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Position Description - Schedule B  

Position: Team Leader – Translation 

Reporting to: General Manager – Interpreting & Translation 

Purpose  

To lead the day-to-day operations of the Translation team, ensuring the delivery of high-quality 
translations that meet the needs of clients and the Deaf community. 

To develop team capability, maintain quality standards, and build strong relationships with key 
stakeholders. 

Key Internal Relationships 

Leadership Team, iSign Team, Communications & Engagement Team, Business Support Team. 

Key External Relationships 

Ministry of Social Development (MSD) Alternative Formats Group, Whaikaha / Ministry of Disabled 
Peoples (MODP), other Government departments, the Deaf Community. 

Key Responsibilities Expected Outcomes 

Leadership 

Be an active and connected member of the 
Leadership Team.  
 

Strong working relationships and good 
communication across the organisation, with 
Leadership decisions well-informed.  

Manage day-to-day operations of the 
Translation service. 

High quality translations are delivered, and the 
translation service is recognised nationally. 

Manage the budget, working with the 
Leadership Team to ensure services represent 
good value, taking ownership of the role and 
doing what it takes to deliver the service. 

Services are delivered efficiently, within 
budget, and maximise benefit to the 
community, with workload well-managed and 
service needs met. 

Recruit, train, supervise, and support 
Translation team members, providing 
opportunities for growth and development, 
and monitoring team performance. 

A skilled, well-supported team with the 
capability to consistently deliver high-quality 
translations, advice, and guidance  

  



 

PD Team Leader Translation (June 2026) - FINAL  Page 2 of 4 

Promotion & Networking 

Promote and represent the Translation 
service and NZSL Switch brand across a range 
of channels. 

The Translation service and NZSL Switch 
have a strong profile, with marketing and 
promotional materials available in NZSL. 

Actively seek opportunities to promote Deaf 
Aotearoa and grow the Translation service, 
including through the NZSL Switch brand. 

Stakeholders are kept informed with timely, 
relevant information. Opportunities for 
growth are identified and followed up 
across both brands.  

Maintain the integrity and standards of the 
Deaf Aotearoa and NZSL Switch brands, 
ensuring consistent and appropriate use 
across all channels. 

Both brands’ profiles are current, positive, 
and consistent across all media, with 
translations shared publicly once approved 
by clients. Brand awareness is reflected in 
repeat business and growth. 

Service Delivery & Development 

Deliver Translation services in line with 
contract specifications. 

Contract obligations and agreed outcomes 
are met. 

Provide advice and guidance to government 
agencies on accessible and alternate formats. 

Government agencies are regularly 
supported to make their information 
accessible to the Deaf community. 

Ensure team members are clear on their roles 
and responsibilities. 

Staff understand what is expected of them 
and are accountable for their work. 

Allocate and brief the team on work, setting 
realistic and measurable targets to ensure 
clarity and accountability. 

Staff have a clear allocation of work with 
measurable targets and accountability for 
outcomes.  Resources gaps are identified and 
proactively addressed. 

Ensure team members have what they need to 
perform their role effectively. 

Staff feel confident and well-equipped to 
complete their allocated work.  

Record all translation work accurately in the 
appropriate IT systems within required 
timeframes. 

Deaf Aotearoa maintains complete and 
accurate electronic records of all translation 
work.  

Stay informed of emerging technology and 
identify opportunities to improve the service. 

The service remains current, with technology 
actively used to maximise capacity and 
improve outcomes. 

Implement quality-checking processes and use 
outcomes data to drive continuous service 
improvement. 

NZSL Switch is recognised as a proactive and 
contemporary translation service. 

Receive and compile feedback, compliments, 
and complaints in line with organisational 
policies. 

Feedback is used to drive service 
improvement, and external quality standards 
are met. 
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Team Communications 

Keep team members informed of 
developments through regular check-ins, 
coaching, and team meetings. 

Staff receive regular check-ins and coaching in 
line with policy, at a level that meets their 
individual needs. 

Promote team communication through regular 
staff meetings and the Deaf Aotearoa intranet 
(DAVE).  

Staff are kept informed, engaged, and able to 
participate in discussions and meetings. 

Reporting 

Produce a monthly report for the General 
Manager – Interpreting & Translation.  

The General Manager is well informed and able 
to make timely, evidence-based decisions about 
the Translation service.  

Provide accurate reports and information to 
the Senior Leadership Team as requested and 
ahead of due dates. 

The Board and funding bodies receive timely, 
accurate information that reflects the current 
position of the service. 

Professional Expectations 

Actively contribute to team activities and the 
achievement of individual, team, and 
organisational goals.  

Works collaboratively, supports colleagues, is 
accountable for own actions, and contributes to 
a positive workplace culture.   
Demonstrates initiative and offers ideas.  

Comply with relevant legislation and 
organisational policies, process, and standards 
of practice.   

Relevant legislation, policies, processes, and 
standards of practice (e.g. Privacy, Health & 
Safety) are consistently complied with.   

Manage workload effectively to ensure 
priorities are met.   

Workload is well-prioritised and the needs of 
the organisation are met.  

Escalate any concerns to the line manager or 
appropriate person as soon as possible. 

Issues are resolved quickly and the service 
operates with no surprises. 

Maintain any relevant professional 
memberships. 

Best practice is followed in accordance with 
sector ethics and standards. 

Professional Development 

Actively participate in meetings, training, and 
in-service education. 

Professional knowledge and practice are 
current, and learning is applied to improve 
service delivery. 

Set and evaluate goals and objectives for self 
and others.  

Performance and Development reviews are 
completed, with clear goals that support 
individual and team development. 

Embed professional development into 
everyday team practice. 

Staff grow professionally and stay current with 
best practice. 
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Knowledge, Awareness & Education   

Required  • Tertiary qualification (or significant experience) in management or a 
related discipline. 

• Fluency in New Zealand Sign Language (NZSL). 

• Literacy skills appropriate to the role. 

• Knowledge of and experience in translation between NZSL and English.  

• Knowledge of Deafhood and language development. 

• Experience in working in the Deaf community. 

• Strong leadership, interpersonal, and communication skills with the ability 
to build and manage relationships effectively.  

• Proficient in Microsoft Office and confident using a range of IT 
systems and applications. 

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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