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	Job Title
	Recovery Officer

	
	

	Department/Location:
	Recovery Coordination Team, Yeldall Manor

	Grade:
	SP23

	Salary Range:
	 £29,694

	Reporting to:
	Recovery Coordinator

	Responsible for:
	Residents as allocated

	Key Relationships:
	Service-users, Recovery Coordinators, Counsellors, Other Staff, External Agencies

	Date last updated:
	August 2026




MAIN PURPOSE OF JOB:
· To contribute to the rehabilitation of service-users and to offer a high level of care and support to residents attending the Yeldall Manor rehabilitation programme.
· To act as the keyworker providing individualised support to assigned residents.
· To coordinate the various services and support provided to assigned residents.
· To play an active role and contribute to the working of the Recovery Coordination Team and wider organisation.
· To ensure adherence to the agreed Vision, Mission and Values of the organisation, including ensuring that the Christian ethos and culture is developed and maintained.

MAIN TASKS OF THE JOB:
Recovery Officer – Roles and Responsibilities
Care Planning & Resident Support
· Coordinate services supporting assigned residents.
· Coordinate and review individual care plans and risk assessments.
· Support residents on all phases in achieving programme objectives in line with their recovery stage.
· Monitor resident progress, including stage transitions, and update internal systems accordingly. 
· Conduct resident inductions and provide ongoing key worker support.
· Develop and coordinate move-on plans and exit strategies.
· Gather, collate, and report resident feedback.
· Promote engagement and participation in the recovery programme.
Safeguarding, Risk & Compliance
· Monitor and respond to resident behaviour, including infringements and positives.
· Collaborate closely with counsellors and others providing therapeutic support, escalating concerns to the Programme Manager and Head of Programmes if required.
· Escalate mental health concerns to crisis teams and relevant services.
· Carry out room searches and drug/alcohol testing in line with policy.
· Oversee resident leave requests and approvals.
Medication & Health Management
· Dispense medication to residents, when required.
· Complete Yeldall’s medication training and undergo periodic competency assessment prior to and throughout dispensing or administering medication, in line with CQC’s safe care and treatment standards.
· Monitor drug testing procedures and coordinate stock with healthcare teams.
· Identify and respond to resident health concerns, liaising with healthcare and other medical professionals as needed.
Communication & Multi-Agency Working
· Ensure key information about assigned residents is communicated internally as required.
· Liaise with family members and support networks as applicable.
· Communicate with external professionals and services including probation services, solicitors, police, and healthcare providers.
· Prepare reports and provide updates to funders, including funding requests and review meetings. 
· Coordinate and facilitate multi-agency meetings where required.
Programme Delivery & Activities
· Plan and facilitate group sessions (role-dependent) (if required)
· Share in leading house meetings (if required)
· Coordinate therapeutic reviews.
· Build partnerships with external organisations to enhance programme delivery.
· Contribute to the development and improvement of group programmes and timetables.
Admissions
· Support and contribute to the admissions process.
· Conduct assessments and interviews with prospective residents.
· Collate, file and communicate post-decision pre-admissions information and coordinate with relevant internal and external partners (e.g. local authorities, probation, finance team, etc.) regarding admission of new residents.
· Complete and upload data according to statutory and regulatory requirements (i.e. NDTMS) forms for assigned new residents.
Administration & Coordination
· You will handle service-user and staff information, including special category health data and information shared by criminal justice agencies, in accordance with UK GDPR, the Data Protection Act 2018, and Yeldall’s confidentiality policy.
· Maintain accurate and up-to-date records across all systems.
· Coordinate meetings, reviews, and stakeholder communications.
· Apply for funding extensions (e.g., statutory or Good Samaritan Fund) where appropriate.
· Support the organisation and delivery of resident graduations.
OTHER DUITIES
· 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 always uphold the Christian Values and Ethos of Yeldall in all dealings both internally and externally.
· To ensure that Yeldall’s Diversity (Equal Opportunities) Policy is always adhered to in respect of both residents and co-workers.
· To contribute to the overall running of the Yeldall Manor programme as required and as commensurate with your role.
· 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 task, as directed, commensurate with the grade of the post.

WORKING REQUIREMENTS:
· This is a permanent post.
· The place of work is Yeldall Manor, and it may sometimes be required to go offsite to fulfil the requirements of the role.
· Middle duty and weekend responsibilities (entailing a general oversite of the house and residents) are part of the role. 
· Evenings and sleepovers may be required where appropriate and agreed. A lone-working risk assessment applies to all such shifts, and sleep over hours are remunerated in accordance with Yeldall’s sleep-over pay policy and current National Minimum Wage regulations.
· 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, due to the nature of unsupervised contact with vulnerable adults in recovery. Continued employment is conditional on a satisfactory outcome and, where applicable, subscription to the DBS Update Service.

Benefits:
· 25 days’ annual leave per year plus Bank Holidays pro rata, rising to 30 days pro rata after three years’ continuous service.
· Pension in line with government auto-enrolment legislation.
· Meals provided whilst on duty.
· Death in service life insurance.




Signed (Staff Member)			Date:


Signed (Line Manager)			Date:


PERSON SPECIFICATION

Job Title:	Recovery Officer

	QUALIFICATIONS & EXPERIENCE
	ESSENTIAL
	DESIRABLE

	Relevant qualifications for working with and supporting clients who have addiction issues 
	
	*

	Proven ability to establish and maintain information systems, keep accurate records
	*
	

	Demonstrated experience of working with people who have addiction issues
	
	*

	Experience of computer use including Microsoft Word, Excel and Outlook
	*
	

	Experience of using an ‘in-house’ data base such as Greenshoots, Illy or other system
	*
	

	Experience of risk assessing and care planning 
	
	*

	KNOWLEDGE, SKILLS & ABILITIES
	ESSENTIAL
	DESIRABLE

	Good communication skills, orally and in writing
	*
	

	Ability to work within a team and independently
	*
	

	Ability to plan and prioritise your own workload, including setting and meeting deadlines
	*
	

	Good problem-solving skills, boundaries setting and conflict management
	*
	

	Understanding of issues faced by those recovering from addiction 
	*
	

	Ability to deal patiently, sensitively and in a non-patronising way with all people e.g. service-users, staff, volunteers, visitors and external agencies
	*
	

	Ability to support clients with their goal setting and recovery journey
	*
	

	OTHER REQUIREMENTS
	ESSENTIAL
	DESIRABLE

	Current driving licence 
	*
	

	Demonstrated commitment to the Christian faith, ability to encourage others in their faith and able to support the Yeldall Basis of Faith, Ethos Statement and values
	*
	

	Demonstrated commitment to upholding and promoting equal opportunities
	*
	

	Ability to work regular unsocial hours, including weekends, and possible evenings and sleep overs (male staff only, and by agreement) 
	*
	

	Able to occasionally travel off site (other projects, church services, court cases etc.)
	*
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