
[image: image1]

Position Description Form

	POSITION TITLE
	Oral History Transcription Volunteer
	

	FULL TIME
	
	PART TIME
	X
	TEMPORARY
	
	
	
	
	

	DEPARTMENT
	PRITZKER MILITARY LIBRARY
	DATE APPROVED
	

	SUPERVISOR
	Amanda Catanio/ Teri Embrey

	POSITION DESCRIPTION SUMMARY STATEMENT: To provide proof read and complete transcriptions for Pritzker Military Library program series

	

	· ESSENTIAL POSITION QUALIFICATIONS: 
· Typing Skills
· Detail Oriented
· Knowledge of completing oral history transcriptions

	 

	ASSIGNED RESPONSIBILITIES AND DUTIES

	Proofreading transcriptions for editing purposes

	Assisting patrons with circulation and research needs

	Listening to and typing up oral history programs
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