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translation requests, including site translation; maintain and update related schedules and calendars;
schedule and conduct home visits.

Schedule, coordinate, and assist with conducting standardized and non-standardized assessments;
monitor, assess, observe, and report student and family needs, issues, and progress; follow up to assure
student and family needs are being met; assist families with various issues related to the special needs of
students.

Research, assemble and distribute a variety of information and materials to meet student, parent and
school needs and requests; prepare, distribute, and respond to a variety of correspondence; collect,
process, submit and review forms and documents for completeness and accuracy.

Assist with developing, implementing, and assisting students and families in meeting various educational
plans, goals, and objectives; provide support to families in assimilating into a new environment;
coordinate services to meet various student and family needs.

Receive, screen and route telephone calls; take, retrieve, and relay messages as needed; initiate phone
calls to request and verify information and documents and obtain approval as needed; greet and assist
visitors.

Communicate with staff, faculty, administrators, and various outside agencies to exchange information
and resolve issues or concerns.

Operate a variety of office equipment including a copier, fax machine, computer and assigned software,
including computer aided translating; drive a vehicle to conduct work.

Prepare and maintain various records, reports, glossaries of technical terms, and files related to translation
services, IEPs and assigned activities; input and update various data in an assigned computer system as
required.

Attend and participate in various meetings as assigned.

Perform classification-related duties as assigned for ensuring the efficient and effective functioning of the
work unit and the District, including various mandatory District trainings.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

Correct usage, grammar, spelling, and punctuation of English and a designated second language.
Simultaneous and consecutive interpretation techniques.
General principles, practices, and techniques of providing educational assistance to families.
Diverse academic, socioeconomic, cultural, and ethnic backgrounds of identified students and families.
Community and school services and programs related to the needs of special education students.
IEP practices and procedures
Basic interviewing and note taking techniques.
Operation of a computer, virtual meeting programs, and assigned software.
Modern office practices, equipment, and procedures.
Telephone techniques and etiquette.
Business letter and report writing, editing, and proofreading.
Record-keeping and filing techniques.

ABILITY TO:




