Maryland State Library for the Blind and Physically Handicapped


POSITION DESCRIPTION

POSITION TITLE:
 Duplication Assistant


SECTION:


 Digital Recording Studio
NATURE OF WORK:  
Assists the studio staff with the duplication of audio books and performs a wide variety of routine clerical work in support of the Recording Studio.



ACCOUNTABLE TO:  
Recording Studio Manager
SPECIFIC DUTIES:
· Download digital audio books using a computerized duplication system
· Duplicate cassette audio books
· Make labels for digital and cassette audio books

· Pull and re-shelves cassette audio books needed for duplication

· File and store material according to library policies and procedures
· Assists recording studio staff with other tasks as needed

· Perform other related duties as required

QUALIFICATIONS:
· Ability to type at a speed necessary for successful job performance

· Ability to use computer software and equipment
· Ability to use Jaws screen reading software or ZoomText screen magnifier for Windows if necessary
· Ability to perform routine clerical work 

· Manual dexterity

· Ability to work independently 

· Knowledge of English usage, spelling grammar and punctuation
· Ability to understand and carry out oral and written directions

· Ability to establish and maintain cooperative working relationships with staff and volunteers
TRAINING & SUPERVISION:
Provided by the Studio Manager and Studio Technician
2

