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CITY OF GLENDALE 
 
TITLE: Court Interpreter CLASS CODE: 202 
 
REPORTS TO: Court Supervisor GRADE:  20 
 
DEPARTMENT: City Court  FLSA:  N 
 
JOB SPECIFICATION DATE: July 1, 2008   cm 

 
JOB SUMMARY 
 
Provides Spanish language interpretation and translation services to the non-English speaking public in 
Municipal Court proceedings.   
 
ESSENTIAL FUNCTIONS 
 
1. Provides verbal Spanish interpretation and translation services in a variety of court settings. 
2. Provides concurrent interpretation of testimony, questions, and responses during legal proceedings.   
3. Translates written documents, including existing court forms and other court-related documents and 

materials as assigned. 
4. Schedules other language interpreters on an as needed basis. 
 
SECONDARY FUNCTIONS 
 
5. Performs other related duties as assigned. 
 
KNOWLEDGE, SKILLS, ABILITIES 
 
Knowledge of: 

The Spanish language with demonstrated proficiency in proper regional and idiomatic usages 
City Code, Arizona court system, Arizona Revised Statutes, Arizona Rules of Civil and Criminal 
Procedures, and legal terminology 
AZTECH software experience 
 

Skill in: 
Techniques of concurrent, literal interpretation and translation 
Use of personal computer, MS Windows, MS Excel, MS Word, Word Perfect, GroupWise, and court-
specific software and computer systems 
Effective interpersonal relations 
Word-processing and spreadsheets to create letters, forms and reports 
Mathematics including addition, subtraction, multiplication, division and percentages 
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Ability to: 
Make independent decisions following established procedures, manuals, and codes 
Follow written and oral instructions 
Read, understand, and accurately complete legal forms and documents 
Interpret and follow complex rules, regulations and procedures 
Apply legal terminology pertinent to court activities and procedures 
Provide quality customer service and handle difficult public contact situations 
Communicate effectively verbally and in writing 
Establish effective working relationships with City staff and the general public 
Operate office equipment including personal computer, copier, fax and courtroom tape recorders 
Work varied hours utilizing flex scheduling 
Provide concurrent interpretation of testimony, questions, and responses during legal proceedings 
Provide Spanish translation of existing court forms and other court-related documents and materials 
 

WORKING CONDITIONS 
 

Office setting.  
 

MINIMUM QUALIFICATIONS 
 
Two years of experience providing English to Spanish interpreting services in a public setting.  
 
Any equivalent combination of training and experience that provides the required knowledge, skills, and 
abilities, is qualifying. 
 


