence-based or evidence-informed interventions, one specifically designed for 

family caregivers, as part of ongoing activities.  

• Provide Care planning assistance. 

• Work collaboratively with community partners including Aging Division, Wyoming Center on Aging, Wyoming 

Department of Family Services, Alzheimer’s Association Wyoming Chapter, and other organizations to develop a 

“No Wrong Door” system for individuals to access long term services and supports where whichever 

organization they contact act as a one-stop resource center. 

• Become involved with at least one community awareness/education and systems advocacy project. 

• Provide follow-up phone calls to ensure consumer satisfaction and continuity of services. 

• Assists clients with completing applications for long-term support services, including submitting applications 

to appropriate departments.  

• Maintaining accurate, comprehensive, and confidential case records of services requested and provided utilizing 

consumer service records policies and procedures, and standards, indicators and assurances as required in Title 

VII of the Rehabilitation Act and corresponding regulations. 

 

Additional Duties may include: 

• Support outreach for ADRC program and provide presentations to community and professional groups to 

coordinate, improve, and stimulate interest in the ADRC and support partner agencies. 

• Assist clients in accessing ADRC-specific assistance programs, submit assistance requests, and maintain 

documentation for special projects. 

• Supports media events promoting ADRC activities, including TV, radio, photography, recordings, and social 

media. 

• Assists in the development of program policies and procedures. 

• Supports on-the-job training of other staff and volunteers.  

• Other related duties as assigned. 

 

GENERAL QUALIFICATIONS 

The requirements listed below are representative of the knowledge, skill and/or ability desired.  Reasonable 

accommodations may be made to enable individuals with disabilities to perform the essential functions. 

 

EDUCATION AND EXPERIENCE: 

• Bachelor's degree in social or related field 

•  2-4 years of experience working within a consumer assistance field or social services field required; At least one 

year of experience in providing phone and/or direct social services assistance to consumers preferred 

• 1 year experience with call center database and/or software systems  

• Proficient with Microsoft Office Word, Outlook, Excel, and PowerPoint  
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Training Requirements (to be completed within one year of hire) 

• Person-Centered Counseling Training (can also be completed upon hiring) 

• AIRS Community Resource Specialist-A/D Training (can also be completed upon hiring) 

• SOAR Training (can also be completed upon hiring) 

• Evidence-based dementia training (can also be completed upon hiring) 

 

KNOWLEDGE, SKILLS, AND ABILITIES: 

• Bilingual (English and Spanish) preferred 

• Knowledge of customer service standards  

• Knowledge of government benefit and community support programs for older adults and persons with 

disabilities  

• Consumer data-tracking software  

• Effective oral and written communications, especially consumer support and documentation  

• Providing person-centered and empathic assistance over the phone and by email 

• Assisting older adults and persons with disabilities  

• Working with other helping professionals to support consumer needs  

• Reading, understanding, and interpreting the Ohlmstead Decision, the Older Americans Act, and AIRS standards 

for information and referral  

• Completing on-line and in-person applications for government benefits  

• Provide services to clients of diverse backgrounds, including economic  

• Maintain consumer privacy and confidentiality and adhere to federal, state, and agency HIPAA requirements  

• Provide outstanding customer service in both English and Spanish languages  

• Develop and maintain positive relationships with social service professionals to support consumer access to 

services 

• Provide occasional community outreach and education presentations on services  

• Assess needs and make referrals in a targeted and timely manner  

• Provide for accurate and complete data entry on computer database systems while speaking to consumers  

• Handle multiple tasks within time constraints  

• Serve consumers of all ages, consumers with disabilities, and consumers of diverse backgrounds in a sensitive 

and culturally appropriate manner  

• Research community resources for website and directories  

• Perform duties in compliance with local, state and agency rules and regulations  

• Work independently with minimal supervision  

 

POSITION SPECIFIC COMPETENCIES:  

• Confidentiality is a must. 

• Attention to Detail: Ability to focus meticulously on all duties, assignments, schedules, and resources.  

• Judgment: Demonstrates critical thinking based upon in-depth data gathering, corroborating information, 

considering others’ input, and ethics.  

• Regulatory Compliance: Understand regulations and ensure that work is in compliance with regulations.  

• Work Organization: Balances competing priorities to meet project and team commitments in a timely 

manner and deliver quality results.  
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PHYSICAL REQUIREMENTS: 

Remain in a stationary position at a desk throughout the workday.  Constantly 

Stand and perform tasks throughout the workday. May be stationary for periods of the day.  Seldom 

Move about inside the office to perform different tasks of the position such as accessing 

the copy machine, filing papers, or delivering mail to the reception area.  

Seldom 

Coordinate precise movements of the fingers in order to use office productivity machinery 

or perform intricate tasks.  

Constantly 

Move objects weighing up to designated # of pounds.  Seldom - 15 lbs 

Lift objects from the floor and up onto a shelf or desk weighing up to designated # of pounds.  Seldom - 15 lbs 

Converse with others both in person and over the phone.  Constantly 

View details at close range (within one to two feet of the observer) and distinguish 

color-coded materials.  

Seldom 

Move the body into multiple positions to perform different tasks such as in the following 

examples: under desks, between walls, around servers and furniture, or to retrieve files from 

the bottom or top drawers of file cabinets. 

Seldom 

Performs duties in professional office environment  Constantly 

Performs duties while exposed to conditions of heat, cold, humidity, wind and/or rain.  Seldom 

Drives a vehicle to perform Wyoming 211 business.  Regularly 

 

KEY  

Never 0%  

Seldom 0-30%  

Regularly 30-60%  

Frequently 60-90%  

Constantly 90-100%  

Seldom would be up to 12 hours per week or 0 to 2.4 hours per day  

Regularly would be 12 to 24 hours per week or 2.4 to 4.8 hours per day 

Frequently would be 24 to 36 hours per week or 4.8 to 7.2 hours per day  

Constantly would be 36 hours to 40 hours per week or 7.2 to 8 hours per day 

 

 

Note:  The statements herein are intended to describe the general nature and level of work being performed by 

employees assigned to this classification.  They are not intended to be construed as an exhaustive list of all 

responsibilities, duties, and skills required of personnel classified.  This job description may be revised at any time. 


