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ESSENTIAL/NON-ESSENTIAL FUNCTIONS
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SPECIAL/ADDITIONAL REQUIREMENTS AND DESIRABLE QUALIFICATIONS

PERSONAL CONTACTS

EMPLOYEE ACKNOWLEDGEMENT
I have read and understand the duties and requirements listed above, and I am able to perform these duties with or 
without an accommodation. (If you believe an accommodation may be necessary, or if unsure of a need for an 
accommodation, inform the hiring supervisor or the Accommodations Coordinator at Accommodations@cde.ca.gov.) 

EMPLOYEE NAME EMPLOYEE SIGNATURE DATE

MANAGER/SUPERVISOR ACKNOWLEDGEMENT
I certify this duty statement represents a current and accurate description of the essential functions of the position. I have 
discussed the duties of this position with the employee and provided the employee a copy of this duty statement.

MANAGER/SUPERVISOR NAME MANAGER/SUPERVISOR SIGNATURE DATE

HRD C&P ANALYST HRD APPROVAL DATE EFFECTIVE DATE DATE UPLOADED

This form will be kept in the employee's Official Personnel File.

Original - Classifications & Pay Office Copies - Employee and Supervisor
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	CDESeal: 
	: 
	PRLogNum: 
	Classifications: Staff Services Assistant - Interpreter
	WorkingTitle: Interpreter
	Branch: State Special Schools Services Div
	Division: California School for the Deaf, River
	Office: Superintendent
	CBID: R20
	WWG: 2
	PCN: 
	PositionNumber: 205-041-9820-002
	City: Riverside
	Probation: 6 Months
	Tenure: Permament
	TimeBase: Full-Time
	Bilingual: Yes
	Telework: Office-centered 
	SafetySensitive: Yes
	ConflictofInterest: No
	GeneralDuties: Under the supervision of the Superintendent’s Office, the interpreter will interpret receptive and expressive communications between deaf/hard-of-hearing and hearing persons in various settings such as meetings, interviews, group settings and presentations.
	ConductExp: All employees are expected to work cooperatively with others, maintain regular, consistent, predictable attendance, and possess integrity, initiative, dependability and good judgment.
	SupervisorRec: The Staff Services Assistant-Interpreter reports directly to the Superintendent. Requests can come from any individual on campus but the Superintendent will provide guidance if needed. 
	SupervisorEx: The Staff Services Assistant-Interpreter works independently to manage interpreter calendar. Will monitor requests and work completed by outside contractors in relation to interpreting. By signing this duty statement, the employee understands and adheres to all policies and procedures related to Mandated Reporting of Suspected Child Abuse and Dependent Adult Abuse. 
	WorkingConditions: The Staff Services Assistant-Interpreter often works in a climate-controlled environment, utilizing modern technology and comfortable workstation that contributes to an efficient workspace. However, majority of the work will be done in the field. This can include tours, field trips, meetings, presentations, and/or events and will be part of the working conditions.
	TimeRequired1: 45%
	Duties1: Interpret for the public and specific interest entities, the deaf/hard-of-hearing staff members and/or students during person-to-person meetings or telephone conversations. Interpret staff and departmental meetings, interviews and trainings/presentations for deaf/hard-of-hearing staff.
	TimeRequired2: 20%
	Duties2: Interpret for stakeholders in Individual Education Plan (IEP) meetings, suspension and expulsion meetings.
	TimeRequired3: 10%
	Duties3: May accompany Superintendent to meetings as their interpreter including but not limited to; meetings with staff, parents and community; public speaking engagements; discussions with headquarters staff, outgoing and incoming phone calls.
	TimeRequired4: 10%
	Duties4: Review and schedule interpreting requests. Schedule contracted interpreters when necessary. Monitor expenditures and invoices for contracted interpreters. Monitor contracts with outside interpreter(s)/agency.
	TimeRequired5: 10%
	Duties5: Interpret approved field trips or activities involving students and/or staff members. Perform interpreting services in group settings or individual conferences between students and professions, other than staff members (occupational therapists and law enforcement agencies for example). Create an audio recording voice over for various videos produced by staff and students.
	TimeRequired6: 5%
	Duties6: Other duties as assigned.
	AdditionalReq: Desirable qualifications for an ASL Interpreter include advanced proficiency in ASL, recognized interpretation certifications (e.g., RID), formal education in interpretation or related fields, diverse experience in education, healthcare, legal, and business settings. The ideal candidate demonstrates cultural competency in the Deaf community, adherence to ethical standards, and proficiency with assistive technology. They exhibit a commitment to ongoing professional development, collaborative teamwork, and adaptability to diverse communication styles. Sensitivity and empathy towards the unique needs of Deaf individuals are essential, along with the ability to maintain confidentiality and uphold the highest ethical standards in interpreting interactions.
	PersonalContacts: The incumbent will have contact with staff, students, and community members. The incumbent will also have contact with outside agencies such as California Highway Patrol, California Department of Educations, contracted interpreters and their agency, and other necessary agencies to complete tasks effectively. 
	EmployeeName: Mara Foley
	EmployeeSignature: 
	EmployeeSignatureDate: 
	ManagerSupervisorName: April McArthur
	ManagerSupervisorSignature: 
	ManagerSupervisorSignatureDate: 
	CPAnalyst: 
	HRDApprovalDate: 
	EffectiveDate: 
	UploadedDate: 



