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PLACENTIA-YORBA LINDA UNIFIED SCHOOL DISTRICT 
Classified Job Description 

 
TRANSLATOR / INTERPRETER 

 
Definition 

 Under the direction of the Site Principals and Special Education Coordinators and 
Director, provide oral and written translation to facilitate communication with parents, 
students, staff, and the community.   

 
Distinguishing Characteristics 
The incumbent assigned in this class can be distinguished from lower level classes providing 
bilingual services by providing higher level translation and interpretation services in a language 
other than English (e.g Spanish, Vietnamese, or other language).   
 
Supervision Received and Exercised 
Receives general supervision from Site Principals and Special Education Coordinators and 
Directors. 
 
Examples of Duties 
Translate a variety of documents into a designated language and English.  Proofread 
documents to assure accuracy.  Perform translations of various materials including notices, 
memorandums, letters, forms, flyers, and newsletters for a variety of school and District 
programs and events.  Perform translations of correspondence and forms for school and District 
personnel.  Operate a computer and other office equipment as assigned; duplicate, mail, fax 
and file translated materials.  Interpret at a variety of meetings between school officials, 
students and parents including Individual Education Plan (IEP) meetings; interpret student and 
parental concerns to school administrators; prepare related records.  Translate in a variety of 
meetings as requested.  Communicate with schools and district personnel regarding translation 
and timelines; prioritize and organize work.  May assist and support staff in the development 
and preparation of site communications to the public, including articles, press releases, and 
other communications.  
 
 
Qualifications 
Knowledge and Abilities 
Correct usage, vocabulary, syntax, grammar, spelling, punctuation, and idiomatic usage in 
English and a designated language; terminology, forms and materials of the District; operation 
of a computer and assigned office equipment; oral and written communication skills; and ability 
of simultaneous and consecutive interpretation techniques. Translate written communications 
from English to a designated language and vice versa; understand and communicate the needs 
of school and District personnel, students and parents; provide a finished product related to 
written translations including typewritten or legible hand-written products; maintain 
confidentiality of information; prioritize and schedule work; and work independently with little 
direction. 
 
Experience and Training Guidelines 
Any combination of experience and training that would provide the required knowledge and 
abilities is qualifying. 
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CLASSIFIED JOB DESCRIPTION 
Translator/Interpreter 

 
Experience 
Two years of experience composing, editing, and translating materials in English and the 
designated foreign language and of providing oral interpretations during group meetings and in 
one-to-one situations in a school district. 
 
Training 
Training which provides the ability to read, speak and write at a level that demonstrates 
bilingual/biliterate skills. 
 
Special Requirements 
Incumbents are required to pass the District proficiency test in the area to which assigned. 
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