
Hands Across The Water 

Job Description 

 

Title:  Infant Adoption Specialist 

 

Qualifications:  

The Infant Adoption Specialist shall hold a minimum of a bachelor’s degree from an 

accredited college or university in a human behavioral science.  The Infant Adoption 

Specialist will maintain a license with the State of Michigan if applicable to degree.   

 
Appropriate candidate for this position must have the ability to handle stress well, have 

the ability to be an active listener with good clinical observation and assessment skills, be 

flexible and able to handle change, be a team player yet able to work independently, able 

to multi-task, and maintain program compliance responsibility and follow-through. Must 

demonstrate strong interpersonal skills as evidenced by excellent written and oral 

communication skills. Appropriate candidate must be detail-oriented as well as policy 

and compliance focused. Must be willing and able to work flexible hours based on the 

needs of families in the program, including evenings, weekends and holidays if 

necessary.  Appropriate candidate must have the ability, experience, education, and 

training to perform the duties assigned. 

 

Candidate may not have been convicted of child abuse or neglect, a felony involving 

harm or threatened harm to an individual within the ten years immediately preceding the 

date of hire, or be listed on the central registry as a perpetrator of child abuse or child 

neglect. The Infant Adoption Specialist shall possess a valid Driver’s License, positive 

driving record and proof of automobile insurance.  

 

Hands Across The Water does not discriminate against an employee or applicant for 

employment with respect to hire, tenure, terms, conditions, or privileges of employment, 

or a matter directly or indirectly related to employment, because of race, color, religion, 

national origin, age, sex, height, weight, marital status, gender identity or expression, 

sexual orientation, political beliefs or mental or physical disability. 

 
 

Salary:  According to the current salary schedule. 

 

Job Overview: 

The Infant Adoption Specialist is responsible for conducting assessments/evaluations of 

families for purposes of adoption, as well as supervising the placement of children, and 

providing written post placement reports to the court prior to adoption finalization.  The 

Infant Adoption Specialist will be a first point of contact for families inquiring about 

adopting through the agency’s infant adoption program, and will act as a primary support 

throughout the process through finalization.  This position requires in office and outside 

of office work, including home visits and court appearances.   

 

Training:  

The Infant Adoption Specialist will complete all agency and DHHS mandated 

orientation and ongoing training related to assigned program as required (a minimum of 

16 hours per calendar year).   

 

Job Responsibilities and Duties: 

 
1. Oversee the case management of HATW infant adoption program families. 



2. Assist families in all stages of preparing and planning for infant adoption. 

3. Conduct Pre-Placement Assessments of prospective adoptive families. 

4. Complete post-placement supervision reports on assigned adoptive families, offering support and 

resources as necessary to family.   

5. Maintain contact with all program families on a monthly basis. 

6. Assist with the maintenance of all records, files, and cases pertaining to services rendered to 

infant domestic adoption families. 

7. Co-facilitate potential match meetings between prospective adoptive families and pregnant 

women with Pregnancy Options Counselor. 

8. Facilitate a positive working relationship with networking agencies, HATW staff, attorneys, 

courts, and clients. 

9. Assist families in creating face sheets and family profiles per agency specifications. 

10. Maintain an updated Waiting Families Album featuring family profiles. 

11. Plan and conduct group and individual orientation/information meetings with prospective 

adoptive families. 

12. Plan and conduct education classes and support groups as needed. 

13. Maintain a spreadsheet specific to the status of each waiting family. 

14. Maintain family profiles on agency website. 

15. Attend all agency and program specific staff meetings and trainings as required. 

16. Assist program supervisor in carrying out program goals, through assigned projects. 

17. Maintain 16 hours of job-related training per year as specified in the Personnel Manual. 

18. Maintain an up-to-date personnel file as required by agency. 

 

Accountability:   

The Infant Adoption Specialist is accountable to the Infant Adoption Supervisor 


