
 

 

 

Language, Access, Multicultural, People 

(LAMP) 
Project Coordinator 

 

Language, Access, Multicultural, People (LAMP) decreases linguistic and cultural barriers for Limited 

English Proficiency (LEP), deaf, and Hard of Hearing (HOH) individuals seeking healthcare, legal, 

education, and support services in the Midwest. 
  

The Project Coordinator position is full time and oversees the progress of all non-operational projects 

and organizes and conducts regular trainings. 
 

Primary Responsibilities include: 

1. Tracks timelines, goals, and progress of all projects, ranging from HR, outreach, and new 
operations using appropriate software 

2. Schedule and perform orientation for new interpreters and send out letters of confirmation.   
3. Act as LAMP Child Safety Coordinator 
4. Act as HIPAA and Protecting God’s Children trainer 
5. Tracks the new interpreter shadowing process 
6. Act as Bridging the Gap trainer for all trainings given. 
7. Create and notify interpreters of annual Professional Practice Assessment 
8. Interview potential interpreter candidates and screen fluency tests 
9. Keep track of employee time off  
10. Assist with Diversity trainings and presentations 
11. Assist with specific cultural presentations 
12. Assist with trainings on How to Work with an Interpreter 
13. Assist with specific training/presentation requests for facilities  
14. Supervise and coordinate back up interpretation via the telephone from outside vendors. 
15. Answer incoming calls, take messages if the staff is not available to take calls and refer clients to 

other agencies when needed.  Handle calls when bilingual phone interpretation is needed. 
16. Assist other staff members when necessary, and perform other duties as requested. 

 

Qualifications: 

1. Should possess strong bicultural knowledge, excellent oral and written bilingual ability in target 

language and English.  Knowledge of QLIK, Open Time Clock, OPPM and smart sheet mandatory.  

Must have a Bachelor’s Degree.   

To apply, send cover letter and resume with salary requirements to Les Lexow, Senior 
Director Human Resources at llexow@ccstl.org. 
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