Translator

SUMMARY: 

Under general supervision, provides basic conversational and/or written language translation services between English and another specified language, in accordance with established protocol and specific instructions regarding the nature and accuracy of translations provided.

DUTIES AND RESPONSIBILITIES: 

1. Listens to complete statements in one language, translates to second, and translates responses from second into first language; expresses either approximate or exact translation, depending on nature of occasion.

2. In simultaneous interpreting, renders oral translation of material at time it is being spoken.

3. Serves as translator at various venues, both on-and off-site, and in various situations, as required during the performance of services.

4. Performs administrative, clerical, and/or record-keeping duties associated with services being provided by the operating unit, as appropriate.

5. Translate written and visual material such as fliers, PowerPoints, etc.

6. Performs miscellaneous job-related duties as assigned.

MINIMUM JOB REQUIREMENTS:
High school diploma or GED with 1 to 3 years experience directly related to the duties and responsibilities specified (may be higher for certain classes or programs).

KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:
· Fluency in relevant foreign language(s).

· Foreign language(s) written translation skills.

· Basic administrative and clerical skills

· Listening skills.

