
 
 
POSITION: Language Services Associate 
 
General Statement of Job Duties and Responsibilities 
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 ActionNYC, a program providing immigration legal services for every immigrant New 
Yorker, as well as a number of other 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 
immigrant inclusion.  
 
MOIA works with city agencies to promote and facilitate access to services for immigrants and limited 
English speakers.  MOIA’s Immigrant Inclusion/Language Rights Team does this, in part, by ensuring that 
materials are translated, events are accessible to limited English speakers through the presence of in-
person interpreters, and staff have access to 24/7 telephonic interpretation through translation and 
interpretation vendors.  Under the direction of the Language Services Coordinator within the Language 
Rights unit, the Language Services Associate will work with MOIA’s language services vendors to support 
the delivery of multilingual information and services to MOIA’s audiences who have limited proficiency 
in English.  The Language Services Associate will Coordinator will lead MOIA’s efforts to ensure timely 
delivery of quality translation and interpretation services, as well as spearhead the development of 
resources to improve the delivery of quality communications.  
 
Typical Tasks 

 Support coordination of day-to-day translation and interpretation requests (including responding to 
requests, liaising with vendors, tracking and following up with requests) 

 Manage interpretation equipment and interpreters 
o Assist in training staff on how to use interpretation equipment 
o Maintain inventory, assess replacement needs, coordinate system for allowing other 

mayoral offices to borrow and return equipment 
o Provide on-the-ground support at events by assisting in set-up/break-down of 

equipment and coordinating interpreters (these events may occasionally be in the 
evening or on weekends) 

 Work with volunteers from the City’s Volunteer Language Bank to provide secondary reviews to 
translated documents 

 Reconcile invoices from multiple language service providers 

 Track and analyze demand for services and budget 

 Assist in the procurement of new language services, as needed  

 Assist with other language access projects, as needed 

 
  



 
 
Knowledge, Skills, and Abilities 

• A bachelor’s degree with one to two years of professional experience in a relevant field is required 

• Excellent project management, organizational, and analytical skills 

• Experience providing language services preferred 

• Professional fluency in a foreign language  

• Experience with translation and/or interpretation preferred 

• Proficient computer skills (Word, Excel, PowerPoint and Outlook) 

• Experience juggling multiple priorities and responding to time-sensitive requests 

• Experience working with multiple stakeholders to address problems 

• Diplomacy, tact and excellent judgment 

• 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 intricate 

problems 

• Strong written, verbal, and interpersonal communication skills 

• Able to work 1 or 2 evening events per month  

• Highly professional demeanor 

• Familiarity with CAT tools 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 

 


