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Spanish Translation Assistant
Volunteer Position Description
Open Meadow Alternative Schools, an accredited, private school established in 1971, offers a personalized educational experience for youth ages 10–25 who have not fared well in public schools.  Located in North Portland, Open Meadow runs four programs for nearly 900 students. Our mission is to serve young people in a learning culture that emphasizes mutual respect, personal responsibility, academics, and service to the community. Open Meadow successfully re-engages disconnected youth in their education, providing academic and support services to those at high risk of dropping out of school. All students work toward high school graduation, college education or career placement. We encourage you to visit our website at www.openmeadow.org. 

POSITION: 


Volunteer: Spanish Translation Assistant
PROGRAM: 


Development
REPORTS TO:


Development Coordinator

HOURS:
flexible
POSITION SUMMARY:

The Spanish Translation Assistant will be organized, self sufficient, and computer literate.  S/he will work in partnership with the Development Office and other programs as needed to provide Spanish translation revisions to Open Meadow’s website.
PRIMARY RESPONSIBILITIES

• Review Open Meadow’s website content & translate to Spanish
• Track progress and communicate updates

KNOWLEDGE, SKILLS AND ABILITIES REQUIRED
• Bilingual writing skills: Spanish-English 

• Excellent time management and organizational skills
• Strong attention to details a must 
• A willingness to learn and high level of commitment /reliability
• Basic computer literacy & web browsing

• Knowledge of html code a plus

• Ability to pass criminal background check
