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Job Description Template 
	Job Title 
 
	Apprentice Recovery Coordinator 

	Function  
 
	To work as part of a team to learn and develop the required skills to provide collaborative recovery planning and case management to substance misusers (drug and alcohol) across all stages of an individuals’ recovery journey, from assessment and engagement through to sustained recovery. 
 

	Department/Team 
 
	Forward Leeds   

	Reports to 
 
	TBC  

	Direct Reports 
 
	Not Applicable  

	Dimensions (budget, people span of control) 
	Not applicable  

	DBS Check Level 
Required 
	Enhanced DBS check  
 

	Grade/Job Evaluation 
Level 
	Apprentice 

	Created/Reviewed date 
	29/10/2025 


 
 
 
 
 
 
 
 
 
This Job Description is not definitive and outlines key accountabilities – colleagues are expected to be flexible regarding their accountabilities and will from time to time be asked to carry out other duties to ensure achievement of company goals. 
   
 
 
 
 
 
 
 
	You will be working for  
(Description of Waythrough and specifics of Service/Function/Office) 

	Waythrough are specialists in mental health, alcohol, drugs and related areas. Our high quality, evidence-based services are designed around the needs of the people we serve. 
 
Our vision is to break down the barriers that stop people getting the support they need to live a life they value. 
 
Likewise is an established Treatment Service, offering free and confidential support to people of all ages looking to change their relationship with alcohol and other drugs. 
 




 
	Purpose of the Role 
 

	To work as part of a team to learn and develop the required skills to provide collaborative recovery planning and case management to substance misusers (drug and alcohol) across all stages of an individuals’ recovery journey, from assessment and engagement through to sustained recovery. 
 


 
	Key Accountabilities  
(List of accountabilities specific to this role) 

	· To study towards and achieve the Adult Care Worker Level 2 Apprenticeship Standard and complete required training in order to fulfil all other key accountabilities set out below. 
· Work closely with the full range of workers and skills within the service team, including external agencies, family members and significant others as appropriate. 
· Support Recovery Navigator with carrying out triage/screening assessments and comprehensive assessments with service users. 
· Support with facilitating service user access to treatment and community resources to increase recovery and social capital, supporting service users and their families within their local community. 
· Work towards leading effective case management for allocated service users, including on-going processes such as risk assessments, risk management plans and safeguarding assessments and plans. This includes the effective use of an online case management system.  
· With guidance from the team reduce the impact of drug and alcohol related harm on family life and promote positive family involvement in recovery. 
· Learn how to develop and deliver quality programs and packages of work/ psychosocial interventions that meet local need in one-to-one formats. 
· Support delivery of key service functions through actively participating in drug screening, BBV testing and harm reduction interventions. 
· Promote visible recovery across the service and ensure peer support opportunities are relevant and accessible for all service users. 

	• 
	Undertake continuing professional development including participating in supervision, reflective practice groups, performance reviews and attending training as/when required. 

	• 
	Work in accordance with all relevant legislation, policies & procedures and guidelines – both internal and external. This includes Humankind’s clinical governance framework. 

	• 
	Maintain accurate and up to date records and reports and provide written and verbal reports as required. 

	• 
	Keep abreast of policy and professional development within your area of professional expertise. 

	• 
	Work flexibly across operational sites and within an agreed number of hours to maintain appropriate service provision. 

	• 
	To promote, adhere to and live our workplace values of kindness, courage and respect. 


 
	General Accountabilities  
(List of accountabilities applicable to all roles) 

	 
Delivering Results and Achieving Greatness Focuses on our individual drive and personal focus to succeed in delivering against our key business objectives and targets. 
 
Service Excellence Continues to build on Waythrough’s reputation within the industry, becoming a “provider of choice” recognised by external bodies as meeting the diverse needs of our customers and delivering the highest standards of service delivery. 
 
Working Together Defines how we work with each other and our customers, partners, commissioners and stakeholders. 
 
Safeguarding training required on start 
 


 
	Additional Information 

	N/A 


 
 
  
Values and Competencies 
 
	Our Values 

	 
· Kindness - Be generous, caring and compassionate  
 
· Courage - Be bold, trust, commit 
 
· Respect - Everyone deserves dignity 
 
 


 
 
Person Specification 
	Qualifications 
	Essential or Desirable 

	Functional skills (Maths & English grade D/ or grade 2/3) 
NB: Qualifications in relation to Health & Social Care above grade 2/3 are not eligible) 
	       Desirable 
Nb.  this applies to the applies to the apprenticeship for 
Likewise 


 
	Skills 
	Essential or Desirable 

	Ability to use Microsoft Office programmes 
	Essential 


 
	Experience 
	Essential or Desirable 

	Knowledge and an understanding of recovery and addiction. 
	Desirable  


 
Mandatory training to complete at the start of the role, including Safeguarding. 
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