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ROLE PROFILE

	Title
	Translation Services Manager

	Functional Area
	OD and Change

	Reports to
	Programme Y.O.D.A Change Partner

	Location
	Role can be based in any Plan International entity across the world.
	Travel required
	Limited

	Effective Date
	May 1, 2022
	Grade
	GH4



role PURPOSE
Plan International is an independent children’s rights and humanitarian organisation committed to children living a life free of poverty, violence and injustice.

We actively unite children, communities and other people who share our mission to make positive lasting changes in children’s and young people’s lives. We support children to gain the skills, knowledge and confidence they need to claim their rights to a fulfilling life, today and in the future. We place a specific focus on girls and women, who are most often left behind. 

We have been building powerful partnerships for children for more than 75 years and are now active in more than 70 countries.

Programme Y.O.D.A is an organisational change programme through which we will change our Enterprise Resource Planning (ERP) solution, revise our processes and working practices in relation to Finance, Grants, Programmes and Projects and Supply Chain Management, and develop a new Project Management and Monitoring, Evaluation, Research and Learning (PMERL) solution.  

Our new ERP solution will strengthen our business processes, leading to a more data driven and transparent organisation, which in turn, makes us more efficient and sustainable. Our PMERL solution will enable us to use data-driven insights to design, deliver and evaluate gender-transformative programmes and influencing, so we can get Girls Standing Stronger for Global Change. Together, they will help us understand the cost and impact of our projects, so we can make more informed decisions as we deliver our global strategy.
To provide access and include everyone in the change process, systems, data, user & process guides, training materials, and communication and engagement material need to be produced in 3 languages, namely English, French and Spanish. 
The purpose of this post working under the direction of the Programme Y.O.D.A Change Partner is to manage translation services within the change journey.
The successful candidate must be a process oriented, customer focused, multi-tasking individual with a proven track record in delivering translation and linguistic services, ideally in a change process within a complex organisation. In addition, the successful candidate will combine creativity and a solution orientated mindset with highly effective linguistic skills and relationship building skills.
You will be responsible to the Change Partner working across the programme, providing excellent management of translation tasks to strengthen and complement the overall transformation journey. 

Dimensions of the Role
We are currently seeking to improve the way we manage translations at Plan International with the increasing use of AI tools and translation software – resulting in the need for enhanced workflow and new ways of working.
Overview. The role will manage the whole translation process across YODA, supporting business and training teams and ensuring quality and consistency both across YODA and Plan in general. This will involve multiple stakeholders as well as interaction with external translation services. YODA deployment has a high dependency on the success of this role.  
Detail. The role of the Programme Y.O.D.A Translation Services Manager is chiefly internally facing, focussed on supporting all programme stakeholders to achieve the overall language programme benefits and sustained change. The role holder is responsible for managing access to the provision of linguistic services in respect of system documentation, user guides, process guides, training material, videos (including subtitles) and engagement material in English, French, and Spanish primarily, and in any other language used within Plan International when required. The role holder is also responsible for assessing the most efficient way of securing effective translation products using a variety of tools and software, and for the quality assurance of the final product, working with stakeholders to ensure that the translation meets linguistic standards; and will work closely with the Programme Y.O.D.A Change Partner, to ensure alignment of translated works to the overarching organisational language and culture – consistency with the Plan Glossary. The role has no line management responsibility and will monitor spend against the budget. 

Accountabilities
Management of Translation Services 
· Setting up and managing the various workflows involved in delivering high-quality translation for internal audiences, including revisions and updates of existing material
· Ensuring all translation requirements meet individual project deadlines and highlighting any delays to stakeholders
· Manage Translation Management Software (TMS) and Computer Assisted Translation (CAT) tools to oversee the process.
· Manage relationships with Plan International’s approved translation service providers
· Manage the review of translations by internal subject matter experts
· Manage the Programme Y.O.D.A translation glossary, guidelines and style guides
· Work with Y.O.D.A Project Managers and leads in line with project plan and to budget for translation deliverables
· Commission specific pieces of work with translation agencies/firms/individuals, ensuring best value for money is achieved whilst observing project and contractual requirements and managing the end-to-end process
· Follow up with clients to ensure satisfaction and understanding, taking up any highlighted issues with providers, as necessary
· Liaise with subject matter experts, translators, reviewers and key focal points to set quality standards and maximise quality of translations

