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Posted 10/21/22 
 
Job Title: ADMINSTRATIVE ASSISTANT 
          
Summary: Partners Interpreting is a Sign Language Company that coordinates Sign Language interpreters and captioning 
services for various businesses and organizations across New England and nationwide. The company works in a fast-
paced environment, providing local and remote support to our employees and clients. We’re seeking a talented 
individual to join our team. This position offers the right candidate an exciting opportunity within a small business, work 
independently as well as collaboratively with colleagues, and a diverse population of consumers, clients and providers. 
We are passionate about the communities we serve. Please read more about us at our website: 
www.partnersinterpreting.com. 
 
The Opportunity:  The Administrative Assistant provides high-level administrative support by conducting research, 
preparing statistical reports, handling information request and performing clerical functions such as preparing 
correspondence, arranging conference calls, and scheduling meetings. He/she would also manage handling operational 
duties for upper management to assist in the functioning of the office staff and remote support for vendors, field 
employees and clients.   
 
We are looking for a “Get Stuff Done” individual who is efficient, cheerful, personable, and is comfortable working in a 
dynamic fast-paced environment.  The ability to multi-task, while maintaining complex schedules, is essential.  We are 
looking for a self-starter who is able to work collaboratively and independently.   
 
We need someone resourceful, creative, a good problem solver, and organized.  Helping upper management to 
complete a myriad collection of tasks as well as short and long term projects is the key to success in this position.  Your 
days can range from creating a PowerPoint or Excel report, replying to emails, following up with client(s) to confirm a 
meeting for a presentation, scheduling support vendors and scheduling department meetings and more. 
 
We are looking for that team-oriented professional who gets things done and aligns with our mission to get access to 
the clients and ultimately the consumers. Our team is always looking for ways to improve the process and streamline the 
experience for our clients. Developing and maintaining relationships with clients is essential and a value for PI. We need 
someone passionate about this community and driven to promote access and help educate our community daily. No day 
is ever the same, so flexibility within a small business is vital. Your day can entail of handling a stream of phone calls, 
emails, team meetings, data entry and management support. 
 
We want someone passionate about this community and driven to promote access and help educate our community 
daily. Coordinators need to be able to keep a calm head under pressure and be resourceful. No day is ever the same, so 
flexibility within a small business is vital. Your day can entail dozens of phone calls, emails, team meetings, data entry 
and management support. 
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Join a team that is committed and dedicated to the interpreting and caption profession and the communities we serve.  
Please send resume and letter of intent attention to HR@partnersinterpreting.com. Our team is growing, and we’d love 
for you to be a part of it! Contact us today for more information. 
 
Location: Remote Position; occasional 5-7x/year out of state travel to events 
Schedule: Full time position, business hours 8:00am-5:00pm, Monday–Friday; There will be occasions that overtime or 
non-business hours is needed to complete projects or attend events. 
 
Essential duties and Responsibilities: The administrative assistant will primarily be responsible for: 
▪ Support for the Co-Founder, who oversees scheduling, interpreters and our Professional Development Director 
▪ Support to our Director of Training and Professional Development 
▪ Support to our Accounting Manager, with financial related data entry and AR related tasks 
▪ Support to our HR Coordinator with various tasks 
▪ Produces information by transcribing, formatting, inputting, editing, retrieving, copying, and transmitting text, data, 

and graphics. 
▪ Conserves executive's time by reading, researching, and routing correspondence; drafting letters and documents; 

collecting and analyzing information; initiating telecommunications. 
▪ Maintains executive's appointment schedule by planning and scheduling meetings, conferences, and travel. 
▪ Assists Operations Manager with various tasks related to remote operations 
▪ Answer incoming calls, generate memos, emails, and reports when appropriate 
▪ Work with owners/management directly in a support role 
▪ Contributes to team effort by accomplishing special projects as needed. 
 
Skills and Qualifications 
▪ Fluency in English and ASL (preferred); Excellent written and verbal English/ASL communication skills 
▪ Proficient in MS Office Suite, Google Business Suite and CRM 
▪ Comfortable with various technology, software programs, willing to learn various software applications 
▪ College degree in business or related preferred 
▪ Must be flexible, detailed, creative, multitask and problem solve in a fast-paced environment 
 
Experience and Attributes 
▪ Experience working effectively and accurately in a results-driven, fast paced environment 
▪ Exceptional organizational, presentation and communication skills  
▪ Driven and motivated, with an outstanding work ethic. Positive and professional attitude  
▪ Ability to work independently and being an effective team player 
▪ Experience in client services within interpreting services 
▪ Strong interpersonal skills and effective time management 
▪ Preferred experience with office experience 
▪ Preferred customer service experience  
 

Compensation: Commensurate with experience 
Benefits: Full benefits offered - PTO, paid holidays, health, dental and vision insurance, 401K, longevity bonus and more 
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