Job Description
Job Title:      
Full-Time Staff Interpreter

Date: 
5/16/2016
FLSA Status: Non-Exempt
Basic Function

Responsible for level-appropriate interpreting for diverse Deaf, Hard of Hearing, and hearing consumers using a broad range of interpreting skills, techniques and vocabularies.   Monday-Friday, 40 hours/week. 52 weeks/yr.
Responsibilities
· Provides interpreting services for a variety of client/group settings as scheduled.
· Involved in the development, implementation and/or presentation of Skills Enrichment Workshops.
· Participates in the mentoring process of new and current staff and independent contractors.
· Completes continuing education units and maintains existing credentials as required by certifying bodies.

· Adheres to the Registry of Interpreters for the Deaf Code of Professional Conduct and Missouri and Illinois State Statutes.

· Documents services provided according to policies and procedures established by Paraquad, Department of Vocational Rehabilitation, CARF and other involved public agencies.
· Office support duties, as assigned.
· Completes documentation necessary for mentoring and Skills Enrichment Workshops.
· Completes required forms.
· Completes and document all mandatory trainings for the fiscal year.
· Completes and document all outreach events performed for the fiscal year.
· Travels using personal vehicle.
Skills Required
· Interpreting

· Transliterating 

· High Level of Organization
· Customer Service


· Professionalism

· Multi-tasking

· Team Player

· Excellent Verbal Communication

· Excellent Written Communication
· Computer Skills
· Flexibility

Education and Training

· Associate’s Degree/ITP graduate or equivalent experience required.
· Bachelor’s Degree encouraged.

· MO & IL Master or Advanced certification required.

· National Certification (NIC) preferred.
· State of Missouri valid Interpreting License and State of Illinois valid Interpreting License required. 
· Knowledge and understanding of the philosophy and goals of independent living/disability rights movement.

Experience
· Minimum of one year of interpreting experience required.
· Minimum of one year of customer service experience preferred.
