
Hands Across The Water 
Job Description 

 
Title:  Document Specialist/Office Assistant 
 
Qualifications: 

High school diploma required, some college preferred. The Document Specialist/Office 
Assistant shall possess sufficient skill and knowledge of office procedures, files, 
documents, and tasks.  The Document Specialist/Office Assistant shall have computer 
skills and the ability to grasp the necessary software utilized in the job tasks. Candidate 
must be able to lift up to 40 pounds and operate office equipment  

 
The Document Specialist/Office Assistant must be very detail-oriented, thorough and 
aware of priorities and deadlines in order to maximize efficiency.  The Document 
Specialist/Office Assistant must possess a high level of written and oral communication 
skills, a professional, polite manner, and provide high quality customer service to 
those within the agency and those served by the agency.  Candidate must have the ability 
to be flexible and able to handle change, be a team player yet able to work 
independently.  

 
Candidate may not have been convicted of child abuse or neglect, a felony involving 
harm or threatened harm to an individual within the 10 years immediately preceding the 
date of hire and/or may not be listed on the central registry as a perpetrator of child abuse 
or child neglect.   

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. 

Appropriate candidate must demonstrate a commitment to the agency’s Mission and 
Vision statements. 

Salary: Hourly according to the current pay schedule.  
 
Job Overview:  

The Document Specialist/Office Assistant will work directly with the Foster Care and 
Adoptions Supervisors and Specialists to provide timely completion and organization to 
Foster Care and State Adoption files. This may require contact with foster parents, 
adopting parents, DHHS workers, other agencies, service providers and other HATW 
staff. 
 

Job Responsibilities and Duties: 
 

1. Maintain organization of all Foster Care and State Adoption client case files. 



2. Oversee and maintain completeness of all Foster Care and Adoption client case files. 
3. Create/maintain spreadsheets, or other tools, to monitor due dates of various required 

documents. 
4. Follow up with social worker and/or family if documentation missing or late. 
5. Review file checklist to assess that all domestic program documents and sign-offs are 

in file.  Follow up with family if sign-off documents are missing. 
6. Provide telephone support, information, direction for foster, adoption, and birth 

families and front desk support, as necessary. 
7. Create Foster Care and Adoption files. 
8. Upload documents into MiSACWIS. 
9. Send out reminders to keep documents current or if documents past due. 
10. Log contacts and other duties in MiSACWIS. 
11. Update all relevant case data in SAM for Foster Care and Adoption cases indicated on 

new case and updated placement sheets provided by department staff. 
12. Update file documents with current information. 
13. Prepare placement packets. 
14. Prepare State Adoption education binders. 
15. Prepare adoption petition packets. 
16. Maintain and keep current supply of birth parent guides and foster parent placement 

packets 
17. Replenish supply of case documents as needed 
18. Inform workers when documents are close to expiring and follow up until current 

document received. 
19. File family paperwork for Infant Adoption and International Adoption. 
20. File, in appropriate order, documents in foster care and adoption files 
21. Photocopy as needed 
22. Answer telephone, assist callers, take messages as needed 
23. Assist with mailings as needed 
24. Retrieve mail 
25. Attend agency staff and department team meetings.  
26. Participate in agency trainings as directed.  
27. Complete at least 16 hours of job-related training per year as specified in the 

Personnel Manual or as required by the State contract.  
28. Participates as needed in special agency or departmental projects 
29. Miscellaneous office tasks as directed. 

 
Accountability:   

Document Specialist/Office Assistant is accountable to the Clerical Support Supervisor. 
 


