SANTA CLARA COUNTY OFFICE OF EDUCATION

CLASS TITLE: ADMINISTRATIVE servesasa memberof the educational
s interpreting servicesto facilitate

communication,in administrative and instructional
settingsand activitiesinvolvingtechnicaland specializedsubjectmatter and vocabulary; supportsthe
professionaldevelopmentof Educationinterpreter staff by providingand/or coordinatingprofessional
developmentopportunities;coordinatesstaff assignmentso ensureinterpretation servicesare provided
to students.

REPRESENTATIVE DUTIES:

Thefollowing dutiesare examplesf assignmentperformedby incumbentsin this classificationlt is not
atotally comprehensivdist of duties,nor isit restrictiveregardingjob assignments.

ESSENTIAWUTIES:

Performsspecializedlutiesrequiringthe applicationof, and proficiencyin, acceptedand designatedsignLanguagéPSE
Exactanguagepreferencesjnterpl

Providesinterpretation and translationservicesfor staff o
meetings

with staff, teams,and administration.

Coordinatesstaffing to ensure interpreting needs for students are met; assignsteams to provide
interpreter servicedo studentsparticipatingin extra curricularactivities;monitorsdaily staffinglevelsto
ensureproper coverage.

Adheresto the Registryof Interpretersfor the Deaf (RID)and National Associationof Interpretersin
Education(NAIExodeof professionatonduct.

Recognizesind adjustslanguageto match the assignedDHHstudents/staff'spreferred languageand
languagemodeto ensurethat the studentcomprehendghe interpretation.

Researchespecificterminologyandsignsappropriateto classroonmaterialandlectures.
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Servesasaresourceto studentsandstaff on appropriateuseof interpreting servicesservesasapositive
liaisonbetween DHHprogram participantsand non program participants;trains certificated and other
staff membersin simplesigningmethodsasdirected;enhancesommunicationdetweenstudents.

Renderdhe messagdaithfully by conveyinghe contentand spirit of what is beingcommunicatedusing
languagemostreadilyunderstoodby consumersand correctingerrorsdiscreetlyand expeditiously.

Interpreters are expectedto honor consumerpreferencesin selectionof interpreters and interpreting

dynamicswhile recognizinghe realitiesof qualifications,availability,and situation; considerconsumer
requestsor needsregardinglanguagepreferencesand render the messageaccordingly(interpreted or

transliterated).Approachconsumerswith a professionablemeanorat all times. Facilitatecommunication
accessandequalityand supportthe full interactionandindependenceof consumers.

Supportsthe professionaldevelopmentof Educationinterpreters by providing coachingand guidance;
providesand/or coordinatesprofessionakducationopportunitiesfor interpreter staff.

Trains and evaluates the performance of assignedstaff; interviews and selects employees and
recommenddransfers,reassignmentsterminations,anddisciplinaryactions.

Interprets/transliteratesmainstreamand self containedclassroomlectures, group discussionsgmovies,
plays,videotapes,audio recording, guest speakers,general classroominstruction and extracurricular
activities.

Interprets/transliteratesinformal conversationstelephone calls,and other verbal communicationsfor
assignedHHstudents/staff.

Interprets/transliteratesfor assignedstudent(s) staff, and parentsat extracurricularactivities,meetings,
studentorientations,workshopsandother related events.

Orientssubstitutestaffto classroonroutinesandproceduresandindividualstudent'sneedsasnecessary.
Participatesn ongoingprofessionablevelopment.

Assistsstudents in learning/practicingappropriate living/social skills and behaviors such as safety
procedures, communication skills, independence,decisionmaking, and problemsolving techniques
necessaryor mainstreamingandlife skillsasneeded.

Preparesdesignsanddevelopsnstructionalmaterialsto assisstudentsin alearningenvironmentunder
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May accompanystudentsto and from meansof transportation, includingthe supervisionof students
while loading and unloading buses;supervisesstudents during student unstructured time, including
recesspreakslunch,betweenclassesandbefore andafter school.

Observestudentsin the DHHprogramon day to daybasis;providesfeedbackto staff asnecessary.
May operate specializecommunicationequipmentfor studentsin the DHHprogram.

OTHE®UTIES:
Performsrelateddutiesasassigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGEF:
Various modes of sign language.finger spelling, and gesturesas required by assignment,including
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Seeingo performassignediuties.

Sittingor standingfor extendedperiodsof time.

Dexterityof handsand fingersto effectivelysign,operate specialequipmentand perform the duties of
the position.

Kneelingbendingat the waist,andreachingoverhead,abovethe shouldersandhorizontally.
Liftinglight objects.
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