
 

 

 

MODESTO CITY SCHOOLS 

 

Job Description 

JC # 1350 

SPEECH TO TEXT TRANSCRIBER 

 

 

OVERALL RESPONSIBILITY 

 

Under general supervision, type teachers’ lectures and students’ comments into a laptop computer.  This typed 

information is displayed simultaneously on a second laptop computer or a television monitor for students to read 

during class.  Afterward, the printed text is available to students for review purposes. 

 

 

SPECIFIC RESPONSIBILITIES  

 

1. Type at net corrected speed of 45 w.p.m. and hear phonetic sounds. 

 

2. Record what has been spoken and produce a condensed and summarized content in a meaning-for-meaning 

style.   

 

3. Vary the content of the printed or electronic notes to reflect the needs of the person(s) for whom they are 

intended. 

 

4. Possess general knowledge and understanding of course work taught in secondary level programs. 

 

5. Use an approved abbreviation system to assist in transcribing speech for rapid communication access. 

 

6. Capture an average of 80% of the important information points conveyed in classes and meetings. 

 

7. Prepare for classes by reviewing materials and adding pertinent vocabulary to the transcriber dictionary before 

classes or meetings. 

 

8. Provide for the upkeep and general care of the laptops, printer and copier used in the completion of job 

assignments. 

 

9. Adhere to the Code of Ethics for Transcribers. 

 

10. Learn and utilize standard teaching aids and office machines. 

 

11. Conduct individual lessons and/or activities with students as directed by the teacher. 

 

12. Support and assist in the enforcement of classroom, school and district rules. 

 

13. Perform routine clerical work and light typing.   

 

14. Perform basic arithmetical calculations accurately.  

 

15. Communicate satisfactorily orally and in writing and understand and carryout oral and written instructions. 

 

16. Effectively communicate and maintain cooperative relationships with those contacted in the course of work. 

 

17. Perform other related duties as assigned. 

 

 

WORK YEAR  

180 work days 



 

 

 

SPEECH TO TEXT TRANSCRIBER (continued) 

 

 

 
SALARY 

Classified Unit Salary Schedule – Range 24 

 

 

QUALIFICATIONS 

 

 Knowledge/Ability 

Knowledge of general concepts of child growth and development and child behavior characteristics.  

Knowledge of techniques used in controlling and motivating students. 

Ability to understand and implement oral directions and directions written in English. 

Ability to use correct English grammar, syntax, spelling and punctuation. 

Ability to perform basic arithmetic calculations with speed and accuracy. 

Ability to establish and maintain accurate records and files. 

Knowledge of general first aid procedures. 

 

 

 Education/Training/Certificates 

Completion or willingness to complete and pass required speech-to-text training program within 30 days of 

employment.  

Two years of college and/or pass an equivalent academic proficiency test. 

Typing certificate evidencing an ability to keyboard at a net rate of 45 words per minute. 

 

   

Desirable Qualifications 

 Paid or volunteer experience working with children in an educational or childcare setting. 

 College courses in psychology, child growth and development or a closely related field. 

 

 

Physical Characteristics 

  With or without the use of aids: 

Sufficient vision to read small print. 

Sufficient depth perception to file documents. 

Sufficient hearing to hear normal and telephone conversations. 

Ability to speak in a voice that can be clearly heard and understood on the telephone and in face-to-face 

conversations. 

Sufficient dexterity to manipulate small objects, print or write legibly, operate telephone, use computer 

keyboard, typewriter and other business machines. 

Sufficient physical ability, strength, balance, mobility, and stamina to climb stairs, sit for extended periods 

of time, and stand for extended periods of time. 

Sufficient physical ability to reach horizontally and vertically with arms. 

Sufficient lower body strength, stamina and mobility to walk, stoop, and bend. 

  

 

REPORTS TO 

Site Principal 

 

 

Personnel Approved:  7/23/03 

Cabinet Approved:  8/19/03 

Unit Approved:  9/12/03 

Board Approved:  10/6/03 
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