National Adoption Center

Position Title: Program Assistant (1 Opening)

The National Adoption Center expands adoption opportunities for children living in foster care throughout the United States, and is a resource to families and to agencies who seek the permanency of caring homes for children.

The Program Department works together to support local and state funded programs. Signature programs include Wednesday’s Child Philadelphia, Wendy’s Wonderful Kids, Match Parties, Information and Referral, and the LGBT public awareness campaign.

The Program Assistant will assist with implementation and maintenance of the specifics programs, as well as family referrals for home study, child-specific recruitment activities, follow-up with prospective adoptive families, and outreach in the community.

Specific Duties include:

· Wednesday’s Child: Assist in attending Wednesday’s Child tapings, writing child narrative for media publication, register children on website, and manage child status

· Wendy’s Wonderful Kids: Assist in child case record reviews, attend child visits, manage child files, and attend outreach events

· LGBT Campaign: Research LGBT organizations, attend outreach events, research laws, and assist families in referrals to agencies

· Match Parties: Coordinate events, create printed materials, assist in managing events, and register families and children

· Youth Advisory Board: Assist in creating curriculum for meeting dates, assist in leading the board, encourage teens to participate, and assist in preparation for events.

The ideal candidate will have lots of experience with computers, and familiarity with professional office etiquette. Hours are flexible, but must be a full 12 hours, and two days a week, as presence is required for meetings and events.

