Saavi Services for the Blind

Braille Transcriptionist
Job Summary:  
This position contributes to Saavi Services for the Blind mission to cultivate growth and opportunity for blind people through nonvisual skills training; gaining the knowledge that all challenges have solutions, and fostering self-efficacy, empowerment and confidence. This means that all hold a positive philosophy of blindness, and all contribute to the success for each student. Saavi Services for the Blind supports the instruction, production, and utilization of Braille as a fundamental tool for literacy and independence for the blind. This position functions as an integral member of the staff and will be responsible for providing Braille transcription, proofing, production, and administrative support for various projects and programs throughout the agency.
Supervisor: Deputy Operations Officer

Location: Varies
Supervisory Position: No
Job Type: Exempt, Full-time

Key Responsibilities and Duties:
· Transcribing and proofreading Braille material produced in a variety of content areas.

· Embossing Braille documents, letters, manuals, agendas, and course materials.

· Performing basic maintenance and repairs on Braille embossers

· Performing other duties as assigned

· Facilitating Braille instruction as needed.

· Work collaboratively in a team to support student and agency success.
· Reinforce proper cane technique and other nonvisual skills during all activities.
· Serve as a role model for students in the use of nonvisual techniques and problem-solving skills.

· Demonstrate respect and inclusion for all,

· Adhere to all timelines or develop reasonable alternate plans for accomplishing job tasks.

· Support student learning through incorporating braille, technology, cane travel and ILS, in all settings throughout all Saavi activities and practices.
· Ensure learning shade and cane is used at all times whilst taking part in Saavi Services for the Blind and other appropriate activities.

· Positively represent Saavi in professional development and special functions as needed.
Skills and Knowledge:
· Possess or be willing to Obtain within the first year, the Library of Congress Braille Translation Certification, 

· Proficient in the use of Braille translation software and Braille production technology
· Ability to efficiently read and write Unified English Braille code.

· Ability to read and write Nemeth Braille Code
· Ability to demonstrate a positive philosophy of blindness and a history of inclusive practices.

· Excellent verbal communication and the ability to demonstrate emotional intelligence,

· Experience advocating for individuals and encouraging self-advocacy.
· Self-directed, self-motivated, organized, and sensitive to timelines and due dates

· Strong ability to manage priorities and adjust as needed.
· Must be able to provide and receive constructive feedback.
· Strong negotiation and relationship building skills.
· Ability to communicate, promote and work within a team environment.
· Ability to initiate and complete job duties with strong problem solving and critical thinking skills.
· Non-visual instruct.
· Able to positively represent Saavi Services for the Blind at professional development and special functions as needed.

· Good organizational skills
Conditions of Employment:

· Able to work evenings or weekends as needed. 

· Must demonstrate a positive philosophy of blindness. 

· Must complete internal blindness emersion training.  
· Ability to pass a Rehabilitation Services Administration (RSA) background check.
· Ability to obtain an approved DPS Fingerprint Clearance Card (provided by SAAVI) 
· If performing driving functions for Saavi Services for the blind, Possess a valid Arizona Driver’s License. If driving SAAVI vehicles must have a clean driving record and be approved by SAAVI insurance
The above statements are intended to describe the general nature and level of work being performed by the staff assigned to this job.  They are not to be construed as an exhaustive list of all responsibilities, duties, and skills required of staff.  All staff may be required to perform duties outside of their normal responsibilities from time to time, as needed.

Job Description Acknowledgement: I have read this job description and understand the key responsibilities and duties that I will be held accountable for while in this position.  I also understand that as a staff member of SAAVI, I am expected to adhere to all company policies, procedures, and work rules.
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