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DUTY STATEMENT

Classification:		 Support Services Assistant 
Job Title:			 Support Services Assistant - Interpreter
Name:			(First, Last)
Scheme/Class Code	XH80 9820
Position Number:	 813-440-9820-990
Reports to                    Supervisor I, Team Manager
FLSA Status:		 WWG 2
Division:			  Vocational Rehabilitation Employment Division
Location			  Westchester Branch
Primary Assignment:	 Provide support to employee with reasonable             
				 Accommodation needs.


JOB OBJECTIVES:
 Under the supervision of the Team Manager, the Support Services Assistant - Interpreter (SSA-I) provides a wide range of interpreting services, as a member of a pool of interpreters, to deaf or hard of hearing staff members and Rehabilitation Counselors for the Deaf (RCDs).


ESSENTIAL JOB FUNCTIONS:
Performs the following technical duties:

85%	American Sign Language interpreting for professional meetings, telephone calls, one-on-one meetings with RCDs and / or departmental employees for case staffing, training sessions, departmental operations, inter-departmental meetings, conferences and public events. The SSA(I) may interpret for staff members who have contact with deaf/hard of hearing consumers and/or interpret for consumers during the rehabilitation process, with approval from the DHHS Program Manager. 

10%	Retrieve voice mail messages, interpret return calls, and assist with other communication needs for the deaf and hard of hearing employees, including video remote interpreting. Arrange interpreting services for team interpreter through the interpreter coordinator when needed. 
The SSA-I will team interpret with other SSA-I or contract interpreters. 
The SSA-I will also interpret for other Departmental staff and consumers as necessary


MARGINAL JOB FUNCTIONS:

 5%	  Act as sighted guide to the blind employee when the travel requirements are beyond the employee’s ability to travel independently, including the use of a guide dog.

Hours:  As an SSA your work schedule is based upon the needs of the blind employee for whom you act as a reasonable accommodation.  As an intermittent employee you may also be asked to report for work when another SSA is absent.  SSA positions are always part time with a maximum of 1500 hours per calendar year allowed.

Support Services Assistants are expected to conduct themselves in a professional manner and practice established health and safety procedures for the safety of themselves and the blind employee.

Travel: 	Up to 5% travel may be required to attend forums, conferences or trainings or meetings. 


All Times:	Communicate effectively in a professional, tactful, respectful manner with individuals from varied experiences, perspectives and backgrounds, by telephone, email and other technologies as well as in-person; provide excellent customer service to both internal and external customers; ensure the timely completion of assignments; attempt to resolve individual concern at the lowest possible level; offer other dispute resolution options, and elevate to next level if needed; use initiative, problem solving skills, organizational skills, good judgment, and resourcefulness.  

Work Environment and Physical Requirements

The majority of the work will take place in one of the following locations with consumers, the public, colleagues, and other stakeholders: a DOR open office setting in a cubicle environment, offsite in the community, at events and various partner locations, and/or at an approved alternate work location. The incumbent must have the ability to work in an office setting for up to 40 hours per week and remain at a workstation for extended periods while utilizing a personal computer, peripherals, and other office equipment with or without accommodation. The incumbent will be working in an office setting with both natural and artificial lighting. Strong interpersonal skills are required to interact effectively with consumers, the public, colleagues, and other stakeholders. 
Consequence of Error: 

This position has responsibility to help ensure that the principles and practices of the Division are carried out and implemented in accordance with the Department’s mission, policies, and procedures, as well as federal, state, and local laws. Lack of knowledge, inaccurate work, misunderstanding, poor judgement, or inadequate analyses could result in misleading information being provided to the Department, state and local agencies or create misleading perceptions.

Note: It is the policy of the Department of Rehabilitation to provide equal employment opportunity to qualified individuals with disabilities through compliance with FEHA and ADA (where it would result in broader protection of the civil rights of an applicant or employee with a disability).  

I have read, understand, and agree to perform the above listed duties and all duties typically performed by this classification. I certify that I possess essential personal qualifications including integrity, initiative, dependability, good judgment, and ability to work cooperatively with others and in a state of health consistent with the ability to perform the assigned duties as described above with or without reasonable accommodations.

________________________________		___________
(Employee’s Name)					Date



_______________________________		____________
(Supervisor’s Name and Title)			Date

Original:  Employee’s Official Personnel File
Copies:  Employee and Supervisor’s drop file

Rev: 12/11/2025		
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