UnityReach Global Translation Coordinator
Complete Responsibilities: Appointment–January 3, 2029
1. Position Purpose
The Translation Coordinator ensures that UnityReach Global’s training, operational, humanitarian, evangelistic, medical, safety, website, public-relations, and participant communications are accurately available in the languages required for the 2028–2029 Cap-Haïtien Mission.
Primary languages:
· English 
· Haitian Creole 
· French 
· Spanish, where appropriate 
The Coordinator manages both written translation and live interpretation while protecting accuracy, confidentiality, cultural meaning, dignity, and accessibility.

2. Reporting Structure
The Translation Coordinator:
· Reports to the Communications Director. 
· Works under the Mission Director’s mission-wide authority. 
· Coordinates with every department director and coordinator. 
· Supervises approved translators, interpreters, reviewers, and multilingual volunteers. 
· Coordinates website translations with the Website and Digital Content Coordinator. 
· Coordinates public statements with the Public Relations Coordinator. 
· Coordinates archived language versions with the Media Archive Coordinator. 
· Coordinates clinical interpretation with the Medical Director. 
· Coordinates Bible and crusade interpretation with the Evangelism Director. 
· Coordinates community-language needs with Haitian partners. 
· Escalates safeguarding concerns to the Safety Officer or designated safeguarding leader. 

3. Required Qualifications
The Coordinator should demonstrate:
· Professional fluency in English and at least one additional mission language. 
· Strong written grammar and reading comprehension. 
· Experience with translation, interpretation, localization, editing, or multilingual communications. 
· Ability to preserve meaning rather than translate word-for-word. 
· Understanding of Haitian language and cultural context. 
· Ability to manage confidential information. 
· Strong organizational and quality-control skills. 
· Familiarity with medical, humanitarian, educational, safety, or faith-based terminology. 
· Ability to work calmly during emergencies. 
· Commitment to UnityReach Global’s Christian values, safeguarding standards, and Code of Conduct. 
Specialized medical, legal, safeguarding, and emergency interpretation must be assigned only to qualified individuals.

4. Guiding Principles
All translation and interpretation must be:
· Accurate. 
· Complete. 
· Neutral. 
· Confidential. 
· Culturally respectful. 
· Appropriate for the intended audience. 
· Written in plain language where possible. 
· Accessible to people with different literacy levels. 
· Reviewed before official publication. 
· Clearly identified by language and version. 
· Faithful to the speaker’s meaning and tone. 
· Free from personal additions, omissions, or opinions. 
Humanitarian assistance must always be described as available without requiring participation in religious activities.

