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Job Recruitment: In-house English Editor/Translator
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An  English native speaker, with proficiency in
English/Mandarin writing, listening, speaking, and reading or
National labor with at last 5-years-experience in English
translation (including Interpretation)
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Graduated from an accredited college or university with a
bachelor’s degree or above in any field
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B Work related skills, knowledge, or experience in APEC

(meetings, forums, committees, working groups, etc.) OR an
equivalent combination of education and experience which
demonstrates the ability to perform satisfactorily in the position
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Good computer skills in MS office

Possesses knowledge of Taiwan economic/trade affairs, global

economic development, and how international/multilateral
organizations operate

Preferably has experience in translating APEC documents
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ThlS position is office-based, and requires attendance in the
office every working day from Monday to Friday. Working
hours are flexible with a minimum requirement of 4 hours in
the office. Working days are subject to potential changes in the

national holiday schedule, and said schedule should be
accommodated.

(=) fiﬁgx?ﬁ '5‘/?”%’ o 1A +ﬁ§FﬁEPE 3 ie 0 dni®

a2 e

Temporary leave or days off must be formally applied for in
advance from the Bureau.
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Responsibilities -
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The position requires constant application of knowledge related
to economy and trade, international politics, international
organizations, foreign affairs, human resources, cultural society,
and other related professional skills. Main responsibilities of the
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position revolve around editing and proofreading formal-English
documents that aid in communicating with APEC counterparts
and other organizations, and properly proofreading a large
number of documents related to specialized topics in APEC. An
eye for detail is necessary to ensure original document material is
communicated correctly. Said work not only requires advanced
level English skills, but also requires fluent speaking and writing
skills in Mandarin Chinese in order to discuss work tasks with
colleagues.
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Substance of daily work load is outlined below:
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Work tasks include editing, drafting, and retouching
professional documents in accordance with APEC format
requirements, as well as editing speech and announcement
documents.
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Work tasks also include editing and proofreading economic and
trade documents related to bilateral and multilateral trade
business.
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On occasion, other tasks will include translating and editing
documents in line with work requirements set by the Bureau,
including invitation letters, and email correspondence with
overseas partners.
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the hourly rate shall be quoted freely in the tender, however, the
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salary quote can be roughly calculated by referencing our
remaining annual budget, (900,000 NTD/12 month), the required
monthly working hours (133 hrs), and the required working days.
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Begins from the date the contract is signed to December 31,
2018. There is a three-month trial period beginning from the date
the contract is signed. Before the trial period ends, the Bureau
reserves the right to terminate the contract immediately without
the permission of the contractor. The contractor does not hold the
right to object or the right to appeal.
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If any discrepancy arises between the English translation and the

original Chinese version, the Chinese version shall prevail.
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