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HUMAN RESOURCES / EMPLOYEE CLASSIFICATION

PARAPROFESSIONAL JOB DESCRIPTION - 7028

March 1998

POSITION TITLE:
Special Education Paraprofessional, Braille and Nemeth Code Transcriber

REPORTS TO:
Central Administration

Objective: To support teachers in pre-kindergarten and grades K-12 in the instruction of students with visual disabilities.

Essential Functions:

1. Supports teachers in pre-kindergarten and grades K-12 in the instruction of students with visual disabilities.

2. Translates English written language to literary Braille utilizing the Grade Two Braille Code.

3. Translates math to Nemeth Code.

4. Translates national, state, and district exams to Braille and Nemeth.

5. Uses computer Braille programs including the Duxbury system of Braille translation.

6. Acts as a technical resource to students and faculty on Braille transcription.

7. Obtains addendums and revisions to the Instruction Manual for Braille Transcribing and implements the revisions.

8. Obtains appropriate documentation (e.g. copyright laws) for Braille materials.

9. Works across the district in a variety of schools and community settings.

10. May be under direct or indirect supervision of certificated staff while interacting with student(s) on school campus.

11. Maintains the confidentiality of student information.

12. Completes training programs and attends meetings, as required.

13. Follows established district policies and procedures.

14. Performs other duties as required or requested.
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POSITION TITLE:
Special Education Paraprofessional, Braille and Nemeth Code Transcriber

Education/Experience: Graduation from High School or equivalent.  Successful completion of the Basic Skills Test is required.

Licensure/Qualifying Standards: Braille Transcription Certification through the Library of Congress is required.

Performance: Compliance with established human resource and departmental policies regarding: attendance (absences, tardiness, sick leave use, and other scheduled or unscheduled absences); safety; security, disaster and other policies, procedures and practices.  Effective communication skills.

Physical/Environmental Characteristics: Essential duties are routinely performed primarily in an internal classroom or office environment, and/or within the external perimeter of a school campus which includes playgrounds.  Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required.
