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GUILFORD COUNTY SCHOOLS JOB DESCRIPTION 
 
 

JOB TITLE: BRAILLIST 
EXCEPTIONAL CHILDREN SERVICES 

CURRICULUM AND ORGANIZATIONAL DEVELOPMENT 
 
 

GENERAL STATEMENT OF JOB
 
Under general supervision, provides Braille instruction and produces Braille materials to facilitate a 
mainstreaming setting for blind students. Employee is responsible for transcribing materials into 
Braille and tutoring students in the use of Braille in reading, writing, and arithmetic. Employee 
coordinates services with various itinerant teachers, counselors, and assistant, and works with assists 
teachers to in appropriately modifying classroom activities for the visually impaired student. 
Employee receives general assignments and follows precedent courses of action. Reports to a 
teacher, principal and/or supervisor in the Exceptional Children Services area. 
 

SPECIFIC DUTIES AND RESPONSIBILITIES 
 
ESSENTIAL JOB FUNCTIONS
 
Transcribes printed material into Braille language and format for use by blind students, including, 
but not limited to, portions of textbooks, worksheets, tests and supplementary reading; prepares 
tactile graphics of maps, diagrams and graphs for use by blind students; transcribes work prepared 
by blind students from Braille into printed English for use by sighted teachers, teacher assistants, 
other students, etc. 
  
Under the direction and supervision of the Teacher of the Visually Impaired (TVI) the Braillist: 
Prepares lesson plans and instructs blind students in symbols and rules utilized when reading and 
writing using the Literary Braille Code, the Nemeth Braille Code, textbook format, foreign language 
Braille, computer notation, and Braille music notation; instructs blind students in writing in Braille 
using Perkins Braille machine and manual slate and stylus; instructs blind students in use of 
abacuses and talking calculators; instructs blind students in interpreting tactile graphics. 
 
Attends classes with blind students to provide assistance in various tasks related to use of Braille and 
other instructional aides; assists students until they achieve level of ability that allows independent 
use of such aides, or as otherwise requested by classroom teachers; and/or provides other 
instructional assistance to blind students, as appropriate. 
 
Confers with classroom teachers and students to advise of techniques for adapting instruction and 
assignments for use by blind students; assists in preparation of Individual Education Plan for blind 
students; assists in administering standardized tests to blind students. 
 



BRAILLIST 
 
 

 

© DMG, 1994, Rev. 11/98, Rev. 2000, Rev. 2/2006  
2

Reviews, tests and selects various instructional aids for use by blind students, as appropriate, and 
advises classroom teachers of their applications and use. 
 
Maintains inventory of texts, instructional aids and other material connected to Braille programs; 
oversees distribution and proper return of Braille texts and associated materials; assists in ordering 
materials from the North Carolina Library for the Blind and Physically Handicapped. 
 
Compares Braille texts to English-printed texts, and amends Braille texts or prepares additional 
material, as necessary, to ensure content matches English-printed texts; corrects errors found in 
Braille material, as necessary; adds English-printed text to Braille material for use by sighted 
teachers and others assisting blind students. 
 
ADDITIONAL JOB FUNCTIONS
 
Performs other related work as required. 
 

MINIMUM TRAINING AND EXPERIENCE 
 
Graduation from high school supplemented by college-level course work in special education or a 
related field, and 1 to 2 years of experience in the instruction of blind or visually-impaired students 
preferred; or any equivalent combination of training and experience which provides the required 
knowledge, skills and abilities. 
 

SPECIAL REQUIREMENT 
 
Successful completion of Braille transcription courses offered by the North Carolina Department of 
Public Instruction within twelve months of employment in this position, with certification of 
proficiency in Braille transcription by the Library of Congress preferred. 
 

MINIMUM QUALIFICATIONS OR STANDARDS REQUIRED 
TO PERFORM ESSENTIAL JOB FUNCTIONS

 
Physical Requirements: Must be able to operate a variety of equipment including computers, tape 
recorders, copiers, etc. Must be able to exert up to 40 pounds of force occasionally and/or a 
negligible amount of force frequently or constantly to lift, carry, push, pull or otherwise move 
objects. Due to amount of time spent standing and/or walking, physical requirements are consistent 
with those for Light Work. 
 
Data Conception: Requires the ability to compare and/or judge the readily observable, functional, 
structural, or composite characteristics (whether similar to or divergent from obvious standards) of 
data, people or things. 
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Interpersonal Communication: Requires the ability to speak and/or signal people to convey or 
exchange information. Includes giving instructions, assignments and/or directions to assistants or 
subordinates. 
 
Language Ability: Requires the ability to read a variety of correspondence, textbooks, worksheets, 
tests, magazines, maps, charts, newsletters, journals, instructions, etc.  Requires the ability to prepare 
correspondence, lesson plans, educational plans, worksheets, tests, Braille instructional materials, 
tactile graphics, simple reports, forms, etc. 
 
Intelligence: Requires the ability to apply rational systems to solve practical problems and deal with 
a variety of concrete variables in situations where only limited standardization exists; to interpret a 
variety of instructions furnished in written, oral, diagrammatic, or schedule form. 
 
Verbal Aptitude: Requires the ability to record and deliver information, to explain procedures, to 
follow oral and written instructions.  Must be able to communicate effectively and efficiently in 
Braille. 
 
Numerical Aptitude: Requires the ability to utilize mathematical formulas; to add and subtract; 
multiply and divide; utilize decimals and percentages; and to apply the principles of algebra, 
trigonometry and geometry. 
 
Form/Spatial Aptitude: Requires the ability to inspect items for proper length, width and shape.  
 
Motor Coordination: Requires the ability to coordinate hands and eyes rapidly and accurately in 
completing simple forms. 
 
Manual Dexterity: Requires the ability to handle a variety of office machines, etc.  Must have 
minimal levels of eye/hand/foot coordination. 
 
Color Discrimination: Requires the ability to differentiate between colors and shades of color. 
 
Interpersonal Temperament: Requires the ability to deal with people beyond giving and receiving 
instructions. Must be adaptable to performing under stress and when confronted with persons acting 
under stress.  
 
Physical Communication: Requires the ability to talk and hear: (Talking: expressing or exchanging 
ideas by means of spoken words. Hearing: perceiving nature of sounds by ear). Must be able to 
communicate via use of Braille and computers 9 including email, downloading and uploading 
computer files.) 
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KNOWLEDGE, SKILLS AND ABILITIES 
 
Considerable knowledge of Braille. 
 
Considerable knowledge of modifications and adaptive techniques for lessons and work assignments 
for blind students. 
 
Considerable knowledge of adaptive equipment for the blind. 
 
Considerable knowledge of correct English usage, spelling, grammar and punctuation. 
 
Skill in instructing and developing blind students. 
 
Ability to transcribe print to Braille and Braille to print. 
 
Ability to provide significant input into the development of i Individualized e Educational p Plans 
and lesson plans. 
 
Ability to develop tactile graphics for blind students.  
 
Ability to assess the appropriate adaptive aids for students. 
 
Ability to administer assist in the administration of standardized test to blind students. 
 
Ability to maintain complete and accurate records and to develop simple reports from those records. 
 
Ability to establish and maintain effective working relationships as necessitated by work 
assignments. 
 

DISCLAIMER 
 

The preceding job description has been designed to indicate the general nature and level of work 
performed by employees within this classification. It is not designed to contain or be interpreted 
as a comprehensive inventory of all duties, responsibilities, and qualifications required of 
employees to this job. 
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