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Position Description 
	Position title
	Bilingual Translation Specialist (English/Canadian French)

	Location
	Remote – Canada

	Reports to
	Service Design Team Lead

	Direct reports
	N/A

	Community Collaborators
	N/A

	Travel requirements
	N/A


Position purpose
 The Bilingual Translation Specialist is responsible for translating a wide variety of documents and content between English and Canadian French with exceptional accuracy, attention to detail, and formatting skills. This role supports organizational content and ensures all translated materials meet the highest standards of quality, clarity, and consistency with Canadian French language conventions.
Success measures
	People & Team Satisfaction

	· Positive feedback from colleagues and stakeholders
· Effective communication and collaboration

	Operational Performance

	· Consistent delivery of accurate, well-formatted translations 
· Meeting deadlines and project requirements

	Program Outcomes

	· Supporting organizational goals through high-quality language services


Core Responsibilities:
	Translation Services
	· Translate a wide variety of content (articles, masterclass, podcasts, videos) from English to Canadian French 
· Ensure all translations are accurate, culturally appropriate, and consistent with organizational standards and Canadian French conventions

	Formatting and Quality
Assurance

	· Format translated documents to match organizational templates and standards 
· Proofread and edit translations for grammar, style, consistency, and layout
· Ensure consistency in terminology, tone, and branding across all translated materials 
· Maintain confidentiality and data security in all translation work

	Collaboration
	· Collaborate with the Service Design and Marketing & Communications teams to maintain organizational voice and messaging across both official languages
· Communicate effectively with team members as needed

	Audiovisual Translation
(Asset)

	· Support translation and localization of video content, including subtitling and script adaptation, as required (experience in this area is considered an asset)

	Other duties as required, including going beyond the job description whenever necessary



Capabilities and experience 
· Proven experience in interpretation, translation, or related linguistic roles
· Native or near-native proficiency in both English and Canadian French
· Excellent written and verbal command of both languages, with strong writing and editing skills
· Ability to produce clear, concise translations under tight deadlines
· Advanced skills in document formatting (Word, PDF, PowerPoint, etc.)
· Exceptional attention to detail and commitment to high-quality work
· Excellent communication skills to effectively convey messages across cultures and language barriers
· Strong time management skills; able to manage multiple assignments and deadlines independently
· Collaborative, team-oriented mindset with adaptability and willingness to support others
· Familiarity with translation software and terminology management tools (preferred)
· Background in linguistics or related fields (preferred but not mandatory)
· Experience in audiovisual translation (subtitling, localization, script adaptation) is considered an asset
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