______________________________________________________________________________
Job description

	Date:
	7 May 2026


_____________________________________________________________________

	Department:

	External Affairs, Communications and Marketing


	Post number:

	CCOMBS002

	Job title:

	Language Translator Support Officer

	Grade:

	Grade 5 


_____________________________________________________________________

Main purpose of job

Assist in providing support to the Senior Marketing and Brand Manager and other section members as necessary.

Responsible for translating from Irish to English and English to Irish as well as providing a full range of administrative duties and other relevant duties.  

Liaise with senior representatives of outside bodies and elected representatives as required.

Ensure that all tasks are carried out to agreed quality and time targets.

Summary of responsibilities and personal duties

1. Translate documents from Irish to English and from English to Irish, whilst adhering to Translation Guidelines. Proofreading internally and externally produced translations.

2. Management and administration of the language call-off contracts. 

3. Arrange appointments and meetings, including refreshments as required for internal and external meetings.

4. Assist the unit to open all private and confidential mail and distribute to relevant staff as required.

5. Assist the unit in maintaining files and the personal filing systems and diary of appointments.

6. Filter telephone calls for the Senior Marketing and Brand Manager and other team members and make calls as required on their behalf.

7. Assist in dealing with complaints and enquiries from the public and liaise with other council departments and outside agencies as necessary.

8. Assist with departmental records management, freedom of information and data protection. 

9. Assist with the departmental training and development process including the maintenance of the units training records and arrangement of training courses.

10. Service the meetings of the unit, inclusive of taking minutes or audio notes and preparing draft minutes and other relevant administrative tasks as required.

11. Service other ad hoc meetings and prepare minutes when requested.

12. [bookmark: _Hlk121493615][bookmark: _Hlk111624160][bookmark: _Hlk121401328][bookmark: _Hlk121385212]Assist in the production and collation of service performance data as required.

13. [bookmark: _Hlk121409270][bookmark: _Hlk111624112][bookmark: _Hlk121384145]Motivate and manage any staff that may be assigned to the post holder to ensure       effective service delivery and to be responsible for reviewing and implementing a proper staff training and development programme. 

14. [bookmark: _Hlk121493671][bookmark: _Hlk121384176]Participate in all induction and in-service training provided by Belfast City Council and in the induction and support of all newly appointed staff and other human resource management policies and procedures, as appropriate, including, absence management, disciplinary and grievance procedures.

15. [bookmark: _Hlk121384875][bookmark: _Hlk121398265][bookmark: _Hlk121394429][bookmark: _Hlk121409458][bookmark: _Hlk121384201]Participate as directed in the council’s recruitment and selection procedures.

16. [bookmark: _Hlk121398252]Act in accordance with the council and departmental policies and procedures including customer care, equal opportunities, health and safety, safeguarding and any pertinent legislation. 

17. [bookmark: _Hlk121394859]Undertake the duties in such a way as to enhance and protect the reputation and public profile of the council.

18. Undertake such other relevant duties as may from time to time be required.

This job description has been written at a time of significant organisational change, and it will be subject to review and amendment as the demands of the role, and the organisation evolve.  Therefore, the post-holder will be required to be flexible, adaptable and aware that they may be asked to perform tasks, duties and responsibilities which are not specifically detailed in the job description, but which are commensurate with the role.




Employee specification

	Date:
	8 May 2026


_____________________________________________________________________

	Department:

	External Affairs, Communications and Marketing


	Post number:

	CCOMBS002

	Job title:

	Language Translator Support Officer

	Grade:

	Grade 5 


_____________________________________________________________________

Essential criteria

Experience

Applicants must, as at the closing date for receipt of application forms, be able to demonstrate on the application form, by providing personal and specific examples, at least one year’s relevant experience in each of the following three areas:

1. working in a professional capacity to provide services for Irish language communities, through the mediums of English and Irish, both written and spoken; 
1. undertaking a range of administrative tasks within an office environment; and
1. translating texts into Irish.


Please note, all short-listed applicants will be required to undergo and successfully pass language skills tests as part of the selection process; these tests will assess written and spoken Irish language fluency. Please note, that candidate marks from tests will be used to further short-list candidates to be invited to attend for final interview.


Desirable criterion

In addition to the above experience, Belfast City Council reserves the right to shortlist only those applicants who can demonstrate at least two years’ relevant experience in each of the areas detailed above, (a) – (c). 


Special skills and attributes

Applicants must be able to demonstrate, by providing personal and specific examples, evidence of the following special skills and attributes which may be tested at interview:

Technical knowledge: the ability to translate into Irish and the ability to undertake a full range of administrative duties. 

Communication skills: the ability to demonstrate good communication skills and to communicate with a wide range of people, both verbally and in writing in both Irish and English.

Customer care skills: the ability to deal with and respond to the needs of a diverse range of internal and external customers, including members of the public, elected members, the media and other bodies on a wide range of issues.

Team working skills: the ability to be an effective team member with the ability to work towards and achieve team goals and outcomes.

Information Technology skills: the ability to use both specialist software packages and standard Microsoft Office programmes and computer-assisted translation tools.

Decision making and problem-solving skills: a practical approach to problem solving with the ability to extract, analyse and report upon service information, in order to make decisions on operational issues.

Work planning and organisational skills: the ability to prioritise and plan work to ensure that all targets and quality standards are consistently met.
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