CLINTON FOUNDATION 

YUNNAN COOPERATION PROGRAM
JOB DESCRIPTION – TRANSLATOR/OFFICE ASSISTANT
Title: Translator/Office Assistant
Location: Clinton Foundation– CHINA, Kunming office 
Reports to: Yunnan Program Manager & Lab Manager
Hours of duty: Monday – Friday – 0900-1800 hrs.

(Must be prepared to accept that there could be occasions when translator is requested to perform his/her duties outside of normal working hours or on weekends for extraordinary reasons)

Responsible for: 
· Providing comprehensive translation services to specific persons of the lab team as directed by Yunnan Program Manager as priority. (Each translator is usually allocated to an individual expatriate but the position is open and flexible depending on the work required.) 

· Assisting office administrative/support work and translations for other teams when necessary and possible.
Regarding the cooperation program:

The Clinton Foundation HIV/AIDS collaboration has been established to work with the Bureau of Health and Yunnan CDC with the scope to improve AIDS laboratory level in Yunnan Province by providing assistance through international experts, clinical team, outreach community and laboratory team. 

Specific Duties:

· Responsible for providing (as accurate as possible) good written and oral translation for meetings, visits, training and other work-related activities in Kunming and all project sites.
· Responsible for adhering to the principles of confidentiality.
· Expected to translate/interpret in appropriate manner with appropriate professional, cultural and political sensibility and good accuracy.
· Responsible for accomplishing timely and accurate written translation of reports or other documents as requested.
· Responsible for assisting the laboratory manager to keep the laboratory assistance in good working order.
· Assisting translation/interpretation for other teams upon request.
· Assisting administration work when requested, e.g. hotel/ticket booking, workshop organization and filing.
Skills Required: 
· knowledge and experience in the translation environment

· awareness of non governmental organization environment 
· report writing

· attending/ facilitating meetings/conferences

· people skills

· computer literacy, word processing, database handling, record keeping
· good cross-cultural skills and knowledge
· pleasant personality
· willing to travel extensively and work overtime
