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Alternatives in Psychological Consultants, S.C. 
Job Description 

 
Job Title: Recovery Coach 
Department: Comprehensive Community Services 
Reports To: Director of Youth Services 
FLSA Status: Non-Exempt 
 
Summary: The Recovery Coach is responsible for assisting individuals in our 
community with mental illness and/or substance use issues achieve their vision of 
recovery.  This includes developing goals with individuals based on the assessed and 
expressed needs of the member and providing support, guidance, and education for 
members to assist in attaining their goals. This also includes working in a team setting 
and attending recovery team meetings to foster a positive recovery experience based on 
member’s individual needs and play an active role in assisting members achieve their 
life vision of recovery. 
 
Duties and Responsibilities include the following.  Other duties may be assigned.  
  

1. Provide direct and indirect clinical and supportive services to adults and/or youth 
in the community in an effort to assist member in achieving their life vision, goals, 
and objectives. This could include: 

I. Using personal skills and education to work side by side with 
members to build skills and knowledge identified as being integral 
to member attaining their life vision (ie. fostering independent 
living skills, targeting skill building in a specific area of need such 
as health and wellness, learning how to access and successfully 
navigate community resources and supports, etc.). 

II. Engage with members and provide empathetic and nonjudgmental 
approaches to change. 

III. Communicate effectively with other treatment providers and 
creating an environment of respect and encouragement for 
member to construct their own recovery plan. 

IV. Develop goals with member that are member-driven (specific, 
measureable, achievable, realistic, and time-bound) and 
determine data to be collected to measure progress toward 
desired outcomes. 

V. Review and update service plan in collaboration with the member, 
Care Coordinator and recovery team at least every six months 
based on the needs of the member, including assessing progress 
and member satisfaction with services. 

2. Maintain confidentiality and privacy of client/family records, health status, etc. 
3. Adhere to all HIPAA laws and privacy rules, as well as agency policies for ethical 

practice, including social media policies. 
4. Follow legal, organizational, and contractual requirements, laws, and policies, 

including Mandated Reported Laws. 
5. Complete and submit all required or assigned documentation by due dates. 
6. Attend all supervision, meetings, trainings, in-services, and events as directed 

such as MC3 meetings, SBIRT, Motivational Interviewing, and Suicide 
Prevention. 
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7. Recognize potential crisis situations, analyze situations accurately, and 
collaborate with the Care Coordinator and/or supervisory team as necessary to 
develops strategies to deal with crises and safety concerns successfully. 
 

 
Qualifications: 
To perform this job successfully, an individual must be able to perform each essential 
duty satisfactorily.  The requirements listed below are representative of the knowledge, 
skill, and/or ability required.  Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 
 
Language Ability: 
Ability to read and interpret documents such as safety rules, operating and maintenance 
instructions, and procedure manuals. Ability to write routine reports and correspondence. 
Ability to speak effectively before groups of customers or employees of organization. 
 
Math Ability: 
Ability to calculate figures and amounts such as discounts, interest, commissions, 
proportions, percentages, area, circumference, and volume. Ability to apply concepts of 
basic algebra and geometry. 
 
Reasoning Ability:  
Ability to solve practical problems and deal with a variety of concrete variables in 
situations where only limited standardization exists. Ability to interpret a variety of 
instructions furnished in written, oral, diagram, or schedule form. 
 
Computer Skills:  
To perform this job successfully, an individual should have knowledge of Microsoft Word, 
Microsoft Excel, Internet Explorer, Provider Connect and Synthesis. 
 
Education/Experience: 
Bachelor's degree (B.A./B.S.) from four-year college or university; and one year related 
experience and/or training; or equivalent combination of education and experience. 
 
Certificates and Licenses:  
• Valid driver’s license 
• Automobile insurance with required limits 
 
Knowledge, Skills and Other Abilities:  
• Knowledge in relevant areas such as human services, or social work/psychology  
• Knowledge of the needs of persons with mental health, substance abuse, and co-

occurring disorders 
• Ability to coach by providing hands on assistance 
• Knowledge and understanding of techniques and theories of motivational interviewing, 

trauma informed care, person-centered planning, co-occurring needs, and cultural 
competence or willingness to obtain this knowledge and understanding within 90 days 
of hire 

• Strong oral and written communication skills including the ability to provide clear and 
concise documentation using a computer 
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• Time management skills 
• Ability to build rapport with both adults and/or youth and guide them in building skills 

to attain their goals 
 
Physical Demands: 
The physical demands described here are representative of those that must be met by 
an employee to successfully perform the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 
While performing the duties of this job, the employee is regularly required to sit, use 
hands, reach with hands and arms, and talk and hear.  The employee is frequently 
required to stand and walk.  The employee is occasionally required to stoop, kneel, 
crouch or crawl. The employee must occasionally lift and/or move up to 50 pounds. 
Specific vision abilities required by this job include close vision and distance vision. 
 
Work Environment: 
The work environment characteristics described here are representative of those an 
employee encounters while performing the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 
While performing the duties of this job, the employee is occasionally exposed to outdoor 
weather conditions. 
 
The noise level in the work environment is usually moderate. 
 
I have received, reviewed, and understand this job description. I further 
understand that I am responsible for the satisfactory execution of the 
essential functions described therein. 
 
 
________________________________________________________________ 
Signature       Date 
 
Updated 12/2017 AM 
 


