Corporate Communications Team
Welsh Translator
Recruitment Information Pack
www.tangogleddcymru.llyw.cymru
www.northwalesfire.gov.wales

Welcome from Shân Morris,
Assistant Chief Officer
Thank you for your interest in applying for the position of Welsh Translator at
North Wales Fire and Rescue Service.
As an emergency service people rely on us to protect them, so we know how
important it is to maintain people’s trust in us as a professional organisation
with very high standards.
Our core values are about striving for excellence, serving the communities of
North Wales and treating people well.
For us, providing our services bilingually is more than a matter of respecting the
rights of people to communicate in Welsh. Operating through two languages is
a vital part of how we save lives and reduce risk in North Wales.
We take our responsibilities as an employer seriously too. We understand how
important it is to be able to communicate in both languages with our own
workforce, most of whom are themselves residents of North Wales.
That is why we need a Translator who cares as passionately as we do about
excellence, serving the community and treating people well.
The person we are looking for needs to be more than a technically competent
translator. We want someone who takes pride in delivering an excellent service
in a friendly, professional environment. The work is as challenging as it is
stimulating. No two days are the same so we need someone who can work on
their own initiative to manage a varied and interesting workload.
If you are interested in working with us to make a positive difference whilst
working to a very high standard we would love to meet you.
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Who we are
North Wales Fire and Rescue Service’s purpose is to Prevent, Protect, and
Respond. To do this we employ more than 850 staff in operational and
support roles.
We help to protect an area covering around 2,400 square miles and
a resident population of over 700,000 people, as well as hundreds of
thousands of visitors who travel in and out of North Wales every year.
On average, we go to around 2,000 fires and 1,000 non-fire emergencies
such as road traffic collisions and flooding events every year. We also
attend around 2,000 emergency calls that turn out to be false alarms.
We carry out extensive fire prevention work by visiting people in their
homes, attending events, engaging with children and young people, and
working with partners to educate and inform local communities. We also
maintain an active presence in the media, including on social media.
Another part of our work is in a fire safety enforcement role, so we visit
businesses and workplaces to make sure that the people responsible for
those premises are keeping their fire safety arrangements up to standard.
North Wales Fire and Rescue Service is a professional and friendly place
to work. We offer a supportive culture where we work hard to uphold our
core values.
You can read more about our Core Values on the next page.
For more information about the Service please visit the North Wales Fire
and Rescue Service website.
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The Role
At North Wales Fire and Rescue Service everyone contributes in
one way or another to helping to protect our communities and the
natural environment. As a Translator, you will be part of the Corporate
Communications Team, using your linguistic skills and specialist
knowledge of the Welsh language to help ensure we meet our bilingual
commitments externally and with our staff and Members of the Fire and
Rescue Authority.
Reporting to the Corporate Communications Manager, you will be
responsible for providing a written English/Welsh translation service for
staff and for fire and rescue service publications and communications,
documents and reports.

Your role will be key in supporting the Service’s commitment to providing
language choice in the workplace, including at meetings.
On occasions where some translation work may need to be outsourced,
you will be required to manage the work of external translators.
You will also be expected to provide translation guidance where required
to support the Service’s Welsh Language Champions.
You will be responsible for ensuring that all our simultaneous translation
equipment is maintained to comply with health and safety requirements
and is in good working order prior to use at meetings and interviews
conducted bilingually.
For support and resilience purposes, you will be expected to maintain a
working knowledge of the role of Welsh Language Officer.

