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1. IDENTIFICATION 

 

Position No. Job Title Supervisor’s Position 

05-13494 Interpreter/Translator Manager, Court Information and 

Contract Services 

 

Department Division/Region Community Location 

Justice Court Services Iqaluit Courthouse 

 

Fin. Code: 05500/01/1/111/0540010/ 01/???? 

 

2. PURPOSE  

 
Main reason why the position exists, within what context and what the overall end result is. 

 

This is a highly specialized and critical part of the professional services of the division of Court 

Services, reporting to the Manager Court Information and Contract Services.  The 

Interpreter/Translator will provide legal interpreting and translations of the Inuktitut language to 

the English language and English language to Inuktitut language for the Justice of the Peace 

Court, Nunavut Court of Justice and the Nunavut Court of Appeal.  Simultaneous interpretation 

of court proceedings is the priority for the Interpreter/Translator, and such work is a critical part 

of this position. 

 

The Interpreter/Translator will also arrange interpreting and translating services the following 

sections; Quasi-Judicial, Family Support Program, Judicial Services, Coroners, Liquor Licensing 

and Mental Health Board. 

 

 

 

3. SCOPE 

 
Describe in what way the position contributes to and impacts on the organization. 

 

The interpretive material requires the Interpreter/Translator to have a proficiency in legal 

terminology in both English and Inuktitut, in order for the court to make its services most 

relevant and accessible to the public. Inuktitut is one of the official languages used in the Justice 

of the Peace Court, Nunavut Court of Justice and Nunavut Court of Appeal. 

 

The Interpreter/Translator has a role in the preparation of Orders, Practice Directives, memos 

and other correspondence into Inuktitut.  
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4. RESPONSIBILITIES 

 
Describe major responsibilities and target accomplishments expected of the position.  For a management 

position, indicate the subordinate position(s) through which objectives are accomplished. 

The Interpreter/Translator will be responsible for: 

- Provides consecutive or simultaneous interpretation in court or elsewhere as required. 

- Provides translation for court documents in a timely fashion as required. 

- Set out headsets for the court users and public to use 

- Provide interpretation of all spoken evidence, oral statements and addresses of the Court 

- Provide interpretation of witness testimony to the court 

- Provide interpretation of questions and answers from the Court to the parties involved in 

the hearing  

- Takes lead role in recruiting and training of Interpreters/Translators. 

- Assigns contracts in the form of specific work confirmations and schedules for 

Interpreters for all court and circuit court sessions. 

- Assigns contracts in the form of specific work confirmations and schedules Court 

Reporters for Iqaluit Court as required and for all circuit court sessions. 

- Arranges Elders to be present in Court as directed by the Judiciary. 

- Maintains interpretation and translation equipment within standard operating conditions.  

- Ensure translation equipment batteries are in working order and fully charged and 

headsets are cleaned after each days use 

- Any defects or issues are reported immediately to the Court Management, the Judiciary 

or Court Staff 

- Translating court documents, legislation, orders and policies 

- Identify and report problems in the text to be translated or issues that arise in producing a 

translated version of the text to ensure that content is accurately translated to the target 

language 

- Identify problems in a document to be translated or issues that arise in production of a 

document. 

- Proofread and edit text in both languages to ensure that text is of publishable quality 

- Identifies and reports problems and issues related to translations or Interpreters 

(including contract Interpreters) with the Court Management,   

- Review original and translated document to ensure accuracy 

- Translate Practice Directives, Memos and other documents as required. 

 

5. KNOWLEDGE, SKILLS AND ABILITIES 

 
Describe the level of knowledge, experience and abilities that are required for satisfactory job performance. 

- The Interpreter/Translator must have completed a post-secondary Interpreter/Translator 

program and minimum Grade 12 education as well as a completed Legal Interpreter 

studies or equivalent knowledge and have good interpersonal communication skills. 

- The Interpreter/Translator must be able to translate from English into Inuktitut and 

Inuktitut to English.   

- Ideal candidate will have a minimum of 3 years experience in providing simultaneous 

and consecutive interpreting. 

- The Interpreter/Translator must be able to produce accurate work sometimes under tight 

deadlines.  

- The Interpreter/Translator must be meticulous and able to pay close attention to detail. 
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- The Interpreter/Translator must be able to work as a supportive member of a team in a 

cross-cultural working environment. 

- The Interpreter/Translator is expected to conduct him/herself at all times in a manner 

consistent with the role of an Officer of the Nunavut Court of Justice. 

