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Reference Document Job Description & Responsibility 
 

 

Position Title:   Video Relay Staff Interpreter 

Program:   Communication  

Reports to:  Video Relay Program Supervisor 

Supervises:   n/a 

Status:   Non-exempt 

 

PURPOSE AND DESCRIPTION:  

The interpreter will interpret or transliterate communications between deaf and 
hearing persons via video technology  

ESSENTIAL FUNCTIONS:  
Excellent interpersonal skills and effectively communicates with clients, 
consumers, and co-workers.  Must be able to communicate by voice and sign 
language.  Maintain all required records in a timely fashion.  Must be able to 
operate a computer.  Follows oral and written directions.  Good problem solving 
skills.  Copes with stressful situations. Flexibility with changing schedules.  Ability 
to work independently with minimal supervision. 

MINIMUM REQUIREMENTS: 
Minimum of QA III required.  National Certification preferred; if not, must be 
willing to acquire within two years. Computer Skills 
 
PRINCIPLE DUTIES AND RESPONSIBILITIES: 

• Abide by the RID Code of Conduct and strict adherence to FCC 
regulations 

• Interpret/Transliterate/Voice for Deaf/hearing consumers 
• Adhere to CAC Call Center policies and procedures 
• Represent CAC positively to the Deaf and Hearing communities 
• Maintain a neat and professional appearance 
• Participate in Agency staff meetings, in-services and workshops 
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• Responsible for developing and maintaining the following interpreting 
competencies: 

• Professional Behavior 
• Cultural Aspects 
• Communication Modalities/Language competencies 
• Assessment Skills 
• Interpreting & Transliterating Skills 
• Consumer Relations 
• Other duties as assigned  
  

WORKING CONDITIONS: 
Most of time will be spent sitting.  Work setting is in-office.  May be stressful.    

CORE TRAINING REQUIREMENTS: 
The following training is required to enable job holders to perform the essential 
functions of the job. 

1.  Employee Orientation 
2.  Safety Training 
3.  HIPAA Training 
4.  OSHA 
5.  Cultural Competency 
6.  Any required training to maintain certification 
 

This job description may be modified at the sole discretion of the Executive 
Director 
 
Signature___________________________ Date_____________________ 

 
I have read and received a copy of this position description. 
 
Signature___________________________ Date_____________________ 
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 Performance Appraisal 

   Video Relay Staff Interpreter 

  

Name ______________________ Date ___________________ 
 

 

Rating Scale:     

 

1 – 2 Deficient; needs considerable improvement to stay in job. 

3 – 4 Below normal expectations; needs to upgrade skills. 

5 – 6 Meets normal expectations; good performance. 

7 – 8 Exceeds normal expectations; excellent performance. 

9 – 10 Superlative! – Beyond that which present job can fully utilize. 

 

1. EFFECTIVENESS IN DEALING WITH PEOPLE:  Extent to which employee cooperates with 

and effectively influences those with whom s/he comes in contact.  (Showing respect and 

communicating effectively…with clients, staff, and others.) 

 

_____ Relations too ineffective to retain in job without improvement. 

_____ Somewhat less effective than required by job. 

_____ Maintains effective working relations with others. 

_____ Ability exceeds normal job requirements. 

_____ Extraordinary ability beyond that which present job can fully utilize. 

 

2. JOB KNOWLEDGE:  Extent of job information and understanding possessed by employee.   

 

_____   Knowledge inadequate to retain in job without improvement. 

_____  Lacks some required knowledge. 

_____   Knowledge fully satisfies job requirements. 

_____   Very well informed on all phases of work. 

_____   Extraordinarily well informed, beyond the scope which present job can  

 fully utilize. 

 

 

3. ACCURACY:  Correctness in performance of work duties and responsibilities. 

 

 _____   Makes very frequent errors.  Requires close supervision. 

 _____   Careless; makes more than acceptable number of errors.  Requires extra  

 supervision. 

_____   Usually accurate; makes average number of errors.  Requires average  

   supervision. 

_____   Very accurate most of the time.  Requires little supervision. 

_____   Highly accurate almost all of the time.  Requires minimal supervision. 
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4. RELATIONSHIP WITH SUPERVISOR 

 

Communicates effectively with supervisor; follows directions from supervisor appropriately and 

respects management decisions; understands the supervisor’s limitations; provides constructive 

information to the supervisor at staff meetings regarding home operations and clients needs and 

activities. 

