JOB DESCRIPTION

Date Prepared:
(Revised) 01/17/2017
Position Title:
Translator
Department:

Morrow County Health Department (MCHD)
Supervision: Receives administrative direction from and is directly supervised by the Community Health Nurses and/or the Public Health Director. 
Position Overview:  Under the direct supervision of the Community Health Nurses, the Translator provides translation services (verbal and written) facilitating the interaction between the Public Health Department and members of the Hispanic community. 

Working Environment:  Work is accomplished primarily within the client’s home, accompanying the Community Health Nurses (and may include other staff) on visits to promote MCHD services and programs such as; OMC, Babies First, Cocoon, etc. Work may also take place within Morrow County Health Department offices.
Work requires: Sitting, normal walking, standing, stooping and driving a car.  Occasionally requires lifting and carrying of supplies for the home visit, boxes and computer equipment weighing approx. 20-25 pounds. Occasional travel and work schedule flexibility.  May be exposed to communicable diseases. 

Qualifications: 

· Education:  Associates degree preferred; High School education required.
· Experience:  Previous experience with translation in a medical or health department office setting preferred.
· Equipment Use:  Desktop/Laptop computer preferred, copy machine, multi-line phone system, FAX machine and automobile.
Physical Job Requirements:

1.
Stand and walk for 30 minutes continuously.

2.   Sit in adult chairs for 60 minutes continuously.

3.
Lift and carry 25 - 30 pounds occasionally.

4.
Reach to shoulder height occasionally.

5.
Climb up and down stairs.

6.
Hear and see within normal ranges.

7.
Work indoors in temperatures between 60 and 90 degrees and outside in temperatures between 25 and 95 degrees.

8.
Possess the finger dexterity for writing, typing, and filing.

9.
Must have the ability to operate a motor vehicle.

10.
May be exposed to communicable diseases.

11.
Occasionally requires overnight travel for trainings and meetings, so work schedule flexibility is necessary.

Mental Requirements:

1. Ability to read, write and comprehend English in order to read Oregon Revised Statutes and program manuals and complete state mandated reports.

2. Ability to read, write and comprehend Spanish in order to communicate effectively with clients.

3. Ability to perform basic math functions.

4. Ability to obtain Basic Life Support certification.

5. Ability to learn and utilize various software programs for a variety of office functions.

6. Regular and predictable attendance.

7. The ability to learn and implement the procedures and practices of the Morrow County Health Department.
8. The ability to learn and utilize the knowledge and skills necessary to complete and process the forms related to the programs and activities of the Morrow County Health Department.
9. The ability to learn and utilize information regarding current immunization dose and spacing schedules for clients, including unusual circumstances and delays in vaccination.
10. The ability to learn and communicate the current requirements for immunizations in schools, day care facilities and Head Start.
Job Duty Outline:  

(Translator Duties:
1. Perform English to Spanish and Spanish to English translations/interpretations.
2. Meet and greet clients in the performance of translation duties.

3. Assist clients with the completion of forms, when needed

4. Copy paperwork and forms as needed.
5. May create and/or translate forms for office use to facilitate services.
6. Maintain client confidentiality at all times.

7. Assist clinic supervisor/community nurse with client health evaluations by; requesting, faxing and locating medical records. 

8. Assist clinic supervisor/community nurse with OMC and annual check ups tracking systems.

9. Assist community health nurse in home visit; translates, interprets and relates health information as instructed by RN. 

10. Assist community health nurse with new clients; make calls to set up appointment for community health nurse with non-English speaking clients. 

11. Other duties as assigned by clinic supervisor, community nurse, office manager, or Public Health Director. 

Vaccines/Immunizations:
A. Provide information to clients regarding immunizations needed and recommended spacing of vaccination. If additional clarification is needed, refer to nurses.
Flu Clinics:

A. Assist in translation of public relations materials to promote Flu clinics.
B. May assist nurses and Office manager in organizing and doing clerical work and translations at the various flu clinics held throughout the County.
Public Health Preparedness:
A. May assist through translation in coordination of mass vaccination clinics, including seasonal Influenza clinics and Pertussis vaccination clinics.

B. May provide clerical and communication assistance to Public Health Preparedness Coordinator.

C. May participate in Public Health Preparedness emergency drills

D. May assist in coordination of Public Health Preparedness drills and exercises.

E. May be required in Public Health emergencies to work irregular hours.

Other Duties:
A. May participate in health fairs in the county; promoting services at the MCHD. 
B. All other tasks requested by Public Health Director, office manager and nurses.
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