- The Interpreter must have good oral and interpersonal communication skills and be able 

to prepare written, well-documented progress reports on request. 

- Ability to understand content of court orders and act or give information and/or 

explanation based on that understanding. 

- Ability to establish and maintain effective working relationships, both internally and 

externally 

- Ability to deal with demands from the public, legal profession and judiciary in stressful 

situations 

 

6.  WORKING CONDITIONS  
 

List the unavoidable, externally imposed conditions under which the work must be performed and which 

create hardship for the incumbent.  Express frequency, duration and intensity of occurrence of physical 

demands, environmental conditions, demands on one’s senses and mental demands. 

The Interpreter/Translator will be working in an office environment.  Physical security is a 

concern given the nature of the work. 

 

Physical Demands 
Indicate the nature of physical demands and the frequency and duration of occurrences leading to physical 

fatigue. 

As typically associated with an office environment.  It may be necessary to work after regular 

working hours to accomplish program objectives. The incumbent uses a computer for the work day 

and could experience discomfort from eyestrain, repetitive strain in the arms and fingers or from 

long periods of sitting. 

Providing simultaneous interpretation at times the Interpreter/Translator may experience larynx 

fatigue. 

 

Environmental Conditions 
Indicate the nature of adverse environmental conditions to which the jobholder is exposed, and the frequency 

and duration of exposures.  Include conditions that disrupt regular work schedules and travel requirements. 

The Interpreter/Translator will be required to work in a moderately-sized, open office 

environment with frequent contact with the clients. In the Court Registry setting, demands are 

placed on the Interpreter/Translator daily by members of the judiciary, RCMP, the legal 

profession, the public and other government officials, frequently in an urgent manner.  Frequent 

travel of varying duration to outlying communities to provide services is involved. 

 

Sensory Demands 
Indicate the nature of demands on the jobholder’s senses to make judgements through touch, smell, sight 

and hearing, and judge speed and accuracy. 
The Interpreter/Translator must be able to scrutinize documents rapidly and constantly, as well 

as listen carefully to requests. In the courtroom setting, the incumbent must be able to listen, 

comprehend and repeat precisely all court proceedings for the benefit of both the Court and the 

public. 
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Mental Demands 
Indicate conditions that may lead to mental or emotional fatigue. 

The candidate must perform all the job functions described to the exacting standards required in 

a legal environment, including under circumstances of extreme time pressure that inevitably 

occur from time to time.   

 

Constant demands of accuracy cause considerable stress. The graphic and emotional content of 

many court proceedings may cause emotional anxiety and stress. Travel may inflict stress on 

domestic relationships and arrangements. 

 

The candidate must be accurate and able to work quickly at times. The ability to stay organized 

AND flexible is essential to produce work rapidly, with competing priorities. All work must be 

prepared to a very high standard as the documents worked on may become a Court Order or a 

Judgement which may be published or both. Any mistakes may have very serious impacts on the 

individuals that the documents relate to and for the government in the proper administration of 

Justice. Poor performance or errors in the execution of responsibilities could provide a high 

degree of civil liability to the government.  

 

Maintaining professionalism at all times while dealing with clients and others. 

 
 

ADDITIONAL REQUIREMENTS 

 

Position Security  

 No criminal records check required 

X   Position of Trust – criminal records check required 

 Highly sensitive position – requires verification of identity and a criminal records check 
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7.  CERTIFICATION 

 

 

 

_____________________________________ 

Employee Signature 

 

 

 

Printed Name 

 

 

 

 

 
Manager, Court Information and Contract Services 

(05-09971) 

Supervisor Title 

 

 

 

Supervisor Signature 

 

 

 

Date:   Date:   

I certify that I have read and understand the 

responsibilities assigned to this position. 

 

I certify that this job description is an accurate 

description of the responsibilities assigned to 

the position. 

  

  Deputy Head Signature 

 

  

Date 

 

I approve the delegation of the responsibilities outlined herein within the context of the attached 

organizational structure. 

 

 

 

8.  ORGANIZATION CHART 

 

Please attach Organizational Chart indicating incumbent’s position, peer positions, subordinate 

positions (if any) and supervisor position. 

 

 

“The above statements are intended to describe the general nature and level of work being 

performed by the incumbent of this job.  They are not intended to be an exhaustive list of 

all responsibilities and activities required of this position”. 


