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HUMAN RESOURCES / EMPLOYEE CLASSIFICATION

PARAPROFESSIONAL JOB DESCRIPTION - 7010
March 1998

POSITION TITLE:
English Language Acquisition (ELA) Translator/Interpreter Paraprofessional

REPORTS TO:
Central Administration

Objective: To provide translation/interpretive support to the ELA Department, administrators, teachers, and students.

Essential Functions:

1. Provides administrative support to ELA Department, administrators, teachers, and students.

2. Provides language translation and interpreting skills to support teachers in the instruction of students, which includes but is not limited to:  reading, writing, science, social studies, mathematics and other designated curriculum.

3. Provides written translations of documents such as home school communications, legal documents and reports.

4. Maintains the confidentiality of student information.

5. Operates office equipment, as required or requested.

6. Completes training programs and attends meetings, as required.

7. Follows established district policies and procedures.

8. Performs other duties as required or requested.

Education/Experience: Graduation from High School, or equivalent.  Successful completion of both the Basic Skills Test and the second language test is required.
Licensure/Qualifying Standards: None.

Performance: Compliance with established human resource and departmental policies regarding: attendance (absences, tardiness, sick leave use, and other scheduled or unscheduled absences); safety; security, disaster and other policies procedures and practices.  Effective communication skills.

Physical/Environmental Characteristics: Essential duties are routinely performed primarily in an internal office environment.  Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required.