 

 _____  Very poor communication/working relationship with supervisor. 

 _____  Needs considerable improvement with relationship with supervisor. 

 _____  Meets normal expectations in relationship with supervisor. 

 _____  Above average working relationship with supervisor. 

 _____  Has a superb working relationship with supervisor. 

 

5. DEPENDABILITY:  Extent to which employee can be counted upon to carry out instructions, be 

on the job, and fulfill responsibilities: 

 

 _____   Too unreliable to retain in job without improvement. 

 _____   Dependability is not fully satisfactory. 

 _____   Fully satisfies dependability demands of the job. 

 _____   Above average dependability. 

 _____   Extraordinary dependability in all respects. 

 

6. ATTENDANCE:   

 

 _____   Excessive absenteeism; cannot be depended upon.   

 _____   Often absent; poses a problem.   

 _____   Occasionally absent.   

 _____   Seldom absent.   

 _____   Very rarely absent – excellent attendance. 

 

7. INITIATIVE:  Extent to which employee is a “self-starter” in attaining job objectives and shows 

motivation in learning sign language. 

 

 _____   Lacks sufficient initiative to retain in job without improvement. 

 _____   Lacks initiative in some respects. 

 _____   Displays satisfactory initiative. 

 _____   Shows above average initiative. 

 _____    Extraordinary initiative. 

 

8. JOB ATTITUDE:  Amount of interest, relationship with co-workers, enthusiasm, and positive 

intent shown. 

 

 _____   Attitude too poor to retain in job without improvement. 

 _____   Attitude poor in some respects. 

 _____   Good attitude. 

 _____   Very positive, interested and enthusiastic. 

 _____   Exceptionally positive attitude at all times. 
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9. RELATIONSHIP WITH CLIENTS   ___ YES ___ NO 

 

 Performs tasks associated with direct client supervision appropriately; actively interacts with all 

clients; acts as an advocate for all clients; and understands and respects the concept of recipient 

rights. 

 

 

10. ESSENTIAL JOB ELEMENTS 

 

 

 

  Exceptional Satisfactory 
Not 

Satisfactory 

• Abide by the RID Code of Conduct and strict 
adherence to FCC regulations 

   

• Interpret/Transliterate/Voice for Deaf/hearing 
consumers 

   

• Adhere to CAC Call Center policies and 
procedures 

   

• Represent CAC positively to the Deaf and 
Hearing communities 

   

• Maintain a neat and professional appearance    

• Participate in Agency staff meetings, in-
services and workshops 

   

• Professional Behavior    

• Cultural Aspects    

• Communication Modalities/Language 
competencies 

   

• Interpreting & Transliterating Skills    

• Consumer Relations    

• Assessment Skills     

• Other duties as assigned    
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11. MEETS VAN DRIVING REQUIREMENTS?    ___ YES ___ NO 

 

OVERALL APPRAISAL OF EMPLOYEE PERFORMANCE   

 

_____   Does not fully meet requirements of the job.        

_____   Fully competent in present job.  Good performance.    

_____   Consistently above average performance.  Excellent performance.   

_____   Topnotch performance.  Superior contribution to the agency.   

 

 

Assessment of Objectives Established During the Previous Evaluation: 

_______________________________________________________________________ 

 

_______________________________________________________________________ 

 

_______________________________________________________________________ 

 

 

 

New Objectives Established for the Upcoming Evaluation Period: 

_______________________________________________________________________ 

 

_______________________________________________________________________ 

 

_______________________________________________________________________ 

 

 

Strengths to build on: _____________________________________________________ 

 

_______________________________________________________________________ 

 

_______________________________________________________________________ 

 

_______________________________________________________________________ 

 

 

Areas to work on: ________________________________________________________ 

 

_______________________________________________________________________ 

 

_______________________________________________________________________ 

 

_______________________________________________________________________ 

 

 

Recommendations:  ______________________________________________________ 

 

_______________________________________________________________________ 

 

Training and Development Opportunities: 

_______________________________________________________________________ 

 

_______________________________________________________________________ 
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_______________________________________________________________________ 

 

 

Employee’s Comments:  ___________________________________________________ 

 

_______________________________________________________________________ 

 

 

Evaluated by:  __________________________Title_______________Date __________ 

 

 

Approved by:  __________________________Title_______________Date___________ 

 

 

I have reviewed this evaluation and I completely understand its contents.  I have also received/reviewed a 

copy of my current job description. 

 

 

Employee’s Signature ________________________________ Date_________________ 
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