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POSITION DESCRIPTION 
 
 
 
   
 
TITLE:     CERTIFIED COURT INTERPRETER 
 
Scope of Responsibility:  Under general oversight of the Okanogan County Superior Court 
Administrator, performs and coordinates simultaneous and consecutive interpretation for limited 
English proficient persons during court proceedings, in all county courts (e.g., arraignment, motion, 
hearing, deposition, trial).  Provides the following assistance with limited English proficient persons 
when not in court:  Assist court staff with contacts outside the courtroom for meetings and 
customer service contacts; assists public defense attorneys with client contacts; translates court 
correspondence; maintains translated court forms; and performs other office support work.  Errors 
in judgment could have a substantial impact on legal situations, financial matters, and public 
relations, as well as having a major impact on the person or persons whom they are interpreting 
for.   
 
Supervisory Responsibility:  This position has no supervisory responsibility.        
 
Essential Functions: 

 Interprets verbatim, simultaneous, consecutive or in summary mode from and into the 
foreign language as directed. 

 Prepares written translations from or into the foreign language; transcribes from recordings 
and for translation various technical, medical and legal documents.  

 Certifies translation accuracy of documents and correspondence. 
 Coordinate and/or schedule temporary or contracted interpreting services.  
 Maintains time and billing records for all interpreters sufficient to obtain reimbursement 

under state contracts. 
 Submit required documentation to Washington state as required by contract for state 

reimbursement. 
 Performs various technical office support duties when interpreting services are not needed.  
 Performs other duties as assigned. 
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Minimum Qualifications:
 Requires knowledge of the field of assignment sufficient to perform thoroughly and 

accurately the full scope of responsibility as illustrated by examples in the above job 
description and the following knowledge, skills and abilities;  

 Washington State Certification as a Certified Court Interpreter; and 
 Current status on the State Roster for Court Interpreters. 

 
Knowledge, Skills and Abilities: 
Knowledge of: 

 Legal terminology and court processes; 
 English and foreign language interpreted; 
 Basic filing techniques; 
 Grammar, spelling and punctuation; 
 Customer service techniques; 
 Phone etiquette. 
 Modern office procedures, methods and equipment including computers. 
 Methods and techniques of public relations. 

 
Ability to: 

 Interpret from English verbatim, simultaneous, consecutive or in summary mode from and 
into the foreign language as directed and vice versa; 

 Basic filing; 
 Paying attention to detail and accuracy; 
 Maintaining composure in difficult situations; 
 Understanding and retaining oral information; 
 Using office equipment such as phones, copiers, calculators and fax machines; 
 Using computer and related software applications; 
 Establishing and maintaining effective interpersonal relationships at all organizational levels 

and with the public; 
 Communication, both oral and written, sufficient to exchange or convey information and to 

receive work direction. 
 
Physical Demands: 
This position requires the ability to perform those activities to complete the essential functions of 
the job.  The duties are primarily in an office setting requiring frequent sitting, standing, walking, 
stooping, bending, kneeling, crouching, reaching, pushing, pulling, twisting, a sense of touch, finger 
dexterity, gripping with fingers and hands, seeing, ability to hear voice conversations and to speak.  
Requires the occasional lifting of up to 20 lbs. 
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Acknowledgements:
The statements contained herein reflect general details as necessary to describe the principal 
functions of this job, the level of knowledge and skill typically required, and the scope of 
responsibility, but should not be considered an all-inclusive listing of work requirements.  
Individuals may perform other duties as assigned including work in other functional areas to cover 
absences or relief, to equalize peak work periods or otherwise to balance the workload 
 
THIS POSITION DESCRIPTION DOES NOT CONSTITUTE A CONTRACT FOR EMPLOYMENT. 
 
 
 
             
Employee Signature       Date 
 
 

 

Effective Date:  01/01/2011 EEO Code:  2 Department:  Superior Court 

Dates Amended: 01/12/2011 Union:  None Division:  n/a 

FLSA Exempt:  No Grade:  22 Pos #: SUP020CCI-002 

 


