Job Posting for Temporary, Casual or Interim Position
	Job Title
	Note Taker 2

	Interim Job Code
	INT116
	Pay Grid
	Temporary

	Student Work Program Job Code
	WPS116
	Pay Grade
	Level 2



Department, Unit or Project Description:

	Provide relevant background that will help the applicant understand how the job fits in your area and the context within which it operates. 




Job Summary:

	Act as a classroom lecture note taker on behalf of a student with a disability. Responsible to attend full class lectures and classes, take detailed notes and provide immediate access for a student with a disability via linked computer while lecture or class is in progress.  Work is performed under general guidance.


Accountabilities:

	1. Attend full lectures or classes as scheduled by Student Accessibility Services (SAS).
2. Take notes via use of computer according to a set of guidelines and processes in order to provide immediate access to course content for students with disabilities. Capture spoken content from instructor and comments or questions asked by other attendees in the class for meaning or content. Capture diagrammatic information conveyed by lecturer, instructor, etc. 

3. Edit notes for any errors or omissions immediately following class or lecture and send to students and SAS.

4. Arrange with student(s) in advance of class, method of connecting computers timely upon arrival to class or lecture.

5. Follow-up with instructor to review notes for accuracy and competency as required.

6. Interact with SAS and students regarding notes and service delivered as required.



Qualifications:

	Education: Registration in, or completion of a university course or program (Year 3, 4 or Graduate)
Experience: Excellent penmanship or computer processing skills (typing speed of 70 wpm preferred). Understanding of notetaking processes and competencies as they apply to effective learning.


Assets:

	State the skills and/or knowledge that a successful candidate would possess. 




Additional Information: 
	State any additional information pertinent to the role. This section should not include any Accountabilities outside the scope of what is listed above. 
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