I MANOR

Job Title Admissions Coordinator

Name of Job Holder:

Department/Location: | Recovery Coordination Team, Yeldall Manor

Grade: SP25

Salary: £31,599

Reporting to: Programme Manager

Responsible for: N/A

Key Relationships: Prospective residents, residents, commissioners,

referring agencies, local authorities, healthcare
professionals, probation services, family members,
Recovery Coordinators, Counsellors and other Yeldall
staff

Date Last Updated: July 2026

MAIN PURPOSE OF JOB:

e To coordinate and manage the admissions process from initial enquiry through
to admission, ensuring a professional, compassionate and efficient service for
prospective residents.

e To assess and process referrals and applications, supporting potential residents
throughout the admissions journey.

e To develop and maintain effective working relationships with commissioners,
local authorities, referring agencies, healthcare professionals and other
stakeholders.

e To contribute to occupancy and sustainability objectives through effective
admissions management and promotion of Yeldall Manor's services.

e To coordinate the transition of residents from their current
environment/personal circumstances to admission to the Yeldall programme.

e To contribute positively to the wider organisation and ensure adherence to
Yeldall Manor's Vision, Mission, Values and Christian ethos.
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MAIN TASKS OF THE JOB:
Admissions Coordinator — Roles and Responsibilities
Enquiry Management & Admissions

e Manage enquiries from prospective residents, families, commissioners,
professionals, and other stakeholders.

e Provide accurate information regarding Yeldall Manor's services, programmes
and admissions criteria.

e Coordinate the admissions pathway from initial enquiry through assessment
and admission.

e Maintain regular communication with applicants and referrers throughout
the process.

¢ Discuss prospective residents' circumstances and history directly with
referrers to inform the admissions decision.

¢ Liaise with parents, partners and other family members of prospective
residents throughout the enquiry and admissions process.

e Ensure applicants receive appropriate support, advice and guidance during
the referral and assessment stages.

¢ Maintain waiting lists and referral pipelines as required.

Interviews and Assessments

e Set up and conduct admissions interviews in collaboration with Recovery
Coordinators either in person, virtually or by telephone.

¢ Facilitate admissions assessments by relevant staff and teams.

e Carry out breathalyser and/or drug testing with prospective residents prior to
admission, in line with policy.

e Review referrals, risk information, professional reports and supporting
documentation.

e Assess suitability of applicants against programme requirements and
admission criteria.

e Manage and oversee the admissions pipeline and tracker spreadsheet to
ensure appropriate decision-making and communicate outcomes to internal
and external stakeholders as required.

e Coordinate pre-admission planning and readiness assessments.

o Liaise with internal teams to ensure safe and effective admission decisions.

Stakeholder & Commissioner Relationships
¢ Develop and maintain positive working relationships with commissioners,

local authorities, probation services, healthcare professionals and referral
agencies.
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¢ Liaise with probation officers, social workers, healthcare professionals and
other agencies involved in a prospective resident's care.

e Undertake prison visits where necessary to meet with prospective residents
as part of the interview and assessment process.

¢ Respond promptly to enquiries from external stakeholders.

o Participate in review meetings, admission discussions and placement
negotiations where required.

e Represent Yeldall Manor professionally in dealings with external
organisations.

e Support the development and maintenance of referral pathways and
partnership opportunities.

Admissions Administration & Compliance

¢ Maintain accurate and up-to-date admissions records and documentation,
including notes of referrer, family and professional contact.

e Ensure all admissions processes comply with organisational procedures and
applicable regulations.

e Prepare admission paperwork and coordinate required documentation.

e Monitor funding approvals and placement arrangements.

e Support compliance with CQC requirements, safeguarding obligations and
organisational policies.

¢ Handle service-user information in accordance with UK GDPR, the Data
Protection Act 2018 and Yeldall Manor's confidentiality requirements.

Line Management

e Line manages Admissions Officer(s) when these are recruited and assigned.

e Provide support and mentoring to reports, monitoring their performance and
providing accountability and training where required.

e Conduct supervisions and annual appraisals with reports.

e Sign off leave requests, expenses and other similar processes and documents
for reports, in coordination with the Programme Manager.

Resident Collection & Transport
e Collect interviewees from train stations or other locations for admissions
interviews, where required.
¢ When necessary, collect new residents from detox units, prison or other
locations on the day of admission.

