Transcriber

SUMMARY:

Transcribe audio and video tapes of interviews.

DUTIES AND RESPONSIBILITIES:

1. Transcribe audio tapes of subject interviews.

2. Review and interpret video tapes of subjects.

3. Coordinate transfer of complete interviews and transcription to Principle Investigator, researchers, or other necessary party(ies).

KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:

· Ability to use a transcription machine.

· Ability to type a minimum of 50 words per minute with accurate spelling and punctuation.

· Ability to use MS Office applications, particularly MS Word.

· Fluency in Spanish may be required for some positions.