5. Core Responsibilities
A. Language-Access Plan
The Coordinator will create a mission language-access plan identifying:
· Languages needed by program. 
· Written translation priorities. 
· Live interpretation needs. 
· Qualified translators and reviewers. 
· Medical interpreters. 
· Evangelism and worship interpreters. 
· Emergency-language coverage. 
· Sign-language or accessibility needs when identified. 
· Translation approval workflows. 
· Equipment requirements. 
· Backup interpreters. 
· Confidentiality requirements. 
· On-call schedules during the mission. 
B. Translation Team Development
The Coordinator will:
· Recruit qualified translators and interpreters. 
· Verify language proficiency. 
· Identify specializations. 
· Assign primary and backup personnel. 
· Obtain confidentiality acknowledgements. 
· Provide safeguarding training. 
· Train team members on translation standards. 
· Maintain availability schedules. 
· Monitor quality and conduct. 
· Remove or reassign anyone who repeatedly provides inaccurate, unsafe, or inappropriate interpretation. 
C. Website and Training Translation
The Coordinator will oversee translations for:
· Public website pages. 
· Volunteer application instructions. 
· Each One, Reach One campaign materials. 
· Volunteer Training Center modules. 
· Lessons and quizzes. 
· Code of Conduct acknowledgement. 
· Readiness instructions. 
· Training reminders. 
· Certificates and verification instructions. 
· Frequently asked questions. 
· Payment explanations. 
· Mission schedules. 
· Department orientation materials. 
· Emergency instructions. 
· Forms and consent information. 
Each website translation must follow the existing content-review and approval workflow before being marked approved or published.
D. Operational Document Translation
The Coordinator will prioritize:
· Volunteer Handbook. 
· Training materials. 
· Arrival and departure instructions. 
· Housing rules. 
· Transportation instructions. 
· Safety briefings. 
· Emergency cards. 
· Identification materials. 
· Patient instructions. 
· Beneficiary-registration instructions. 
· Community feedback information. 
· Distribution procedures. 
· Children’s and youth-program information. 
· Water and sanitation education. 
· Evangelism schedules and Bible-study materials. 
· Public announcements. 
· Directional signs. 
E. Terminology Management
The Coordinator will develop a multilingual terminology glossary covering:
· Organizational titles. 
· Mission programs. 
· Medical and dental terms. 
· Vision-care terms. 
· Medicines. 
· Safeguarding. 
· Humanitarian relief. 
· Education. 
· Water and sanitation. 
· Logistics. 
· Safety and emergency response. 
· Volunteer readiness. 
· Financial and contribution terminology. 
· Evangelism and Bible-study terminology. 
Approved terminology should be used consistently across the website, training center, printed materials, media releases, signs, and live interpretation.
F. Translation Workflow
Every important translation should follow:
Source Submitted → Priority Assigned → Translator Assigned → Translation Completed → Independent Review → Department Verification → Approval → Publication → Archive
The record should include:
· Source document. 
· Source language. 
· Target language. 
· Translator. 
· Reviewer. 
· Department owner. 
· Version number. 
· Date completed. 
· Approval status. 
· Revision history. 
· Accessibility notes. 
· Final publication location. 
G. Live Interpretation
The Coordinator will schedule interpreters for:
· Volunteer orientation. 
· Leadership meetings. 
· Community meetings. 
· Patient registration and triage. 
· Medical consultations. 
· Dental and vision services. 
· Pharmacy counseling. 
· School meetings. 
· Children’s and youth programs. 
· Humanitarian distributions. 
· Water-project meetings. 
· Bible studies. 
· Evangelistic crusade services. 
· Prayer and baptism preparation. 
· Media interviews. 
· Complaints and feedback. 
· Emergencies and referrals. 
Interpreters must speak in the first person and communicate everything relevant without adding personal advice.

6. Medical Interpretation
Medical interpretation requires heightened controls.
The Coordinator will:
· Assign trained medical interpreters whenever available. 
· Verify understanding of medical confidentiality. 
· Avoid using children as interpreters. 
· Avoid relying on relatives for sensitive consultations when qualified interpreters are available. 
· Explain the interpreter’s role to the patient. 
· Interpret symptoms, instructions, risks, consent information, dosage directions, and follow-up requirements accurately. 
· Ask the provider to clarify unfamiliar terminology. 
· Never independently diagnose, recommend treatment, or modify clinical instructions. 
· Report dangerous misunderstandings immediately. 
· Support teach-back so the medical provider can confirm patient understanding. 
Medical interpreters operate under the Medical Director and licensed clinical provider during patient care.

7. Evangelism and Worship Interpretation
The Coordinator will work with the Evangelism Department to:
· Translate sermon outlines and presentation materials in advance. 
· Assign interpreters familiar with biblical language. 
· Preserve the speaker’s intended theological meaning. 
· Coordinate worship-song translations and permissions. 
· Interpret Bible studies, prayer programs, appeals, and baptism preparation accurately. 
· Avoid adding personal teaching or changing an appeal. 
· Ensure participation is voluntary. 
· Clearly distinguish evangelistic activities from humanitarian eligibility. 
Whenever possible, speakers and interpreters should rehearse before major services.

8. Emergency Interpretation
The Coordinator will maintain interpreter coverage for:
· Medical emergencies. 
· Missing-person incidents. 
· Security threats. 
· Evacuations. 
· Vehicle accidents. 
· Severe weather. 
· Civil disturbances. 
· Safeguarding reports. 
· Hospital referrals. 
· Government or police communication. 
· Family notifications. 
· Crisis media briefings. 
Emergency interpreters must:
1. Identify themselves and their language. 
2. Interpret instructions exactly. 
3. Avoid speculation. 
4. Maintain confidentiality. 
5. Clarify unfamiliar terms. 
6. Remain available until formally released. 
7. Document significant language-access problems. 

