Volunteer Job Description Form

AUDIO MONITOR

We rely on many talented and enthusiastic volunteers to produce talking books. Books are produced each year for people who are blind or vision impaired. Monitors operate the digital recording equipment, consisting of a computer, keyboard, mouse and a dedicated recording programme. They are the recorded book’s first listener and make sure the narrator sounds interesting and that no mistakes occur. Staff at the Association’s Braille and Talking Book Library give training, advice and assistance.

Title:
Audio Monitor

Department:
Information Services
Program:
Library – Audio Production 
Responsible to:
Coordinator of Audio Production

Key Responsibility

To ensure quality audio recordings, and enhance the production as the first audience. 
Key Result Area

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

Competency Requirements
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. Excellent interpersonal skills

6.
Must be able to work as a team member.

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.

Current Vacancies

Currently seeking volunteers
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