CCDG Job Specification

	Job Title:
	Translator – Welsh Language  

	Created on:
	April 2023

	Reports To:
	LMI Team Manager

	Division/Dept/Location:
	Digital and Communications 

	Overall Purpose of Role:
	Working within the Digital and Communications area, own and deliver a translation service that ensures the content in our website products meet the needs of users.  Overseeing high volume machine translated content and providing a quality assurance role to retain the meaning of the original text as closely as possible.  Working on the website services where large quantities of data need regular updating and publishing within agreed timeframes.

The role will contribute to ensuring that CW complies with the Welsh Language Standards, helping to ensure that high quality bilingual services are consistently available to our customers. 


	Education/Qualifications/Specific Training - essential
	· Educated to degree level
· Proven experience of translation from English to Welsh and Welsh to English
· Proficient level of skills in speaking, listening, reading and writing in Welsh


	Education/Qualifications/Specific Training – desirable
	· Membership of the Association of Welsh Translators and Interpretors or an equivalent professional body
· Evidence of continuous professional development

	Knowledge/Skills/Experience
(* = essential)


	· *Excellent oral, written and presentation skills in   both English and Welsh
· * Excellent Welsh language skills (oral and written)
· *Ability to work accurately and show attention to detail
· *  IT skills including all of the office packages
· * Experience of using machine translation and memory translation software 
·  * Experience of translating content for a wide variety of audiences
· * Ability to work independently and as part of a team
· * Excellent editing and proof-reading skills
· * a good understanding of Welsh language and grammer
· Knowledge of Welsh Language standards for Wales
· Knowledge and understanding on Welsh language regional variations 
· Cultural knowledge of Wales eg use of slang, idioms in the Welsh language
· Knowledge and understanding of all Careers Wales digital services
· Advanced keyboard skills
· Demonstrable understanding of equality of opportunity, including the issues and concepts of working within a bilingual society 

	Behavioural Traits

	Aptitudes:
· Effective communicator
· Active listening
· Time management – meet deadlines
· Commercial awareness
· Analytical thinking
· Planning
· Organising
· Prioritising
· Capacity to learn and develop
· 
Personal Qualities:
· Attention to detail
· Achievement focused 
· Flexible
· Assertiveness
· Self managing and use own initiative
· Willingness to embrace change
· Contributing to continuous improvement 
· Customer focused 
· Detail consciousness
· Work positively in a team
· Commitment to excellence


	Key Inputs and Key Outcomes
	

	Key Input 1
To plan and prioritise translation work so both English and Welsh content can be published by an agreed deadline.
	Key Outcomes 1
1.1 An annual plan and cycle of translation work is managed, maintained and reviewed.
1.2 Translation work is completed by agreed deadlines and complies with standards.
1.3 Work is carried out in line with prioirites agreed with line manager
1.4 English and Welsh versions of content published at the same time

	Key Input 2
To quality assure content produced through machine and memory translation software.
	Key Outcomes 2
2.1 Translations are quality assured and corrected prior to publication
2.2 Translation database is kept up to date and cleansed of inaccuracies as identified
2.3 Ensure accuracy of terminology by adding entries and checking the term base when required

	Key Input 3
Work with colleagues in the digital directorate and the wider company to ensure an efficient and effective translation process and workflow are in place.
	Key Outcomes 3
3.1 Ensure the translation process allows for the production and quality assurance of translated work.
3.2 All translation work is managed within agreed  timeframes
3.3 Workflow is efficient and the status of each piece of content within the process is clear 
3.4 Ways to improve processes and systems are identified and implemented as agreed with line manager
3.5 Advice and guidance on processes is provided to colleagues

	Key Input 4
Create and manage a process for translation requests (outside the core translation service), including the direct translation of content submitted.
	Key Outcomes 4
4.1 Translation work is submitted through an agreed process and actioned by agreed deadline, liaising with the content owner on any unclear points
4.2 Translation work is completed using the agreed document type/application
4.3 All translation work will follow the quality assurance procedure before being published/returned to content owner
4.4 System is reviewed regularly to ensure efficient workflow and standards are met

	Key Input 5
Manage and maintain a database of standardised translation terms for the organisation
	Key Outcomes 5
5.1 Agreed list of term categories to be established and maintained, aligned to the wider organisations agreed terms. 
5.2 Each term category is updated and refreshed regularly and used as part of any translation work completed 
5.3 Term categories are shared with other departments and translators/providers used by the company as needed

	Health and Safety Statement
	Every employee has a responsibility under the Health and Safety at Work Act to:

· Comply with the Health and Safety Policy, the Health and Safety Management Plan and all company safe work practices
· Ensure the safety of themselves and others in the workplace
· Immediately report any unsafe condition, dangerous occurrence or injury to their line manager
· Ensure they are able to competently and safely perform any work they undertake
· Co-operate with the Company on all matters of health and safety

	Child & Vulnerable Adult Protection Statement


	The Company is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all its employees to show this commitment.
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