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Posted 10/21/22 
 
Job Title: BUSINESS DEVELOPMENT SPECIALIST(BDS)- COMMUNITY RELATIONS AND SOCIAL MEDIA   
       
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 Business Development 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 BDS is a key team member of the business development team assisting with both inbound and 
outbound sales activities and is the first-person new organizations speak with when contacting PI. Our business team 
works under a fast-paced environment multi-tasking between incoming prospect client calls and information requests to 
ongoing account management. This entails a wide array of communication with small and large client contacts and 
various teams across PI. Customer service, prioritization, organization and detail-oriented skills are crucial. 
 
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. 
 

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. 
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Essential duties and Responsibilities: You will be part of the business team assisting with new and prospect customers. 
The specialist will primarily be responsible for: 
 
Community Relations 
▪ Plan, develops, implements, and organize to advance the mission and goals of the PI. 
▪ Develops strategy and programs designed to represent PI favor. 
▪ Support marketing initiatives and act as a representative at corporate and public events. 
▪ Develop and maintain a positive relationship with external and internal. 
▪ Responsible for D/deaf consumer’s profile database 
▪ Responsible to responsive mannerly to feedbacks, social media, emails, and others  

 
Social Media 
▪ Plan, creating and publish content on social media, to grow an audience, updates, brand awareness, and boost sales. 
▪ Develop and share content (text, video etc.) to builds on customer connections and to engage with the PI. 
 
Business Development- Assist with both in/outbound sales activities: 
▪ Advocate and advise clients, providing education on services, access, policy, expectations and roles of interpreters 
▪ Identify potential referrals or references in interactions with prospects and customers. 
▪ Assist with marketing materials development 
▪ Assist with exhibit and networking opportunities and execute sales campaigns 
▪ Assist to identify & search for leads, new business sales opportunities, seek exhibit and networking opportunities 
▪ Assist with Client Relations- to monitor then execute client satisfaction, retention and engagement initiatives 
 
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 marketing and sales 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 

 