Data Management & Reporting

¢ Complete and submit statutory data returns as required.
e Maintain admissions databases and ensure data accuracy and integrity.
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e Produce admissions, occupancy, referral and performance reports as
required.

o Analyse referral trends and admissions activity to support service planning.

e Support reporting requirements for commissioners, managers and external
stakeholders.

Service Promotion & Development

e Promote Yeldall Manor's services to professional agencies, commissioners,
churches and other organisations.

o Attend networking events, meetings and presentations where required.

e Support the development of promotional materials and stakeholder
communications.

o |dentify opportunities to enhance referral activity and develop partnerships.

¢ Contribute to continuous improvement of admissions processes and systems.

Admission Transition

e Coordinate admission arrangements for accepted applicants.

e Ensure all required documentation, funding arrangements and assessments
are completed before admission.

e Liaise with and inform Recovery Coordinators and other teams regarding
incoming residents.

e Support a smooth and positive transition into the Yeldall Manor programme.

OTHER DUTIES

To offer a high level of care and support to all residents during their time at
Yeldall Manor, maintaining appropriate professional conduct and boundaries at
all times

To participate actively in the Christian life of the organisation including
participation in corporate, team devotions and times of prayer/worship (e.g. staff
prayer meetings, weekly Fellowship meetings, quarterly Celebrations, annual
Open Day).

To support residents on the Yeldall programmes by interacting with them and
encouraging them in their recovery and spiritual growth. To be willing to share
your faith with residents and to pray for them if requested.

To always uphold the Christian Values and Ethos of Yeldall Manor in all dealings
both internally and externally.

To ensure Yeldall's Diversity and Equal Opportunities Policy is adhered to in
respect of both residents and co-workers.

To contribute to the overall running of the Yeldall Manor programme as required
and commensurate with the role.
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To attend and participate in regular staff meetings, management supervision
sessions, in-house and external training courses as required (formal 1:1
management supervision is held periodically, plus an annual appraisal, in line
with Yeldall’s staff support framework).

Any other duties consistent with the level and responsibilities of the post.

WORKING REQUIREMENTS:

This is a permanent post.

The primary place of work is Yeldall Manor, although occasional travel may be
required to interview or collect residents, attend meetings, networking events,
presentations or stakeholder visits.

Flexibility may occasionally be required to support operational needs.

This post is subject to a Genuine Occupational Requirement under Schedule 9,
Part 1 of the Equality Act 2010, given Yeldall Manor's ethos as a Christian faith-
based recovery community. Candidates must demonstrate a strong personal
commitment to the Christian faith and ability to support Yeldall's Basis of Faith
and Ethos Statement.

This post is subject to an Enhanced DBS check, including a check against the
Adults’ Barred List where applicable, due to the nature of unsupervised contact
with vulnerable adults in recovery. Continued employment is conditional on a
satisfactory outcome.

Benefits:

25 days' annual leave plus Bank Holidays (pro rata where applicable), rising to 30
days after three years' continuous service.

Pension in line with government auto-enrolment legislation.
Meals provided whilst on site.

Access to our Employee Assistance Programme (EAP), providing confidential
support and counselling services

Death in service life insurance.
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Job Title: Admissions Coordinator
QUALIFICATIONS & EXPERIENCE ESSENTIAL | DESIRABLE
Experience of handling referrals, applications or *
assessments
Experience of administration and record keeping *
Experience of working with external agencies and *
stakeholders
Experience using databases and reporting systems *
Experience of NDTMS reporting *
Experience in health, social care, housing, rehabilitation *
or addiction services
Relevant qualification in administration, social care or *
related field
KNOWLEDGE, SKILLS & ABILITIES ESSENTIAL | DESIRABLE
Excellent written and verbal communication skills *
Ability to build positive professional relationships *
Ability to plan, organise and prioritise workload *
effectively
Strong administrative and organisational skills *
Ability to manage confidential and sensitive information *
appropriately
Competent use of Microsoft Word, Excel and Outlook *
Ability to analyse information and make balanced *
recommendations
Understanding of safeguarding and professional *
boundaries
Understanding of addiction, recovery or residential *
rehabilitation services
OTHER REQUIREMENTS ESSENTIAL DESIRABLE

Commitment to Yeldall Manor's Christian ethos and
values

Commitment to promoting equality, diversity and
inclusion
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recovery for life

Full UK Driving Licence, with ability to occasionally travel
off-site for resident collections and prison/parole visits
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