
MICHIGAN PROTECTION & ADVOCACY SERVICE, INC.  

 
 

Position:  CAIR (Community and Institutional Rights) Information & Referral Advocate  

Reports To:  Director of Advocacy 

 

This position provides information & referral advocacy to callers regarding the rights and 

services available to individuals with disabilities in community and institutional settings. 

 

Qualifications: Required 

1. Bachelor’s degree in human service area and relevant experience in human 

services and disability rights. 

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

5. Demonstrated ability to respond in a professional, non-judgmental manner to 

emotionally charged issues and negotiate through confrontational situations and 

stressful interactions. 

6. Analytical ability and problem-solving skills to identify client issue(s) and 

determine appropriate intervention(s).  

7. Ability to work independently and show initiative in completion of assigned tasks. 

8. Written and computer skills necessary to prepare required documentation. 

9. Demonstrated ability to work with various computer software packages including 

Microsoft Office, Outlook, specialized databases, and Internet browsing. 

10. Ability to adapt and respond to multiple priorities and demands, and handle the 

concerns/ emotional needs of clients and their families in a timely manner. 

11. Physical ability to work at a desk for extended periods of time and properly 

operate required office equipment. 

12. Travel when necessary to complete assigned tasks. 

13. Successfully complete background check.  

 

Responsibilities: 

1. Provides information and assistance to clients and callers including explanation of 

disability laws, client rights under the law, options available to address rights 

violations and service related concerns, means of achieving rights/desired outcomes 

and resolving problem situations. Refers individuals to other agencies or community 

resources as appropriate. Completes necessary follow-up.  



2. Maintains communication with team members and other Agency staff to exchange 

information, provide technical assistance/consultation, and resolve problems.  

3. Completes required documentation in a timely manner. 

4. May participate in various outreach activities including public presentations, training, 

and development of written materials to educate others about MPAS, the rights of 

individuals with disabilities, disability laws and issues, and other topics as assigned.  

5. Attends staff meetings, training and inservice programs. 

6. Maintains current knowledge of legal mandates, court rulings, government systems 

and Agency policies related to the rights of people with disabilities.  

7. Helps with the development and coordination of technical assistance materials. 

8. Perform related duties as assigned. 
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