9. Confidentiality and Safeguarding
Translators and interpreters must not disclose:
· Patient information. 
· Medical diagnoses. 
· Application details. 
· Financial records. 
· Screening information. 
· Complaints. 
· Safeguarding reports. 
· Personnel matters. 
· Family circumstances. 
· Security plans. 
· Personal contact information. 
· Private leadership discussions. 
A translator must immediately report information indicating possible:
· Child abuse or neglect. 
· Exploitation or trafficking. 
· Sexual misconduct. 
· Threats of violence. 
· Self-harm. 
· Medical danger. 
· Fraud. 
· Serious safety risk. 
Confidentiality does not prevent required safeguarding or emergency reporting through approved channels.

10. Quality-Control Standards
The Coordinator will assess translations for:
· Accuracy. 
· Completeness. 
· Grammar and spelling. 
· Cultural appropriateness. 
· Reading level. 
· Consistent terminology. 
· Faithfulness to the source. 
· Formatting. 
· Accessibility. 
· Correct names, dates, amounts, and locations. 
· Proper disclaimers. 
· Correct emergency information. 
· Correct medication and dosage language. 
Machine translation may support drafting, but critical materials require qualified human review before publication or use.
AI or automated translation must not receive confidential or protected information unless the system has been formally approved for that data.

11. Authority
The Translation Coordinator may:
· Assign approved translation work. 
· Establish deadlines and priorities. 
· Require revisions. 
· Reject inaccurate or culturally inappropriate translations. 
· Prevent an unapproved translation from being published. 
· Pause interpretation when meaning is unclear. 
· Request that a speaker slow down or explain terminology. 
· Replace an interpreter who is inaccurate, unprofessional, or unsafe. 
· Recommend postponing a multilingual activity when adequate language access is unavailable. 
· Escalate critical language-access failures. 

12. Limitations
The Coordinator may not:
· Change organizational policy through translation. 
· Approve the underlying source content unless separately authorized. 
· Add promises, benefits, or requirements not contained in the source. 
· Alter medical instructions. 
· Provide personal medical, legal, immigration, or financial advice. 
· Use children as routine interpreters. 
· Publish unreviewed critical translations. 
· Share confidential information with unauthorized translators. 
· Present machine-generated translation as professionally verified. 
· Change quotations or testimony to make them more dramatic. 
· condition aid on religious participation. 
· Translate outside demonstrated competence without qualified review. 

