
 

 

 
Project Citizenship 

Part-Time (Contract) Multilingual Outreach & Intake Specialist 
 
Are you passionate about positively impacting the lives of immigrants in Boston and beyond? Do you speak 
Portuguese, Cape Verdean Creole, Mandarin, Cantonese, Vietnamese, and/or any South Asian languages? 

 Make a lasting impact as a Multilingual Outreach & Intake Specialist at Project Citizenship. This role is an 
opportunity to use your language skills and community connections to expand access to citizenship for 
hundreds of immigrants throughout greater Boston.  

Project Citizenship is a nonprofit organization that seeks to increase the naturalization rate in New 
England, with a focus on the most vulnerable and disadvantaged populations. We do that by offering 
eligibility screening, application assistance, legal referrals, free workshops, and all materials needed to 
apply for U.S. citizenship, leveraging our impact with the support of hundreds of volunteers and 
community partners. Project Citizenship envisions a society where all immigrants have the opportunity to 
participate in American democracy and thrive in their communities fully.  

 
Are you ready to take on a challenging and rewarding role that allows you to make a difference in the lives 
of others and contribute to the success of Project Citizenship? If so, we invite you to apply for this position 
today! 

 
Principal Purpose of Job: Reporting to the Community Engagement Manager, the Multilingual Outreach & 
Intake Specialist will support client recruitment and intake efforts by promoting Project Citizenship’s 
services, interpreting for screening calls, and providing language support for scheduling clients. 
 
 
Essential Job Functions: 
• Language Access & Interpretation (20%) 

o Translate outreach materials and other program materials.  
o Provide interpretation and translation (written and verbal) for client communications.  
o Determine language exemption eligibility and advise clients on next steps. 

• Eligibility Screening & Intake (40%) 
o Coordinate screening and follow-up appointments for priority populations. 
o Translate for staff conducting screening and interviews. 
o Support collection and translation of documents requested after screening.  

• Outreach & Client Recruitment (40%) 
o Support and provide translation for info sessions, community office hours, and other events. 
o Plan at least 1 outreach event with a community you are connected to. 

https://projectcitizenship.org/


 

 

o Represent Project Citizenship at local community events.  
 
Qualifications Desired: 

1. Proficiency in another language, such as Portuguese, Cape Verdean Creole, Mandarin, Cantonese, 
Vietnamese, and/or any South Asian languages required. 

2. 6 months to 1 year of transferable experience through internships, volunteering, or previous work 
experience. 

3. Strong interpersonal and cross-cultural communication skills. 

4. Connection to local immigrant communities and/or immigrant serving organizations in the greater 
Boston area.  

5. Strong attention to detail, organization, and time management skills. 

6. Commitment to providing high-quality services to clients with a respectful, culturally responsive, 
non-judgmental approach. 

7. Ability to handle sensitive information with confidentiality and professionalism. 

8. Knowledge of Salesforce and Microsoft Suite is highly preferred. 

 
We know that many people (especially people of color, women, LGBTQ+, and people with disabilities) are 
less likely to apply if they do not check off all the boxes. If you think you’re a good fit for this role, we 
encourage you to apply even if you do not meet all our desired expectations. 
 
Details 

• This is a part-time contract position.  
o Schedule: 10-15 hours per week. 
o Contract Duration: 3 months with possibility of renewal.  
o Hybrid work options available, depending on organizational needs 
o This position intermittently requires weeknight and weekend hours. 

• Compensation: $18.50–$20/hour, commensurate with experience 

 
How to apply:  
 
To apply, please fill out this Google Form. In lieu of a cover letter, this form will ask a few screening and 
short-answer questions and will request your resume. 
 
Applications will be reviewed on a rolling basis, so we encourage you to apply early. Start 
date is as soon as possible. 
 
If you have any trouble viewing or accessing the Google forms, or have any accessibility needs, please 
email careers@projectcitizenship.org for support. 

https://docs.google.com/forms/d/e/1FAIpQLSfkOSgaFqRgBx6gQLsRmG6qgnZtOGnaOx5DMyRrZtFmTRbJpA/viewform?usp=publish-editor
mailto:careers@projectcitizenship.org

