HSDC

Hearing, Speech & Deaf Center

Job Description

Job Title: Interpreting Services Coordinator FLSA Status: Non-Exempt
Department: HSDC Interpreting Services Prepared Date: August 2018
Reports To: Director of Interpreting Services Salary Range : $40,000 - $45,000
Summary:

The Interpreting Services Coordinator ensures that internal and external customers receive excellent service
and high levels of satisfaction with their HSDC Interpreting Services experience.

Essential Duties and Responsibilities:

¢ Responds to customer requests and inquiries regarding the accommodation of Deaf, DeafBlind, and
hard of hearing consumers

e Schedules appropriate interpreters to a variety of job requests, communicating with customers to
gather information, and communicating with Deaf, DeafBlind, and hard of hearing clients to ensure
their needs are being met

e Coordinates the schedule for staff interpreters and independent contractors to ensure maximum
efficiency and interpreter wellbeing

e Reports feedback from customers or interpreters to ensure customer service needs are promptly met
and solutions to problems are found

e Keeps Director of Interpreting Services fully informed of all problems or unusual situations related to
scheduling in a timely manner
Provides data entry and other organizational support to the Operations Manager
Flexibility for Emergency After Hours work as needed

e Other duties as assigned

Supervisory Responsibilities:
This position does not have supervisory responsibilities.

Qualifications:

Education/Experience:

¢ Understanding of the sign language interpreting field, the greater Puget Sound interpreting
community, RID Code of Professional Conduct, and laws relating to accessibility
Extensive customer service experience
Bachelor’s degree or equivalent work experience
Knowledge/familiarity with Deaf, DeafBlind, and hard of hearing communities and cultures
HIPAA certified or willingness to complete certification

Language/Other Skills:
e Excellent communication skills
e Basic competency in American Sign Language; fluency preferred
e Detail oriented, with excellent organizational skills and ability to process several tasks simultaneously
e Fluency in standard computer programs including Microsoft Word and Outlook, as well as the ability
to learn custom software
Ability to work collaboratively in a team environment
e Ability to interact with individuals from a variety of backgrounds (customers, colleagues, and
management)
e Ability to thrive in a fast-paced environment
« Self-motivated and a quick learner
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Physical Demands and Work Environment:

The physical demands and work environment described below represent the activities and surroundings of

the positions. Reasonable accommodations may be made to enable individuals with disabilities to perform
the essential functions.

The work is typically performed in an office environment, with a moderate noise level. To perform the job,
the employee is frequently required to use the telephone/videophone and communicate clearly in person

with individuals and groups. The employee is required to read and respond to documents in hard copy and
electronic form, and use a computer, fax, copy machine, and scanner.

How to Apply

Please email cover letter, resume, and 3 professional references to the Director of Interpreting Services at
InterpretingPD@hsdc.org.
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