Language Access & Translation Coordinator 
Job Description

About

At Safe Haven Space, our mission is to support the mental well‑being of refugee, immigrant, and asylee youth through culturally responsive education and community‑based programs. We work to reduce stigma, build confidence, and help families and communities create supportive environments where young people can grow and thrive.

[bookmark: _yok166yu08a]Job Summary
Safe Haven Space is seeking a compassionate and culturally responsive Volunteer Language Access & Translation Coordinator to help ensure our programs and communications are accessible to multilingual communities. This role supports language equity by translating materials, providing interpretation when needed, and advising on culturally appropriate communication strategies.
The Language Access & Translation Coordinator will work closely with staff and volunteers to ensure participants can fully understand program information, resources, and opportunities without language barriers.

[bookmark: _55evlz6f77kz]Key Responsibilities
· Translate written materials, including announcements, program flyers, forms, reminders, resource guides, and other communications into Spanish or another language commonly spoken by the communities we serve.
· Provide virtual interpretation support during occasional meetings, workshops, orientations, and community events as needed.
· Review organizational communications to ensure language is clear, culturally appropriate, and accessible.
· Collaborate with staff to adapt messaging for multilingual audiences while preserving the intended meaning and tone.
· Maintain an organized library of translated documents and ensure materials remain current.
· Identify situations that require professional interpretation services, particularly for sensitive or confidential conversations.
· Advise leadership on strategies to improve language accessibility and inclusive communication across all programs.
· Support the development of multilingual outreach materials that increase engagement with refugee and immigrant communities.

[bookmark: _nmks892o39qw]
[bookmark: _3zb4t1tlecxh]Qualifications
· [bookmark: _g5po3sbt7h2z]Fluency in English and at least one additional language commonly spoken by refugee and immigrant communities, such as Spanish, Amharic, Arabic, Dari, Pashto, Farsi, Ukrainian, or another relevant language.
· [bookmark: _g5po3sbt7h2z]Strong written and verbal communication skills in both languages.
· [bookmark: _g5po3sbt7h2z]Excellent attention to detail and ability to accurately convey meaning while respecting cultural context.
· [bookmark: _g5po3sbt7h2z]Ability to maintain confidentiality and exercise professionalism when interpreting or translating sensitive information.
· [bookmark: _g5po3sbt7h2z]Comfortable working independently and collaborating with a remote team.
· [bookmark: _ta2wqnvxde7q]Passion for serving refugee, immigrant, and multicultural communities.
[bookmark: _vv3wywt6x0mu]Preferred Skills
· Translation and interpretation experience
· Cross-cultural communication
· Cultural competency and humility
· Community outreach or social services experience
· Organization and document management
· Attention to detail
· Familiarity with refugee or immigrant-serving organizations is a plus
[bookmark: _luue2pplfxlh]Benefits
· Flexible work schedule (if applicable)
· Supportive, mission-driven work environment
· Opportunity to make a meaningful impact in the refugee and mental health community
· Exposure to program and organizational development
· A defined project portfolio you can reference professionally
· A letter of recommendation
Work Environment
· 100% remote (Preferred applicants will live within the D.C., Maryland, Virginia area)

Time Commitment
· Up to 5 hours per week with flexibility depending on organizational needs and ongoing initiatives.
· Preference will be a 1 year work commitment.
