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Job Description
Recovery Specialist
Summary of Position
The Recovery Specialist works as a member of the program team to assure professional and efficient operation of a single Mid Valley client service program.  The Recovery Specialist assures services are delivered in compliance with all internal and external requirements, maintains Mid Valley standards for quality of service and the program environment and assures accurate and complete documentation and reporting of program services.  

Specific Job Duties

· Assesses and evaluates current and potential clients of the program, completes Intake, Discharge, and Referral procedures according to established program practices 

· Maintains assigned caseload providing individual and group counseling for program participants, assuring proper documentation of services in accordance with established program practices

·  SEQ CHAPTER \h \r 1Assures the general safety, security and well being of all clients in the facility, correcting or reporting any problems with program environment.

· Maintains client service records in both manual and electronic systems, assuring compliance with internal and external documentation and reporting requirements; identifies and communicates opportunities to improve record keeping systems 

· Continuously monitors clients’ progress; may administer or supervise testing for alcohol or other drug use; assures timely delivery of required reports in conformance with established program practices; prepares related business correspondence and reports, drafts related correspondence as assigned
· Participates in staff meetings and training sessions; may attend outside meetings as representative of the program
· Coordinates and cooperates with other Mid Valley staff and outside organizations to assure efficient and professional operation of all agency activities; maintains a positive, professional approach with all internal and external contacts

· Performs other duties or administrative functions as assigned
Required Skills, Knowledge and Abilities

· Possesses the personal qualities needed to facilitate client engagement and retention in program services including understanding of the dynamics of alcohol and other drug use, addiction and recovery, empathy, open-mindedness and advanced communication skills; is without a history of chemical dependency or is in recovery and free of alcohol and unprescribed drug use; does not pose risk of communicable disease to clients or colleagues; is able to pass standard background check
· Able to communicate effectively and professionally with a wide range of persons, both orally and in writing.  Spanish language skills are an asset.
· Understands operational requirements of the program, is familiar with the full range of current programs and practices in the field of addiction treatment and recovery; understands relevant federal and state regulations and contract requirements; is familiar with Mid Valley philosophy, mission and operations
· Has working knowledge of standard office equipment, including PC and network operating system, internet, email, word processing and electronic spreadsheet software; able to learn and teach software use.  Proficiency with database software is an asset.

· Has a high level of mobility in sitting, standing, typing and light lifting; able to drive personal and company automobiles. 
· Recognizes limits of skills and responsibilities; obtains assistance when needed

Qualifications:

Entry level through Step 2: an appropriate combination of training and experience leading to the required skills’ knowledge and abilities, including documented enrollment in, or completion of an accredited training program(s) leading to certification in addiction counseling; consistent performance within expected range
Step 3: Attainment of certification in addiction counseling under current state rules; consistent performance within expected range

Step 4: Attainment of advanced certification in addiction counseling; consistent performance above expected range

Step 5: Attainment of an Associates Degree in a related field plus advanced certification in addiction counseling; consistent performance at an exceptional level.

Supervisory Relationships

The Recovery Specialist receives administrative supervision from the Program Director, and may receive task supervision from an Assistant Director
The Recovery Specialist may provide task supervision to, volunteers, students and persons performing community service.
Salary and Hours

The salary for this position is set within Job Group IV of the approved Mid Valley Salary Plan, based on the qualifications of the applicant and evaluated performance of the incumbent.
Mid Valley Programs operate on various schedules. Recovery Specialists may be assigned any schedule within the hours in which the program is in operation.
Other Considerations

Eligibility to participate in some portions of Mid Valley’s employee benefits program is limited to full-time employees (salaried and/or regularly scheduled to work at least 35 hours per week).

My signature below confirms that I have read and understand the Job Description and I have the capabilities to perform these functions.

Employee Signature: _________________________________ Date: ____________________
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