TITLE:
Interpreter/Translator I (Temporary)

      DHS Code:  7680



(Unclassified)

ADOPTED:
February 23, 2005




REVISION DATE:

	GENERAL FUNCTION

Under general supervision, assists staff of the Oklahoma Department of Human Services in providing services offered by the agency by performing interpreter/translator services to clients.  

Employees assigned to positions in this class will interpret policy, requirements, and other information necessary to assist OKDHS staff in determining client eligibility of services. Employees assigned to positions in this class will provide translation services for necessary forms and documents as appropriate. Interpreter and translation services will be conducted in a variety of settings. These settings include, but are not limited to, Human Service Centers, court, and field visits. Appropriate OKDHS staff will accompany employees assigned to these positions in these settings. 


	ESSENTIAL ACCOUNTABILITIES 

· Perform interpreter and/or translator services for and between OKDHS staff and clients in order to assist in determining client eligibility for services offered by OKDHS. Will act as a third party facilitator. 

· Perform interpreter and/or translator services for and between OKDHS staff and clients to assist with case management activities.

· Cooperate with OKDHS staff to facilitate an understanding of client and agency needs in order to achieve positive client and agency outcomes. 

· Assist in the identification and compilation of vocabulary needed to explain OKDHS programs, policies, and procedures to clients.

· Will assist designated OKDHS staff in developing positive community relations by becoming a community resource.

· Maintain client and agency confidentiality standards. Maintain required client/agency documentation as required according to agency confidentiality standards.

· Other duties as identified and assigned. 


	COMPLEXITY OF SKILLS AND ABILITIES

· At this level, the employee is expected to have basic skills in interpreting and translating skills in a government, education, and/or business environment. 

· Demonstrate understanding of the significance of cultural diversity by demonstrating knowledge of the cultural aspects from which the client comes. 

· Must communicate effectively in English and in the non-English language being interpreted and translated in both written and oral form. 
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	PREFERRED MINIMUM QUALIFICATIONS

High School diploma or an equivalent combination of education and experience and demonstrate interpreter/translator skills and abilities in a government, education, or business environment.


	SPECIAL REQUIREMENTS

Applicants must be willing and able to perform all job-related travel normally associated with this position.

Applicants must demonstrate basic skills in interpreting and translating in an evaluation assessment. 

Applicants must pass a criminal background investigation.


TITLE:
Interpreter/Translator II (Temporary)
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REVISION DATE:

	GENERAL FUNCTION

Under general supervision, assists staff of the Oklahoma Department of Human Services in providing services offered by the agency by performing interpreter/translator services to clients.  

Employees assigned to positions in this class will interpret policy, requirements, and other information necessary to assist OKDHS staff in determining client eligibility of services. Employees assigned to positions in this class will provide translation services for necessary forms and documents as appropriate. Interpreter and translation services will be conducted in a variety of settings. These settings include, but are not limited to, Human Service Centers, court, and field visits. Appropriate OKDHS staff will accompany employees assigned to these positions in these settings. 

Employees at this level are expected to demonstrate basic simultaneous interpretation services during the interaction between OKDHS staff, clients, and other appropriate parties. 


	ESSENTIAL ACCOUNTABILITIES 

· Perform interpreter and/or translator services for and between OKDHS staff and clients in order to assist in determining client eligibility for services offered by OKDHS. Will act as a third party facilitator. 

· Perform interpreter and/or translator services for and between OKDHS staff and clients to assist with case management activities.

· Cooperate with OKDHS staff to facilitate an understanding of client and agency needs in order to achieve positive client and agency outcomes. 

· Assist in the identification and compilation of vocabulary needed to explain OKDHS programs, policies, and procedures to clients.

· Will assist designated OKDHS staff in developing positive community relations by becoming a community resource.

· Maintain client and agency confidentiality standards. Maintain required client/agency documentation as required according to agency confidentiality standards.

· Other duties as identified and assigned. 


	COMPLEXITY OF SKILLS AND ABILITIES

· At this level, the employee is expected to have basic simultaneous skills in interpreting and translating abilities in a government, education, and/or business environment. 

· Demonstrate understanding of the significance of cultural diversity by demonstrating knowledge of the cultural aspects from which the client comes. 

· Must communicate effectively in English and in the non-English language being interpreted/translated in both written and oral form. 
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	PREFERRED MINIMUM QUALIFICATIONS

Associate Degree in foreign language studies or an equivalent combination of education and experience; substituting 1 year of experience for each year of education; or certification from the American Translator Association, the Translators and Interpreters Guild or an equivalent accreditation body. .


	SPECIAL REQUIREMENTS

Applicants must be willing and able to perform all job-related travel normally associated with this position.

Applicants must demonstrate basic skills in simultaneous interpreting and basic translation skills in an evaluation assessment. 

Applicants must pass a criminal background investigation.


