
 
 

WE’RE HIRING! 

UK SMART Recovery Administrator 

Full-Time (37.5hrs available) | Salary Scale £24,784 - £28,734pa 

Home-based office equipment supplied 

Annual Leave 27 days plus Christmas eve per year rising by 1 day per year up to 31 days max. 

Company Pension with Now Pensions | EAP with Health Assured. 

Permanent contract offered pending successful probation period. 

UK SMART Recovery is excited to announce a rare opportunity for a highly motivated and compassionate 

individual who is organised, proactive and customer-focused to join our friendly and supportive team as 

an Administrator. 

This is an exciting opportunity for someone with excellent administrative skills who enjoys working in a 

varied role, providing outstanding customer service and ensuring the smooth day-to-day running of our 

organisation. Working from home, you will play a key role in supporting our training programmes, 

maintaining accurate records and delivering efficient administrative support to colleagues, facilitators 

and trainees. 

To be successful in this role, you must be based in Stoke on Trent and be comfortable working 

independently while remaining connected with a remote team. 

As part of the role, you will respond to telephone and email enquiries in a professional, friendly manner, 

enrol trainees onto facilitator training programmes, maintain accurate records using our CRM systems, 

process orders received through our online shop, generate certificates for newly qualified facilitators and 

arrange their distribution, prepare and post meeting and training packs, organise and take minutes of 

meetings, manage diaries, provide accurate administrative support across the organisation, and assist 

with a range of general administrative duties as required. No two days are the same, so we’re looking 

for someone who enjoys variety and takes pride in delivering high-quality work. 

We are looking for someone who has previous experience in an administrative or team support office-

based role, along with experience of providing excellent customer service by telephone and email. You 

should have experience maintaining accurate records and handling confidential information, as well as 

using CRM or database systems. Strong written and verbal communication skills are essential, along with 

excellent organisational skills and the ability to prioritise workload effectively. You will need to 

demonstrate a high level of accuracy and attention to detail, a good working knowledge of Microsoft 

Office applications, and the ability to work independently while managing competing priorities.  

We are also looking for someone with a friendly, professional and approachable manner, a proactive, 

flexible and positive attitude. An individual who holds compassion for the sector we work in and who can 

correspond in all manners in a sensitive way using non-stigmatising language and with a high degree of 

discretion. Whilst the whole team get together in person for residential development days 3 times per 



year you must be able to enjoy working from home the majority of the time. A reliable home working 

environment with a stable internet connection is also essential, as is residence within Stoke on Trent. 

What we offer includes home-based working, a laptop and mobile phone provided, a supportive and 

friendly team environment, a varied and rewarding role where you can make a real contribution, and 

opportunities to develop your skills and experience. 

Please visit our website to learn more about what we do: UK SMART Recovery 

For an application pack or to request an informal chat about the role: 

Email info@smartrecovery.org.uk 

or 

Call Central Office 0330 053 6022 (Monday -Friday, 9.30am – 4.00pm) 

The final closing date for completed applications is 5pm on Friday 04th September 2026. 

Don’t wait - APPLY NOW as we will interview suitable candidates  

as applications are received. 

This post is subject to satisfactory references. 
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