Position Description
Job Title:   
Adoption Specialist
Department:   
Foster Care
Status:                 Full-time/Non-Exempt 




Salary Grade:
Position Summary: 

Under the direct supervision of the Program Director, the Adoption Specialist trains, assesses and licenses pre-adoptive families. With an expertise in the adoption process, the Specialist assists with matching children and families and performs case management services to pre-adoptive foster parents and children and coordinates post-adoption support services for up to one year post-adoption.
Major Responsibilities: 

1. Complete Pre-Placement Assessments (PPA) for foster families interested in pursuing adoption and maintain annual PPA updates.  Complete Reports on Proposed Adoptions, determine Adoption Assistance eligibility and collaborate with legal representation and Departments of Social Services to finalize adoptions. Participate in community collaborations that promote permanency and adoption for children involved in the Child Welfare System.
2. Ensure all licensing standards for foster homes are implemented. Complete and submit foster home applications for licensure, re-licensure, termination, and revocation.  Conduct quarterly reviews and yearly summaries with foster parents. Assist with foster parent trainings, in-service and pre-service.

3. Provide adoption-specific and child-specific training, supervision, and coordination of appropriate services to foster parents and children through monitoring of foster homes to ensure safety and appropriate provision of children’s needs. Provide crisis intervention and case management through 24 hours a day on-call availability, via team rotation, and scheduled monthly supervision to foster parents.
4. Execute admission and discharge processes for children in care. Assist with placement selection and pre-placement transitions. Ensure the child and family have access to all necessary services through the completion of referrals, and assisting with the transportation of children to medical appointments, therapy, and visitation, as needed. Attend all relevant meetings to maintain placements including, but not limited to:  permanency planning meetings with DSS and adoption committee meetings, court hearings, child and family team meetings, and clinical supervision. Serve as liaison between foster parents and members of the child and family team.  Ensure appropriate communication and sharing of information.
5. Ensure that state and agency standards are met regarding case records of foster parents and children in care. Responsible for service planning, documentation, and review. Maintain supervision notes. Meet with each child in care individually, face to face, at least one time per month to assess needs and well-being.
Other Responsibilities:

1. Maintain current knowledge of foster care and adoption issues through staff meetings, supervision with Program Director, continuing education (minimum of 24 hours/year), literature review and participation in foster parent in-service trainings.
2. Ensure the provision of quality services to clients through participation in the agency's Continuous Quality Improvement (CQI) process.  Identify program and support needs for children and families throughout the adoption process. 
3. Display competence and responsiveness to cultural differences present in both customer and employee population.

4. Other duties as assigned/requested by the Program Director.

Reporting Relationship:
Position reports to:
Foster Care Program Director 
Qualifications:  
Knowledge:  Minimum Bachelor's degree in Human Services or related field from an accredited college or university.  Prefer TIPS-MAPP certification.

Experience:  Minimum 2 years experience working with children in a case management capacity. Prefer Qualified Professional Certification.
Skills/physical/working conditions: Must possess North Carolina driver's license and be insurable by Eliada's insurance carriers. Position requires on-call responsibilities and transportation of foster care clients.

Disclaimer Clause: 

Job descriptions are not intended, and should not be construed, to be exhaustive lists of all responsibilities, skills, efforts, or working conditions associated with this job.  They are meant to be accurate reflections of the principal job elements essential for making fair pay decisions.  This position description is not intended as a contract.  Employment is confirmed by a Letter of Employment.  North Carolina is an at-will employment state and Eliada is an at-will employer.       
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