FOREIGN LANGUAGE INTERPRETERII

General Definition of Work:

Performs intermediate paraprofessional work providing interpreting and translating services for Spanish speaking
clients in a human services setting in accordance with guidelines established by the County. Work is performed
under regular supervision.

Essential Functions/Typical Tasks:

Interpreting and translating for clients (with varying dialect and educational levels) involving a variety of
situations, information, and programs such as financial, educational, medical, legal, and employment
working with caseworkers, child support agents, and social workers; receiving telephone calls from Spanish
speaking clients, scheduling appointments, interpreting questions from client to worker and relays answers back
to client; translates written materials including forms, correspondence, posters, flyers, and department website

information from English to Spanish and vice versa; maintaining logs, reports, and confidentiality.

(These are intended only as illustrations of the various types of work performed. The omission of specific duties does not exclude them from the
position if the work is similar, related, or a logical assignment to the position. Reasonable accommodations may be made to enable individuals
with disabilities to perform the essential functions.)

« Performs Spanish interpreter and translation services to clients and staff for human services programs in office
and on home visits ensuring information is communicated accurately and efficiently.

« Interprets and translates in accordance with the National Council for Interpreters in Health Care Ethical Code.

« Responsible for ensuring families understand eligibility guidelines by interpreting and translating the program
policies and guidelines appropriately.

« Participate as a neutral party in the role as conduit of information that flows between staff, patients and their
families.

« Travels/drives to client homes accompanying social workers on home visits to provide interpreting services.

« Performs limited clerical duties such as typing translated documents.

« Participates in ongoing training as required.

« Performs related tasks as required to potentially include but not limited to emergency shelter operations.

Knowledge, Skills and Abilities:

Knowledge of and skill in expressive interpreting and translating methods and reverse interpreting and translating, the
idiom and dialect variances of the language, and cultures. Knowledge of the ethics of interpreting and of community
agencies which serve Latino/Hispanic community. General knowledge of agency and community programs and
services. Skill to use a variety of office machines, computers, applicable software and typing. Acute skills in
observation and listening. Ability to understand and follow oral and written directions; to communicate effectively
orally and in writing with persons of varied social, economic, cultural and educational backgrounds; to assess the
communication (orally and written) skill level of the client in his/her own language; to accurately convey the true
meaning as a neutral person; to maintain composure, keeping emotions in check, even in difficult situations; to attend
work regularly; to maintain confidentiality; and to establish and maintain effective working relationships with
associates and the general public.

Education and Experience:

Requires a high school diploma or GED equivalency and one year of experience in interpreting and translating English
and the required foreign language in a setting that requires knowledge of the programs or services. Experience must
with translating and interpreting human services/social services programs and services. Demonstrates the fluency and
skill necessary to meet the needs of the organization and client populations served.

Physical Requirements:

This is sedentary work requiring the exertion of up to 10 pounds of force occasionally and a negligible amount of force
frequently or constantly to move objects; work requires stooping, reaching, fingering, grasping, and repetitive motions;
vocal communication is required for expressing or exchanging ideas by means of the spoken word and conveying
detailed or important instructions to others accurately; hearing is required to perceive information at normal spoken
word levels and to receive detailed information through oral communications; visual acuity is required for preparing
and analyzing written or computer data, operation of machines, determining the accuracy and thoroughness of work,
and observing general surroundings and activities; the worker is subject to contact with irate clients and/or family
members; homes that may be poorly maintained or unsafe living conditions; travel in unsafe areas where the threat




of violence is real or insolated areas where access to emergency services may be difficult; the worker is not subject to
adverse environmental conditions.

Special Requirements:

Possession of an appropriate driver’s license valid in the State of North Carolina. Position may occasionally require
working before/after normal business hours to meet the needs of families/clients. Position often requires after hours
work. Position requires on-call duty rotation to provide interpreter services. Completion of a professional
interpreter training is preferred.
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