You will also provide a simultaneous Welsh to English translation service,
according to Service requirements e.g. for webcast meetings of the
Fire and Rescue Authority, and for interviews arranged by our Human
Resources Department.
You will be expected to manage translation demand and resources,
including the use of translation memory software e.g. Déjà Vu.
This role also requires proofreading translated documents as well as
quality assurance in terms of the standard of translation, with particular
regard to accuracy (spelling, grammar, format, content) and consistency
of terminology.
You will be able to develop and maintain support materials to help
promote the use of the Welsh language within the Service (e.g. glossary
of terms, Cysgliad, Cysill). You will also be expected to provide advice
and guidance on Welsh language translation to members of staff e.g. in
preparation for media interviews, consistency with terminology etc.
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What we can offer you
Pay
Grade: Scale 6
Salary: Starting at £26,975 rising to £28,226

Hours of work
This position is based on working 37 hours per week on a Monday to
Friday basis but we offer a great deal of flexibility and we try as much as
possible to support staff to balance their work and home life. We have
recently introduced an agile working policy to facilitate virtual and home
working where feasible.

Benefits of employment
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•

Generous annual leave entitlement, starting at 24 days per year, plus
public holidays

•

Flexi-time Scheme allowing staff to work flexibly

•

North Wales Fire and Rescue Service uniform provided

•

Access to the employer contributory Local Government Pension
Scheme

•

We will provide you with training, support and guidance to develop
your potential

•

Health, fitness and wellbeing support, including occupational health,
colleague support, mental health champions, physical therapies and
access to Service gyms

•

A range of additional benefits such as cycle to work scheme and
access to discounts from hundreds of retailers, leisure and service
providers.
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Job Description
Post Title

Welsh Translator

Department

Corporate Communications

Reports to

Corporate Communications Manager

Location

Headquarters, St Asaph / Remote or home
working

Hours per Week

37

Grade

NW06

Overall Job Purpose
Supporting North Wales Fire and Rescue Service as a bilingual
organisation, committed to the principle that in its conduct of public
business and provision of resources and services, the Welsh and English
languages should be treated on a basis of equality.
Supporting the Service requirement to meet the statutory requirements
set out in the Welsh language Standards.
Providing a translation (both written and simultaneous) and proofreading
service according to Service requirements.
Encompasses a wide variety of work, ranging from formal Fire Authority
papers/meetings, Service correspondence and recruitment material to
internal and external communications material, such as staff publications,
website and social media - adopting the Service’s corporate style and
guidelines throughout.
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Managing the work of external translators where translation work is
outsourced.
Providing advice and guidance on the Welsh language to members of
staff, and assisting in dealing with Welsh language queries internally.
Working closely with the Welsh Language Officer and maintaining a
working knowledge of the Welsh Language Officer role for resilience
purposes.

Principal Duties and Responsibilities
1. Provide a written Welsh translation service for staff and for the FRA
meetings, using various computer applications (eg Microsoft Word,
PowerPoint, Excel, email, website and intranet).
2. Provide a simultaneous translation service (Welsh/English)
according to Service requirements and including at FRA meetings.
3. Manage translation demand and resources – including the use of
translation memory software e.g. Déjà vu.
4. Proofread documents that have been translated into Welsh.
5. Quality assure the standard of translation documents with
particular regard to accuracy (spelling, grammar, format, content)
and consistency of terminology.
6. Develop and maintain support materials to help promote the use
of the Welsh language within the Service (e.g. glossary of terms,
Cysgliad, Cysill).
7. Provide advice and guidance on Welsh language translation
to members of staff e.g. in preparation for media interviews,
consistency with terminology etc.
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8. Manage the work of external translators where translation work is
outsourced, quality assuring completed documents and ensuring
payment is authorised for the service provided.

Language Requirements

9. Provide translation guidance to the Service’s Welsh Language
Champions.

Employment Checks / Specific Requirements

10. Support the commitment to providing language choice in the
workplace, including at meetings.
11. Ensure that simultaneous translation equipment is maintained
to comply with health and safety requirements and is in good
working order prior to use at meetings and interviews conducted
bilingually.
12. Keep abreast of best practices within Welsh language translation.
13. Any other duties commensurate with qualifications and experience.

Welsh Level 5

Basic DBS
Full clean driving licence

Mandatory Training
As applicable to all staff.

Other
Flexibility in terms of agile working and hours

Supervisory Responsibility
External translation professionals to manage outsourced translation work
for the Service.

