DEFINITION:

BRAILLE TRANSCRIBER

Transcribes a variety of instructional materials and textbooks into Braille

Utilizes the specialized hardware, specialized software programs, Braille embosser, scanner and
other related equipment for the purpose of converting print into medium used by visually
impaired students

Assists students individually or in groups with the instruction in Braille and operation of the
Braillewriter

Prepares a wide variety of tactile aids such as maps, models, diagrams, and other media with
raised line drawings, diagrams, and charts to accompany text, tests, and other materials for the
purpose of assisting students in participating academically in their classrooms

Edits and binds materials

Consults with classroom and specialist teachers to prepare adaptive instructional materials for
students with visual impairments

Tutors and reinforces instruction of Braille to individuals or small groups of students as directed
by the teacher

Requisitions, stores, and maintains an appropriate inventory of instructional materials and
supplies for the visually impaired program

Transcribes classroom materials into Braille for the purpose of assisting students in accessing
the core curriculum

Orders textbooks and other books from appropriate sources to ensure students have
comparable classroom materials

Binds and labels books, tests, and other materials

Maintains a variety of records and files, including confidential student records and information
Operates modern office equipment including computer, photocopier, scanner

QUALIFICATIONS GUIDE

Knowledge of:

Methods, equipment, and techniques used in Braille transcription
Literary Braille code, specialized codes such as Nemeth
English usage, punctuation, spelling and grammar

Ability to:

Assume responsibility for supervising students.
Operate a specialized hardware, computer, and other specialized office machinery
Maintain cooperative working relationships with students, staff, parents and the general public.
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e Understand and carry out oral and written instructions.

EDUCATION/EXPERIENCE:

Any combination equivalent to: graduation from high school supplemented by additional courses in
college or associates degree. Experience working with the visually impaired preferred. Possession of

a Library of Congress Certificate demonstrating efficiency as a Braille Transcriber, or will obtain
within one year of hire.

LICENSES AND OTHER REQUIREMENTS:

¢ Incumbents may be required to obtain a valid First Aid/CPR certification from an authorized agency
within a designated probationary period.



