


 San Mateo County Office of Education 

   

 

 
Alternative Media Specialist – Continued                                                             Page 2 
 
Confer with teachers and other personnel concerning instructional materials and student 
needs; monitor and assess student needs to determine equipment and material 
requirements; modify instructional materials to meet the individual needs of students as 
appropriate. 

 
Receive, process and distribute a variety of books and instructional materials for the 
visually impaired; notify instructors of new books and materials; apply bar codes to new 
items and input related information into assigned computer system. 

 
Utilize the internet, State-wide lists and other resources to research, obtain and confer 
with others concerning Braille and instructional materials for the visually impaired; 
recommend the purchase of textbooks and instructional materials as appropriate. 
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KNOWLEDGE AND ABILITIES: 

 
KNOWLEDGE OF: 
Methods, materials, equipment and techniques used in Braille transcription and the 
preparation of raised-line drawings and large type print. 
Operation of a computer and specialized software and peripherals. 
Practices and procedures involved in the instruction of visually impaired students. 
Proper operation and use of Braille and large print transcription equipment and machines. 
Basic subjects taught in County Office schools including arithmetic, reading, writing, 
grammar and spelling. Braille translation guidelines and related Library of Congress rules 
and practices. 
Visually impaired students’ learning abilities. 
Correct English usage, grammar, spelling, punctuation and vocabulary. Interpersonal 
skills using tact, patience and courtesy. 
Oral and written communication skills. Record-keeping techniques. 

 
ABILITY TO: 
Transcribe a variety of instructional materials into an appropriate media such as Braille, 
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LICENSES AND OTHER REQUIREMENTS: 

 
Possess or obtain within six (6) months of employment valid Braille Transcriber 
certification as issued by the Library of Congress. 

 
WORKING CONDITIONS: 

 
ENVIRONMENT: 
Indoor work environment with the following physical demands. 

 
PHYSICAL DEMANDS: 
Dexterity of hands and fingers to operate specialized equipment and a computer 
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