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Job title National  Portfolio Leader Translation 

Responsible to Co-Executive Directors 

Job purpose 

As a member of the national management team (NMC), the National Portfolio Leader . 

Translation has a duty to ensure the management of the requests for translation for 

training & development (T&D) resource and the organization at large. This contribution 

supports the ongoing development of the members of the CSP, in accordance with 

strategic direction from the Co-Executive Directors. 

The objectives of the translation coordinator are to: 

1. Coordinate the translation of the CSP communications as required 

2. Oversee, manage and assign translation projects as required using volunteer & 

paid personnel. 

3. Ensure timeliness of translations as requested. 

4. Ensure the quality of translation of the resources. 

Duties and responsibilities 

The primary responsibility of the National Portfolio Leader Translation is the overseer 

and manages the translation of CSP. This position is tasked with assigning the translation 

team, volunteer & paid. The National Portfolio Leader Translation is also responsible to: 

1. Respond to requests from the NMC, T&D coordinators, and remainder of the 

organization, on their translation needs.  

2. Create, coach and mentor the translation team  

3. Assign, manage and communicate timelines for translation of the CSP. 

4. Assign projects to the respective coordinators, T&D/Communications 

5. Work with the National Office Manager to engage with external translation 

resources. 

6. Coordinate the translation requests with members of the translation team. 

7. Provide regular status updates on translation progress to the requestors. Provide 

a monthly update to the NMC on the status of translation projects. 

8. Work directly with the V.P. T&D to insure timeline translations based on the 

deadlines to communicate it the information to the membership.  
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9. Ensure the translation team achieves consistency of content, terminology and 

style used throughout the resources. 

10. Be an active member of the NMC. 

 

Qualifications 

The qualifications for this position are broken into two specific categories. All members 

of the national management committee should have the following general qualities: 

1. Good written and verbal communication skills. 

2. Ability to properly manage and contribute electronically as well as in person. 

3. Ability to manage expectations and outcomes in discussions with NMC members. 

4. Ability to work as a team to formulate national scope programs and solutions. 

As the translation coordinator, this position has specific skills and qualifications that must 

include, but are not limited to: 

1. Bilingual French and English languages is required 

2. Project management experience desirable. 

3. Possessing detailed knowledge of the existing CSP training programs (first aid, on 

snow and ICP). 

4. Having computer literacy (use of computers, Microsoft Office, etc.). 

Additional skills that would benefit the successful candidate, while not required, are 

desirable: 

1. Active regular member, with day-to-day patrol experience. 

2. Previous experience as a member at zone or division training departments. 

All qualifications comply with provincial and federal human rights legislation. Preference 

will be given to bilingual candidates. 

Direct reports 

Each member of the national management committee is appointed by and report to the 

Co-Executive Directors. 

Approved by: Mark Brown, Jean Rioux  Co Executive Directors 

Date initially approved: September 1, 2021 

Reviewed:  
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