
In-person Realtime Captioner (Pool) 

First Review: Monday, April 22, 2019   

(Job #19-26) Hourly Interpreter/Realtime Captioner/Computer Aided Transcriber, In-person Realtime Cap-
tioner, $16.42-160.15/hour. Appointments are typically made at the beginning of the salary range. This is an 
intermittent hourly, non-benefited, non-exempt, temporary position in the Student Disability Resource Center. 
 
Position Summary: Under the general supervision of the Student Access Services Director and receiving lead 
work direction from the Deaf and Hard of Hearing Services Coordinator, Realtime Captioners provide communica-
tion access real-time translation (CART) services to Deaf and Hard of Hearing students, staff, faculty, and campus 
visitors. With a high degree of speed and accuracy, the captioner provides precise, word-for-word transcription of 
complex academic subject matter using court reporting methods, a steno machine, a computer, realtime software, 
technology systems, and other equipment. 
 
Duties: 
Provide communication access real-time translating services (CART) to Deaf and Hard of Hearing students: 

¶ Deliver verbatim realtime captioning services language and vocabulary used in complex, higher education 
courses, campus seminars and events, as well as administrative situations using real-time captioning technolo-
gy and equipment 

¶ Provide user with unedited transcript via email, hard copy, or electronic storage media after class or event 

¶ Indicate classroom and environmental cues and assist with communication by voicing if needed 

¶ Monitor equipment, troubleshoot problems, and maintain current real-time captioning technology and software 
programs 

 
Prepares for assignments in advance:  

¶ Research terminology and course related materials to develop a custom software dictionary for comprehensive 
and accurate translation 

¶ Set up equipment including laptop computer and display devices before assignments start 

¶ Demonstrate effective operational methods to access realtime captioning software used 
 
Consult and discuss progress/problems 

¶ Keep Deaf Hard of Hearing Coordinator and/or SAS Director well informed regarding any issues or accessibil-
ity concerns 

¶ Work with student, instructors, and/or captioning team regarding access to materials 
 
Minimum Qualifications: Formal training in court reporting and steno methods to meet position require-
ments is required. In addition, typically six to twelve months of experience providing real-time captioning services, 
preferably in a higher education setting, is necessary to perform at the level required for the translating assignments 
in the university setting. Additional post-secondary education in a four-year college or university setting may be 
necessary to fully comprehend and provide accurate translations of the language and vocabulary used in various 
academic, instructional, and/or administrative situations.  Incumbents typically have two or more years of caption-
ing experience and must possess one of the following certifications: 
1. State of California Certified Shorthand Reporter certificate; or, 
2. Court Reporting Certificate of Completion; or, 
3. Certified CART Provider through the National Court Reporters Association (NCRA) (preferred); or, 
4. Possess a comparable industry certification. 
 
Required Knowledge, Skills, and Abilities: 

¶ A thorough knowledge of court reporting methods and theories, realtime software and technology, real-time 
captioning computer systems and equipment, and the industry-recognized code of ethics; 

¶ Comprehensive knowledge of the English language, including grammatical structures, syntax, spelling, vocab-
ulary, and punctuation;  

¶ Working knowledge of the language and vocabulary used in the assigned translating situations; 

¶ General knowledge of Deaf and Hard-of-Hearing Culture; 
  

(Continued on next page) 



¶ Ability to caption at a minimum rate of 180 or more words per minute with a high level of accuracy;  

¶ Ability to proficiently use, maintain, and troubleshoot court reporting steno equipment, real-time software, 
and computer systems and equipment;  

¶ Ability to develop, maintain, and proficiently use a thorough dictionary that enables accurate and fluid trans-
lation;  

¶ Ability to effectively listen for continuity, sense, and detail while translating; proficiently write in real-time 
in a conflict- free manner using punctuation and sustaining accuracy in fast-paced stressful environments; 

¶ Ability to work effectively with students, staff and faculty from diverse backgrounds 
 
Application Procedure: To apply, qualified candidates must electronically submit the following materials 
via Interfolio (link below): 
  

¶ Letter of Interest 

¶ Resume or Curriculum Vitae 

¶ Contact information for at least three professional references 

¶ HSU Employment History Form (HSU Employment History Form: https://forms.humboldt.edu/employment-
history-form)  

  

CLICK HERE TO APPLY NOW: http://apply.interfolio.com/62115 
  
(NOTE: Download the HSU Employment History Form and save it as a PDF file prior to filling it out. If the form 
is filled out on line (accessed via a web browser), content WILL NOT be saved). 
 
Application Deadline: The first review of application materials will be Monday, April 22, 2019. 
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