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Volunteer Position Description
Position: Audio Book Monitor
Department: Accessible Information Services
Reports To: Audio Production Officer

The VisAbility Library provides talking books for people living with blindness, low vision or a print disability. We rely on many talented and enthusiastic volunteers to produce talking books each year.
Monitors operate the digital recording equipment, consisting of a computer, keyboard, mouse and a dedicated recording program. The Monitor works in conjunction with a Narrator and is primarily responsible for the recording side of the process. They are the recorded book’s first listener and make sure the narrator sounds interesting and that no mistakes occur. 
VisAbility will provide
1. Training 
2. Ongoing Support
3. Insurance cover while volunteering under EverAbility Group’s Volunteer Insurance Policy.



As a volunteer you will:
Ensure quality audio recordings, and enhance the production as the first audience. 
Key responsibilities 
1. To record the narration of text, according to guidelines and standards, by operating the studio computer-based, digital recording equipment.
2. To perform a quality control check of the recording as it occurs, ensuring that: 
· extraneous noise is excluded
· the recording levels are consistent
· pronunciations are correct
· the narration is faithful to the text
What we look for in our volunteers
We are looking for volunteers who have a genuine passion for helping others and a strong commitment to our cause. Ideal candidates are positive, reliable, and empathetic, with integrity, good judgment, and strong communication skills. They are adaptable, self-assured, and open to constructive feedback, able to work well in a busy environment while interacting respectfully with everyone.
Skills and Attributes Required
Essential:
1. Experience operating a computer.
2. An aptitude to using a digital recording programme to produce recorded text in a digital format.
3. Highly developed literacy skills.
4. Knowledge of accurate word pronunciation.
5. Police Clearance dated within the last six months (If the candidate does not possess one, it can be applied for by EverAbility Group during the volunteer application process).
Time and Availability Requirements
Morning and afternoon studio recording sessions, usually of three hours duration, are conducted Monday to Friday during office hours. You will need to commit to an allocated studio session, once per week, on a regular and ongoing basis.

Contact Person
Name: Susie Punch
Title: Audio Production Officer, Accessible Information Services
Email: susie.punch@visability.com.au      Phone: 08 9311 8268
Required Compliance Documentation
· National Police Clearance – required
· NDIS Worker Screening Check – not required
· Working with Children Check – not required
· Valid Driver’s Licence – not required
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