13. Timeline of Responsibilities
August–September 2026: Foundation
· Assess mission language needs. 
· Create the language-access plan. 
· Establish translation standards. 
· Build the multilingual glossary. 
· Create translator and reviewer roles. 
· Establish confidentiality and approval procedures. 
· Identify Haitian Creole, French, English, and Spanish personnel. 
· Prioritize website and campaign content. 
October–December 2026: Campaign Launch
· Translate Each One, Reach One materials. 
· Review volunteer recruitment pages. 
· Translate application guidance and FAQs. 
· Establish translation records in the website administration system. 
· Review existing posters. 
· Begin translating core training content. 
· Monitor consistency across public materials. 
January–December 2027: System Expansion
· Translate volunteer and leadership materials. 
· Develop medical and humanitarian glossaries. 
· Recruit additional interpreters. 
· Translate deposit and participation information. 
· Review multilingual reminder templates. 
· Create interpretation protocols. 
· Test website language persistence and English fallback. 
· Conduct quarterly translation-quality reviews. 
January–June 2028: Readiness Period
· Translate payment and readiness reminders. 
· Review quiz and training translations. 
· Translate department-specific instructions. 
· Prepare medical, consent, safety, and referral materials. 
· Confirm translations for family and child participants. 
· Review terminology with Haitian partners. 
· Identify missing language coverage. 
July–September 2028: Operational Preparation
· Finalize printed operational materials. 
· Assign field interpreters. 
· Develop interpretation schedules. 
· Prepare signs and directional materials. 
· Translate community feedback and complaint procedures. 
· Conduct interpreter training. 
· Simulate medical, safeguarding, and emergency interpretation scenarios. 
· Confirm interpretation equipment requirements. 
October–November 2028: Final Training
· Complete all priority translations. 
· Verify website content-review status. 
· Conduct final proficiency and readiness checks. 
· Train volunteers on working effectively with interpreters. 
· Issue interpreter assignments. 
· Prepare backup schedules. 
· Finalize multilingual emergency cards. 
· Confirm printing quantities. 
December 1–13, 2028: Pre-Departure
· Verify all critical materials. 
· Package printed translations. 
· Test interpretation equipment. 
· Confirm schedules and contact methods. 
· Distribute terminology glossaries. 
· Review confidentiality requirements. 
· Brief interpreters on mission operations. 
· Establish an urgent translation-request channel. 
December 14, 2028: Travel
· Provide airport and travel interpretation. 
· Assist with multilingual passenger instructions. 
· Support communication during delays or emergencies. 
· Confirm arrival instructions. 
· Record unexpected language-access needs. 
December 15–23, 2028: Active Mission and Crusade
· Conduct daily interpreter assignments. 
· Support all program departments. 
· Maintain medical and emergency interpreter coverage. 
· Coordinate crusade interpretation. 
· Translate urgent announcements and schedule changes. 
· Monitor accuracy and interpreter wellness. 
· Resolve misunderstandings immediately. 
· Track translation and interpretation services provided. 
· Update glossaries as necessary. 
December 24, 2028–January 2, 2029: Fellowship and Vacation
· Provide interpretation for official fellowship activities. 
· Maintain emergency-language coverage. 
· Support travel and hospitality communication. 
· Complete pending document translations. 
· Organize translation records. 
· Collect interpreter feedback. 
· Begin the language-access after-action report. 
January 3, 2029: Final Day and Return
· Provide departure and airport interpretation. 
· Support communication during itinerary changes. 
· Confirm that urgent follow-up information is understood. 
· Securely transfer translation records. 
· Archive final language versions. 
· Document outstanding translation needs. 
· Submit the preliminary after-action report. 

14. Required Records
The Coordinator must maintain:
· Translator and interpreter roster. 
· Language proficiency records. 
· Confidentiality acknowledgements. 
· Assignment schedules. 
· Translation request log. 
· Source and translated documents. 
· Version and approval history. 
· Reviewer records. 
· Multilingual glossary. 
· Interpretation activity log. 
· Medical interpreter assignments. 
· Emergency interpretation records. 
· Quality concerns and corrective actions. 
· Equipment inventory. 
· Post-mission language-access report. 

15. Key Performance Indicators
Performance measures include:
· Percentage of priority materials translated on time. 
· Translation completion by language. 
· Percentage independently reviewed. 
· Number of critical translation errors. 
· Time required to fulfill urgent requests. 
· Interpreter coverage for scheduled activities. 
· Medical and emergency interpretation availability. 
· Training completion among translators and interpreters. 
· Website translation approval rates. 
· Number of unresolved language-access complaints. 
· Consistency with the approved glossary. 
· Completeness of translation records. 
· Volunteer and community satisfaction with language access. 

16. First 30-Day Action Plan
Within the first 30 days, the Translation Coordinator should:
1. Meet the Communications Director. 
2. Assess language requirements by department. 
3. Create the language-access plan. 
4. Build the translator and interpreter roster. 
5. Establish the translation workflow. 
6. Create confidentiality requirements. 
7. Begin the multilingual terminology glossary. 
8. Identify critical documents. 
9. Establish medical and emergency interpreter standards. 
10. Develop quality-review criteria. 
11. Create assignment and tracking tools. 
12. Submit the plan for approval. 

17. Closing Responsibility
The Translation Coordinator ensures that language does not prevent anyone from understanding the mission, receiving safe services, completing training, participating appropriately, reporting concerns, or responding to an emergency.
Every translation and interpretation must preserve accuracy, confidentiality, dignity, cultural respect, and the speaker’s intended meaning.

