	Agency Name
	Generations Adoptions 

	Job Title
	Home Study Coordinator (Full-time) 

	Job Description (including hours and responsibilities)
	The Home Study Coordinator works under the supervision of the Social Services Manager and Executive Director. The qualified candidate will serve adoptive families and prospective adoptive families in the State of Texas by promoting all available Agency programs, coordinating Home Study Services for prospective and adoptive families in line with accreditation and State regulations, and overseeing critical administrative functions within the Agency. This is a full-time position (8:00 a.m.-5:00 p.m.) based in our Waco office. The qualified candidate will have strong organizational, assessment, and managerial skills, work at a self-directed pace within allotted timescales, effectively manage competing priorities, and be a strong critical thinker able to work collaboratively with others. It is imperative that the qualified candidate will be able to establish and maintain excellent working relationships with clients and families and work cooperatively with Agency staff. Extensive training, observations of home visits, mentoring, feedback, and staff evaluations are provided. Please send resumes & cover letter for consideration to erin.wheeler@nightlight.org Job Description: The qualified candidate will: 1. Be the number one person to answer phones, provide excellent customer service and forward phone calls to the appropriate personnel. Promote and recruit prospective adoptive families in Texas through use of social media and taking inquiry phone calls. 2. Manage and maintain critical office functions: overseeing office supplies, processing mail, postage meter, vehicle & copier maintenance, backup of computer server, and opening/locking up at beginning and end of business day. Become a notary and provide notary services as a part of daily duties. 3. Be responsible for running all required out of state and Texas background checks for all cases 4. Prepare legal & relinquishment paperwork for birth parents, domestic placement paperwork for adoptive parents, and genetic health history reports. Request medical records as needed. Prepare documents for termination and finalization hearings. 6. Maintain domestic and international paper files & electronic records whilst ensuring client confidentiality; become proficient with all electronic systems used by the Agency including SAM, Paychex, Concur, AdoptionBridge, etc. 7. Must maintain the standards of ethics for state licensing, accrediting bodies, USCIS, federal agencies and laws, state and local laws and the Hague Treaty on Intercountry Adoptions. Maintain a working knowledge and keep abreast of changes to State and International Adoption law, standards, and regulations for child-placing agencies; ensure compliance. 8. Attend Staff Meetings and Agency events as required: perform additional tasks as needed i.e. assist with domestic orientation classes, adoption info seminars, Hope Gala, Family Fun Day. 9. Support and promote the philosophies and objectives of the Agency. 10. Provide an overview to prospective adoptive families about the home study and post-placement reporting process for International Home Study Services and assist families with their application to this program. 11. Oversee and approve the application process, supporting documents, parent education, processing of fee payments for services, and primary provider instructions. 12. Ensure inter-agency agreements and contracts are reviewed and signed by Social Services Manager; return to relevant Primary Provider with copy saved for family file. 13. Maintain a caseload completing home studies, updates/amendments, and post-placement reports as needed. 14. Allocate a home study provider (caseworker) to complete home studies; maintain caseload records for all home study providers. 15. Provide reports to Social Services Manager and/or Executive Director as required for Board reports, Staff Meetings, etc. 16. Be responsible for finalizing and mailing completed home studies, post-placement reports and post-adoption reports in a timely manner to the relevant agencies and families. 17. Assist Social Services Manager in auditing files on an ongoing basis to maintain accreditation and licensing regulations. 18. Assist the Social Services Manager in monitoring and oversight of child-placing staff in international division including: orientation and training of new staff, staff supervision, planning staff development and/or corrective action in regards to decision-making, time management, or assessment planning. 19. Liaise with Social Services Manager and Domestic Child Placement Management Supervisor for child-placing staff to obtain required annual training hours. 20. Complete all other duties as assigned by the Social Services Manager and/or Executive Director. 

	Job Location
	Waco, Texas (Office base) 

	Qualifications
	1. Minimum of Bachelor’s degree required from a Social Work or human services field. A Master’s Degree in Social Work is strongly preferred but not required. 2. Previous experience in completing family assessment work, home studies adoption work preferred, but not required. Management experience or clinical supervision of staff is strongly preferred. 3. Must have current driver’s license, reliable transportation, current auto insurance, and safe driving record. 4. Must have a criminal history and central registry background check, and FBI fingerprint check, with a finding of no offenses. 5. Must not have any behavior or health status that endangers children in any way. 6. Tuberculosis skin test or chest x-ray documenting a negative Tuberculosis result before having contact with clients. 7. Must agree with and sign the Agency’s “Statement of Faith.” 8. Qualified candidates will not combine this position with providing services for another child-placing agency or on his or her own, as that would be a conflict of interest with our agency. 

	Application Contact Name
	Erin Wheeler 

	Phone
	254-741-1633 

	Email
	erin.wheeler@nightlight.org 
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