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Volunteer Position Description
Position: Braille Transcriber
Department: Accessible Information Services
Reports To: Braille Production Officer

VisAbility’s Accessible Information Service converts items into alternative formats for individuals, businesses, community groups, government departments and educational institutions.
A Braille Transcriber's role is to accurately reproduce print information as Braille, through the use of a computer and software program. Volunteers who are Braille Transcribers will need their own computer capable of high-speed internet access. We supply access to the Duxbury Braille Translation software to produce material for use by Braille-reading clients of VisAbility. Material needing to be produced can be novels, magazines, newspapers or a range of other information including reports, recipes, articles etc. 
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:
Make accurate transcriptions of print materials into Braille for use by people with a print disability as directed.
Key responsibilities 
1. Accurately reproduce print information into computer file Braille using Duxbury
2. Take direction from the Braille Production Officer to ensure that Braille material produced meets the required accuracy and quality standards of VisAbility and its clients.
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. A sound knowledge of Grade One and Two Unified English Braille (UEB)
2. The ability to write accurate Grade One and Two UEB using the Duxbury Braille Translation software
3. 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
Generally, requires a commitment of at least two hours per week. Braille Transcribers work from home and can either email or save finished work directly to EverAbility Group’s server for proofing. Hours and days of work are at the volunteer’s discretion.

Contact Person
Name: Caris Parry
Title: Program Manager, Accessible Information Services 
Email: Braille@visability.com.au 
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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