Financial Responsibility
None

Contacts Outside Own Section
Various staff within departments and areas regarding translation
enquiries.
External Translators/Translators in other organisations in the region.
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Person Specification
Essential
The qualities without which a post holder could not be appointed
Educated to degree level, with good degree in Welsh. Recognised qualification in translation or demonstrable experience in translation skills.
Written and oral fluency in the Welsh and English languages.
A recognised qualification or experience in simultaneous translation.
Previous experience of translating from Welsh to English and English to Welsh.
Qualifications,
Knowledge,
Experience

Good working knowledge of IT, websites and intranet sites and ability to manage/write content.
Commitment to continued personal and professional development.
Compliance with the relevant workplace legislation.
A good knowledge of information technology including: Microsoft Desktop, Publisher, Word, PowerPoint, Excel, Adobe Acrobat etc.
A good working knowledge of translation memory software.
Desirable
Extra qualities which can be used to choose between candidates who meet all the essential criteria
A working knowledge of the Welsh Language Act 1993.
A working knowledge of the Welsh Language (Wales) Measure 2011.
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Essential
The qualities without which a post holder could not be appointed
Excellent writing skills and interpersonal skills.
The ability to read and correct proofs with acute attention to detail.
Excellent keyboard skills and able to produce work accurately to very tight deadlines.
Typing qualification – a selection test is included at interview to a minimum standard of 35 words per minute.
To manage use of internal email and establish and communicate organisation protocol.
Excellent communication and presentation skills, with the ability to deal with internal and external customers.
Good understanding of the priorities of media relations when translating press releases.
Skills

Good understanding of the priorities of North Wales Fire and Rescue Authority when translating Authority papers and minutes.
The ability to work without supervision.
Have an aptitude for creativity and originality.
Proven interpersonal skills with both internal and external customers.
Ability to establish and build translation networking contacts.
The ability to work as part of a team or on own initiative and to promote this within the Corporate Communication Department.
Desirable
Extra qualities which can be used to choose between candidates who meet all the essential criteria
Full driving licence.
An understanding of political issues and awareness of organisational cultures.
Providing a good quality customer care service on behalf of the department and the Service.
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Welsh Language Skills
The Welsh language requirement of this post is a level 5 and the required
skills are set out below.
Skill Area

Welsh Language Standards Requirements

Speaking /
Listening

•
•

Reading

•

Able to understand complex ideas and
information expressed in complex or
specialist language in documents, reports,
correspondence and articles, etc.

Writing

•

Able to understand complex ideas and
information expressed in complex or
specialist language in documents, reports
correspondence and articles, etc.
Able to write letters on any subject. Write
full and accurate notes of meetings or
seminars while continuing to follow
discussions and participate in them. Write
reports/documents with confidence but
they may need to be checked for minor
errors in terms of spelling and grammar.

•
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Able to advise on/talk about routine, nonroutine, complex, contentious or sensitive
issues related to own experiences.
Able to give a presentation/demonstration.
Deal confidently with hostile or
unpredictable questions. Carry out
negotiations using complex/technical terms.
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How to Apply
The application form can be found on the Current Vacancies page of
our website. Completed application forms should be submitted by email
to Colwynbay@supertemps.co.uk or contact the recruitment team at
Supertemps Ltd on 01492 517602 for further information.
Please do not submit your CV with the Application Form, as only the
information provided within the Application Form will be used at the
shortlisting stage.
It would be helpful if you could let us know in good time if you would like
us to make any reasonable adjustments for you. Thank you.
When completing your application, please familiarise yourself with the
Job Description and the Person Specification within the recruitment
information pack so you understand the role and what the essential
qualifications, skills and attributes for the role are. Whether or not you
are shortlisted for an interview is based on the information you provide in
your application form.
Make sure you submit your application before the closing date as late
applications will not be accepted.

Further information
If you have any questions regarding this role or would like an
informal chat before applying please call Tracey Williams, Corporate
Communications Manager 01745 535250
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