University of Baltimore

Disability Support Services
Charles Hall, Room 139 

410-837-4775 voice 410-837-5751 (TTY) 

Position Title: Notetaker 

Grade level: $50 per semester/per course 

Description:  A notetaker usually performs the following duties: 

1. Records lecture and class discussion information for students with disabilities as directed by the Office of Disability Support Services.

2. Copies and delivers class notes to the DSS Office or individual student as directed. 

3. Attends all classes, an indicated on syllabus, including ancillary lectures, performances, workshops, etc. 

4. Consults with Director of DSS Office or individual student to modify notetaking requirements as necessary. 

A notetaker may perform the following duties depending on the Office of Disability Support Services: 

1. Inform DSS Director or Services Specialist of repeated absences by student for whom you are hired to take notes. 

2. Meet with individual student to clarify notes and notetaking techniques. 

Basic Qualifications: 

1. Ability to work under deadlines. 

2. Responsible, reliable and able to maintain confidentiality of students using service. 

3. Excellent notetaking skills. 

4. Ability to operate tape recording devices, if needed

5. Good interpersonal skills. 

Desirable Qualifications:

1. Above average auditory processing ability.

2. Excellent handwriting or transfer of notes to word processor. 

3. Ability to turn in notes to DSS Office after each class.

