
JOB DESCRIPTION 
 

 

Role:          Interpreter Co-Ordinator  
 
Salary and Band:   £28,000 per year 
Location:   Home based/Flexible 
Hours:    Full time, 37 hours a week, flexible working considered  
Report to:   Assistant Director (Governance, Planning & Evidence) 
Directorate:    Governance, Planning & Evidence 
Direct reports:  None  
 

 
 
Main Purpose and Scope of the Job 
 

As a member of the Governance, Planning and Evidence Team, the Interpreter Co-
Ordinator provides a key role in acting as a single point of coordination for interpreter 
bookings across the Leadership Team of SignHealth, including developing clear guidelines 
for bookings. This will also include the booking of Speech to Text Reporters (STTR) and 
any other language or access support that is required. 
 
The post holder will accurately schedule, assign and process the requests for BSL 
interpreter and other access provisions to meet the need of the diverse professional 
accessibility requirements across the Leadership Team. They will maintain a clear 
schedule of current & future bookings, as well as developing and maintaining relationships 
with interpreters and agencies. They will also coordinate Access to Work (AtW) claims 
back to AtW on behalf of Leadership Team members.  
 

They will also be responsible for booking language support for all corporate meetings 

including Board, ELT, Audit and Risk Committee (ARC) and People & Pay Committee 

meetings. 

 

They will act as the primary point of contact for the organisation in regard to 

questions and queries relating to all interpreter and STTR bookings. 

 

Although a significant proportion of the scope of this role is focussed on the coordination 

and booking of interpreters and the related administration around this, an equally important 

area of work will be around relationship development and partnership working as they will 

also act as the primary point of contact at SignHealth for all external interpreters, 

interpreting agencies and other relevant organisations. As such they will be responsible for 

sourcing new interpreters and building and maintaining effective relationships with all 

interpreters, encouraging and developing close working relationships to make the process 

as effective and efficient as possible. 

As part of the wider team, the role also provides capacity and resilience in other areas such 

as event management and logistical support for Trustee, ELT and Leadership Team 

meetings. 

 
Duties and Key Responsibilities 

 
- To source and book qualified BSL interpreters, STTR writers and other access 

support to work with Leadership Team members. 



 

- To ensure all requests for interpreters across Leadership Team are processed and 

action is taken to secure an appropriately skilled and experienced interpreter for 

each booking. 

 

- To coordinate with external agencies to ensure all the interpreter requests and 

bookings are filled with appropriately skilled and experienced interpreters, to include 

both standard and ad hoc bookings. 

 

- To maintain the outlook interpreter diary ensuring the diary is kept up to date and 

maintained with all new and up to date information. 

 

- To liaise regularly with the interpreter requester to keep them informed of progress 

being made in order to secure their interpreter. 

 

- To develop clear guidelines for bookings and keep these up to date.  

 

- To be responsible for processing all invoices received, ensuring they are forwarded 

to the relevant manager for authorisation and sent to finance for payment. 

 

- To be responsible for the administration of Access to Work (AtW) claims, supporting 

staff in making applications and completing claim forms. 

 

- To be responsible for the production of monthly and quarterly reports to the 

Assistant Director (Governance, Strategy & Insight) on all interpreter activities. 

 

- Foster and develop good and effective working relationships with internal partners 
including ELT and Leadership Team members. 

-  
- To be responsible for fostering, developing and maintaining good and effective 

working relationships with interpreters and agencies which will include being the 
primary point of contact for all interpreters, developing close working relationships 
with key interpreters, as well as maintaining and updating a comprehensive list of all 
qualified interpreters and agencies. 
 

- As part of the wider Governance, Planning and Evidence Team to provide 
additional capacity and resilience in other areas such as event management and 
logistical support for Trustee, ELT and Leadership Team meetings. 
 

- Play an active role in the Governance, Planning and Evidence Team enabling it to 
become a ‘one stop shop’ service for the whole organisation based on the ‘internal 
consultancy model’ for all corporate and central support services.  
 

- Any other duties commensurate with the accountabilities of the post 
 

 
 
 
 
 
 
 



Person Specification 
 
 

Qualification & Training Essential/
Desirable 

Educated to A level standard or equivalent Desirable 

Experience  
2 years previous experience in a similar role Desirable 

Experience of using Access to Work Essential 

Lived experience of Deaf culture Desirable 

Skills  
Excellent IT Skills, inc Microsoft packages i.e. Outlook, Word, Excel, 
Power point, Access, mic 

Essential 

Highly effective interpersonal skills with strong focus on providing 
excellent customer service to internal and external stakeholders 

Essential 

Strong interpersonal skills with an approachable personality Essential 

Excellent writing and organisational skills Essential 

British Sign Language skills Desirable 

Knowledge  

Clear understanding of confidentiality Essential 

Knowledge of SignHealth's activities Desirable 
Knowledge and understanding of BSL and Deaf culture Desirable 

Knowledge of SignHealth's external relationships and   customers Desirable 

Ability  

Ability to work under pressure to agreed deadlines and adapt to 
change 

Essential 

Attention to detail and a high level of accuracy in all tasks Essential 

Ability to work in a flexible manner - out of hours as required. Desirable 

Good written English and the ability to communicate at all levels Essential 

Good team player, able to work effectively with others in a team  Essential 

Ability to represent the company externally with key stakeholders Essential 

Commitment  

A commitment to promoting and protecting equality of 
opportunity and celebrating diversity 

Essential 

 

 


