
 
 
POSITION: Language Access Special Projects Coordinator 
 
About the Office:  
The Mayor’s Office of Immigrant Affairs (MOIA) promotes the well-being of immigrant communities by 
recommending policies and programs that facilitate successful integration of immigrant New Yorkers 
into the civic, economic, and cultural life of the City. MOIA is one of the lead agencies for IDNYC, New 
York City’s successful municipal ID program, and is spearheading a number of initiatives to expand 
access to justice for immigrant communities. The work of the Office cuts across a broad range of issues 
citywide—for example, workers’ rights, health equity, and language access—and MOIA works closely 
with sister cities around the country to promote immigration reform.  
 
About the Role:  
MOIA’s Language Access Team works to ensure that New York City’s information and services are 
accessible to immigrant New Yorkers by: advising and providing technical assistance to city agencies to 
help ensure that their services are accessible to limited English speakers; by providing oversight and 
monitoring of language access laws; and by launching special projects to improve language access in 
New York City. The Language Access Special Projects Coordinator will support MOIA’s language access 
work with City agencies and will support the execution of special projects to facilitate language access, 
including the City’s efforts to provide interpretation at poll sites. Reporting to the Language Access 
Manager, responsibilities include, but are not limited to:  

  

 Work with Language Access Manager to provide guidance and technical assistance to City 
agencies on language access issues, including developing materials and organizing convenings. 

 Analyze agency language access data/assessments to understand progress and gaps and 
recommend and implement strategies for improving language access. 

 Develop guidance materials and tools to assist agencies in advancing language access.  

 Conduct best practices research on language access and develop strategies to share across 
agencies. 

 Organize working groups among agencies to identify language access challenges and best 
practices. 

 Assist in development of MOIA’s Local Law 30 report on language access. 

 Monitor, track and ensure appropriate follow up pertaining to 311 complaints on language 
access. 

 Represent MOIA at relevant inter-governmental, inter-agency and public events as needed.  

 Work with city partners to place interpreters at poll sites for upcoming elections 

 Coordinate and support other language access projects, as needed.  
 

Qualifications: 

 Bachelor’s degree with three to five years of professional experience in a relevant field is 
preferred; 

 Excellent project management, operational and analytical skills;  

 Experience serving immigrant communities, or providing language services is preferred; 

 Self-starter who can take initiative and work both individually and as part of a team;  

 Ability to think creatively, embrace new approaches, and pioneer innovative solutions to 
complex problems;  



 
 

 Effective management of multiple priorities in a fast-paced, high-pressure work environment;  

 Strong written, verbal, and interpersonal communication skills; and  

 Highly professional demeanor.  

 Spoken and written proficiency in a language other than English is preferred.  
 
Salary: $22/hr. This is a temporary position through June 30, 2019, with possibility of extension.   

To Apply:  To apply, submit cover letter, and resume to Ken Lo, klo@moia.nyc.gov. 

 

The City of New York and the Office of the Mayor are Equal Opportunity Employers 

 