Translation Support 
· In addition to managing the process you will on occasions be required to translate into one or two of the organisation’s official languages (French/Spanish) 
· Adhere to industry quality standards established by the Association of Translation Companies to ensure that all completed work follows legal and ethical obligations

Technical expertise, skills and knowledge 
Essential
· A record of accomplishment of achieving results and strategic impact in translation and coordinating for translations to be delivered
· Excellent written and verbal communication skills and the ability to communicate complicated and technical issues in a concise and clear way, to a wide range of target audiences
· Ability to work under pressure, to tight deadlines, with competing priorities and minimal supervision 
· Excellent analytical and critical thinking skills, including ability to find, absorb, analyse and prioritise information from many different sources
· Fluency and translation level in at least two languages amongst English, French and Spanish
· Ability to work in multi-national, multi-cultural teams
· Experience  of Translation Management Software (TMS) and Computer Assisted Translation (CAT) tools.

Desirable
· Show demonstrable skills in using translation as an asset to support internal organisational transformation. 
· Significant and demonstrable experience in the key responsibilities, including working on developing and delivering translation approaches and plans, managing language access, knowledge of translation artificial intelligence, and creating glossaries
Experience of working with international NGOs and understanding of a rights-based approach is an advantage
· Demonstrable experience of working in project environments with multiple dependencies and consequential milestones and deadlines
Ensures that Plan International’s global policies for Child Protection (CPP) and Gender Equality and Inclusion (GEI) are fully embedded in accordance with the principles and requirements of the policy including relevant Implementation Standards and Guidelines as applicable to their area of responsibility. This includes, but is not limited to, ensuring staff and associates are aware of and understand their responsibilities under these policies and Plan International’s Code of Conduct (CoC), their relevance to their area of work, and that concerns are reported and managed in accordance with the appropriate procedures.
Key relationships
High level contact with:
Internal colleagues:
Organisational transformation and deployment workstreams colleagues including, Change Partner, Communications and Engagement Manager, Y.O.D.A L&D manager, advisors and administrator, and Change Coordinator. 

Programme Y.O.D.A Project Managers, including ERP, PMERL and Data Warehouse Project Managers;
Subject Matter Experts and Business Process Owners.

Organisational transformation lead. 

Translation Workstream.

Regional MERL, Project Management, Supply Chain Management and finance specialists.

External:
Translation suppliers and partner translators

Medium Level contact:
GH internal communication unit


PLAN INTERNATIONAL’S VALUES IN PRACTICE
We are open and accountable
Promotes a culture of openness and transparency, including with sponsors and donors.
Holds self and others accountable to achieve the highest standards of integrity.
Consistent and fair in the treatment of people.
Open about mistakes and keen to learn from them.
Accountable for ensuring we are a safe organisation for all children, girls & young people
We strive for lasting impact
Articulates a clear purpose for staff and sets high expectations.
Creates a climate of continuous improvement, open to challenge and new ideas.
Focuses resources to drive change and maximise long-term impact, responsive to changed priorities or crises.
Evidence-based and evaluates effectiveness.
We work well together
Seeks constructive outcomes, listens to others, willing to compromise when appropriate.
Builds constructive relationships across Plan International to support our shared goals.
Develops trusting and ‘win-win’ relationships with funders, partners and communities.
Engages and works well with others outside the organization to build a better world for girls and all children.

We are inclusive and empowering

We empower our staff to give their best and develop their potential
We respect all people, appreciate differences and challenge equality in our programs and our workplace
We support children, girls and young people to increase their confidence and to change their own lives. 

Level of contact with children
No contact.
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