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Position Description - Schedule B  

Position:  Translator 

Reporting to:  Translation Team Leader 

Purpose: To enable access to information for the Deaf community through producing high quality 

translations between English and New Zealand Sign Language. 

Key Internal Relationships 

Translation Service team, Communications & Engagement team, iSign team, and Business Support 

team. 

Key External Relationships 

Translation service customers and Deaf community members. 

Key Responsibilities Expected Outcomes 

Translation & Quality Assurance 

Research and analyse relevant background 

information to understand the context, 

purpose, and audience for each translation 

assignment. 

Translations are informed by relevant research 

and use language and terminology appropriate 

to the context and audience. 

Seek guidance from the line manager when 

translation assignments are outside individual 

expertise or capability. 

Translations work is undertaken by translators 

with the appropriate skills, knowledge, and 

subject matter expertise. 

Prepare sign language gloss scripts for written 

language to sign language translation 

assignments. 

Sign language scripts are accurate, clear, and 

suitable for effective delivery by sign language 

presenters. 

Produce high-quality translation texts for 

sign language to written language 

translations. 

Written language translations are accurate, 

clear, and understood by the intended 

audience. 

Deliver NZSL translations that accurately 

reflect the approved scripts and are 

appropriate for the target audience. 

Sign language translation videos are accurate, 

culturally appropriate, and effectively meet the 

needs of the target audience. 

Participate in quality assurance processes by 

providing translation scripts/texts to other 

appropriate staff for review and sign off. 

Translation scripts/texts are reviewed, refined 

where required, and approved before being 

finalised/released. 

Record translation activities and related 

information in the translation service’s IT 

systems. 

Translation records are complete, accurate, and 

maintained in accordance with service 

requirements. 
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Maintain and promote the professional 

brand of the translation service through 

high-quality work and professional conduct. 

Translation services are delivered 

professionally, receive positive feedback, and 

enhance the reputation of the translation 

service. 

Filming 

Record high-quality video of self and/or 

others for sign language translation 

purposes. 

Video content meets production requirements 

and is ready for editing within agreed 

timeframes. 

Store video files in the appropriate location 

for easy access. 

Video files are organised, secure, and readily 

accessible for production and future reference. 

Provide filming support to the C&E team as 

required.  

Filming resources are used to support service 

delivery and balance workloads across teams. 

Editing 

Edit sign language translation videos to meet 

client and service requirements. 

Edited videos meet quality standards and are 

approved for delivery to the client. 

Store video editing files in the appropriate 

place. 

Video editing files are organised, secure, and 

readily accessible to authorised staff. 

Store exported files for the clients in the 

appropriate location. 

Exported videos are easily retrievable for client 

delivery and future reference. 

Provide editing support to the C&E team as 

required.  

Editing resources are used effectively to support 

service delivery and balance workloads across 

teams. 

Quality Checking 

Review videos produced by the video editor 

to identify any editing errors. 

Clear feedback is provided to the video editor, 

ensuring the final video is free from editing 

errors. 

Review videos presented by other 

translators to identify translation or 

presentation errors. 

Clear feedback is provided to the translator, 

ensuring the final video is free from translation 

or presentation errors. 

Seek feedback from others regarding 

translation and presentation. 

Feedback is received professionally and acted 

on.  
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Professional Expectations 

Actively contribute to team activities and 

individual, team, and organisational goals.  

Demonstrates initiative, offers ideas, and is 

accountable for own actions.  

Contribute to a positive, respectful, and 

inclusive workplace culture. 

Works collaboratively, supports others, and 

fosters a respectful and inclusive environment. 

Comply with relevant legislation and 

organisational policies, processes, and 

standards of practice (e.g. Privacy, Health & 

Safety).  

Complies with all applicable legislation, 

policies, and processes. Follows best practice in 

accordance with sector ethics and professional 

standards (e.g. NAATI). 

Manage workload to meet priorities and 

organisational needs.  

Delivers quality work on time, meeting 

organisational needs.  

Refer any concerns to the line manager or 

other appropriate person as soon as possible.  

Escalates concerns and risks promptly, 

ensuring the position is performed with no 

surprises. 

Professional Development 

Use non-translation time to enhance 

knowledge and capability through self-

directed learning. 

Actively pursues and completes relevant 

development opportunities, contributing to 

the growth of service capability.  

Participate in team meetings, training, and in-

service education. 

Engages in learning opportunities and applies 

new knowledge to improve performance, 

development, and service delivery.  

Reflect on work practices and set personal 

goals to improve performance.  

Personal goals are set, progress is tracked, 

and continuous improvements are evidenced 

in the quality of translation work. 

Provide constructive feedback to the line 

manager on professional development 

sessions for the team. 

Feedback is provided so that professional 

development sessions meet team needs, with 

clear objectives set for future sessions. 

Assist with setting and evaluating goals and 

objectives for self and others.  

Goals are clearly defined, regularly reviewed, 

and contribute to professional growth and 

success.  
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Knowledge, Awareness & Education 

Education, 

Skills & 

Experience   

• Deaf Studies Certificate or equivalent relevant qualification. 

• Deep understanding of the sign language translation process. 

• High proficiency in English and New Zealand Sign Language (NZSL). 

• Excellent attention to detail, particularly in comparing source and target 

texts. 

• Demonstrated experience working with the Deaf community. 

• Excellent communication and relationship-building skills. 

• Strong digital literacy.  

• Proficiency in MS Office and video editing software (e.g. Premiere Pro). 

• Competence in using video cameras for filming purposes.  

Awareness & 

understanding    
• Deaf culture and New Zealand Sign Language (NZSL).  

• Disability issues.  

• Māori and Pasifika culture, customs, and values, and how this is supported in 
the workplace.  

• Health & safety responsibilities for self and others.  

You will also be committed to Deaf Aotearoa’s Vision and Mission.  

 

 

 

 

Employee Signature  Date 
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