
 

 

 
Reporting to: ADRC Program Manager 
FLSA Status: Hourly, Non-Exempt  
Wage: $19.23 per hour  

 

ADRC Counselor 

Mission Statement: 
At Sowega Council on Aging, our mission is to coordinate a system of services that promote 
the well-being and independence of older Georgians and those with disabilities, helping them 
achieve healthy and self-sufficient lives. 
 
Workplace Pillars: 
As part of our team, the ADRC Counselor is expected to uphold and embody our core 
workplace pillars: 
• SAFETY: We prioritize the safety and wellbeing for all. 
• RESPECT: We value everyone's individuality with care and compassion. 
• EXPERIENCE: We deliver quality service in a friendly and engaging atmosphere. 
• EFFICIENCY: We maximize our resources to deliver competent, quality services. 

 
 
Position Summary: 
As the ADRC Counselor, you will report directly to the ADRC Program Manager. The ADRC 
Counselor conducts professional assessments, screenings, and placements for community-
based services for older adults and individuals with disabilities. This role operates in a call 
center environment and involves program development, information and assistance, and 
coordination of available resources. The ADRC Counselor also assists with transportation 
services and serves as backup for the Transportation Coordinator as needed. 
 

Essential Functions: 

Client Support and Assessment: 
• Conduct intake, assessments, and telephone screenings for aging and disability services 

in a 14-county region. 
• Place eligible individuals on appropriate waiting lists for aging and disability services.  
• Provide information, assistance, and technical support to senior citizens, families, 

caregivers, and aging services contractors. 
• Establish and maintain relationships with clients, families, caregivers, service providers, 

volunteers, and community agencies to coordinate needed services. 
• Interview clients and their families to evaluate their situations and determine the extent 

of needed services and supports. 
• Perform Options Counseling using a person-centered approach to connect individuals 

with appropriate resources. 
• Ensure a welcoming and positive consumer experience. 

 
 



Data Management and Compliance: 
• Maintain essential and confidential records. 
• Assist with statistical data compilation. 
• Log all contacts and referrals in the DDS database. 
• Utilize technology for word processing, spreadsheets, database management, internet research, 

and communication. 
 
Program Coordination and Advocacy: 

• Conduct quarterly assessments of waiting lists for aging services, including home-delivered 
meals, homemaker services, adult day care, respite care, and the Elderly Disabled Waiver 
Program (EDWP). 

• Manage EDWP case work to ensure proper client placements. 
• Represent the organization in community inter-agency groups providing aging and supportive 

services. 
• Advocate for older residents in Southwest Georgia. 
• Participate in ADRC Advisory Council and Health Network meetings to stay informed on 

community resources. 
 

Training and Development: 
• Complete required training events and agency meetings as mandated by the Division of Aging 

Services. 
• Perform additional duties as assigned. 

 
Education and Experience: 

• Bachelor’s degree in social work, sociology, psychology, human services, or related field, or 
• Registered, professional nurse currently licensed to practice in the state of Georgia with two 

years’ experience in the human services or health related fields, or 
• Associate’s degree in human services or health related field and minimum of two years’ 

experience working directly with aging and disability populations. 
• Must obtain Certified Information and Referral Specialist – Aging (CIRS-A) certification through 

the Alliance of Information and Referral systems after one year of service. 
• Must complete Options Counseling certification with the Division of Aging Services. 

 
Qualifications and Skills: 

• Familiarity with aging services programs, including transportation, housing, insurance counseling, 
legal assistance, nutrition programs, and in-home services. 

• Proficient in computer software, survey techniques, and database management. 
• Strong client assessment and research abilities. 
• Excellent oral and written communication skills. 
• Ability to learn and utilize Information & Referral software. 

 
Performs all other duties per DHS, DAS, DCH and the agency, as assigned. 
 
This job description is a general guide for the job to be performed and does not cover everything. 
Employees are expected to follow and perform other job-related duties requested by their 
manager. 
 


