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Introduction 
The Association of Transcribers and Speech-to-Text Providers (ATSP) is a non-profit organization devoted 

to advancing the delivery of real time speech-to-text services to deaf or hard-of-hearing people by 

establishing a national standard of excellence for transcribers/captionists. Shortly after the association 

was launched in early 2016, the organization partnered with the Center on Education and Training for 

Employment (CETE) at The Ohio State University to conduct a job-practice analysis and establish the 

body of knowledge required for professional practice for individuals performing the job of Speech-to-

Text Provider.  

Speech-to-text Providers deliver real-time and delayed transcription or captioning services using a 

computer and specialized software to render instant speech-to-text translation. Translations are 

provided on a computer monitor or other display device for the benefit of an individual consumer or 

larger group in a variety of settings (e.g., classroom, business offices, education functions, interviews, 

special events, doctor’s offices). 

The Association of Transcribers and Speech-to-Text Providers wishes to create a certification program 

including an exam that will recognize individual practitioners who demonstrate a certain level of 

knowledge and skill. As such, the job-practice analysis serves as the foundation for which test blueprints, 

test development and possibly exam preparation materials can be created. 

Job-Practice Analysis Overview 

In May and June of 2016 a group of 10 subject-matter experts (SMEs) analyzed and revised an initial 

draft of a job analysis, containing the competencies and characteristics necessary to perform the role of 

speech-to-text provider. The key job domains, tasks, and enablers were generated based on a review of 

documentation provided by the project sponsor as well as established, national databases such as 

O*NET OnLine and the Occupational Outlook Handbook, containing job-related information. Following 

the initial work of the panel, the essential domains, tasks, and enablers were verified by a larger pool of 

SMEs through an online survey and those results were shared with the sponsor. The final phase of the 

job analysis was a linkage activity where the initial panel individually provided ratings linking essential 

job functions to knowledge, skills, and abilities. This is a key step for future test development, which is 

an aim of the ATSP. This report contains the detailed methodology used, who was involved, key 

decisions, and findings from the job analysis study.  
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METHODOLOGY  
Process Overview 
A distance approach to job analysis was leveraged for this project as a primary goal was to be inclusive 

of SMEs who were geographically representative of the population of speech-to-text providers. This 

approach leveraged existing or legacy documentation, web conferencing software, interactive 

applications, and electronic surveys. Both synchronous and asynchronous work was required for 

participants. Figure 1 provides a graphical overview of the methodology used for this job analysis study. 

Figure 1. Job Analysis Process 
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Step 1: Gather Job Information 
The first step in the job analysis study involved the review of documentation provided to CETE by the 

sponsor, ATSP. Documentation included job descriptions and postings, training documentation, 

transcriber manuals, checklists, and handbooks. Since the majority of practicing speech-to-text 

providers are trained on one of two types of specialized software, C-Print or TypeWell, the 

documentation was specific to use of one of the two types of software. CETE Assessment services staff 

also pulled information from O*NET OnLine (occupational information network), the Bureau of Labor 

Statistic’s Occupational Outlook Handbook, Competency Model Clearing House, and the Ohio State 

University Library, for similar or related job titles and functions. 

After reviewing all documentation, an initial draft of job domains, tasks and enablers (i.e., knowledge, 

skills, abilities, other characteristics, physical requirements, and tools and equipment required to 

perform the job) was generated and shared with the sponsor on April 26, 2016 for a preliminary review.  

Step 2: Select & Orient Subject Matter Experts (SMEs) 
A representative panel of experts (8) was recruited by ATSP to serve as a panel of key informants and 

fulfill certain roles throughout the job analysis process. Guidance was provided to ATSP by CETE on the 

composition of the group. In particular, ATSP was advised to form a group that was representative on 

geographic location, type of practice setting, use of different speech-to-text software (e.g., C-Print, 

TypeWell), and years of experience. In addition to the panel of 8, two key informants from ATSP 

provided guidance and direction on the panel as well for a total of 10. Table 1 below summarizes the 

characteristics of the SME panel. All SMEs have provided real-time speech-to-text services consistently 

since completing their initial training. 

A SME orientation was held on May 10, 2016 to train the panel on job analysis and what they would be 

expected to do. Upon completion of the orientation, a brief evaluation survey was conducted by CETE. 

When asked how prepared they felt to participate in the job analysis study as a SME 100% said they 

strongly agreed or agreed (N = 8, 67% strongly and 33% agreed). A copy of the slides used during 

orientation are included in Appendix A. 

After completing the orientation, the SME panel was sent a copy of the initial job analysis results and 

asked to brainstorm anything that might be missing (e.g., tasks). The purpose was to ensure that a 

comprehensive list of domains and tasks was created prior to meeting for the first synchronous session. 
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Table 1. SME Panel Characteristics 

SMEs City/State Completed 

Software 

Training 

Year 

Training 

Completed 

Practice Settings Work In 

1 Seattle, WA C-Print 

Captionist 

Training 

2007 Middle or Jr. High School 
Junior College or Community College 
University - Undergraduate Level Courses 
University - Graduate Level Courses 
University - Post-Graduate Level Courses 
Graduation or Special Event 
Business Meetings or Corporate Setting 
Non-Profit Organization 
Conference or Trade Show 
Other 

2 West Bend, WI C-Print 

Captionist 

Training and 

Typewell 

2000, 2003 High School 
Junior College or Community College 
University - Undergraduate Level Courses 
University - Graduate Level Courses 
University - Post-Graduate Level Courses 
Graduation or Special Event 
Non-Profit Organization 
Conference or Trade Show 

3 Morgantown, WV TypeWell Basic 
Skills Course 

2005 Elementary School 
Middle or Jr. High School 
High School 
Junior College or Community College 
University - Undergraduate Level Courses 
University - Graduate Level Courses 
University - Post-Graduate Level Courses 
Church, Religious, or Community of Faith 
Graduation or Special Event 
Business Meetings or Corporate Setting 
Non-Profit Organization 

4 Las Vegas, NV TypeWell Basic 

Skills Course 

2012 Elementary School 

Middle or Jr. High School 

High School 

Junior College or Community College 

University - Undergraduate Level Courses 

University - Graduate Level Courses 

University - Post-Graduate Level Courses 

Church, Religious, or Community of Faith 

Graduation or Special Event 

Community Center or Senior Center 

Business Meetings or Corporate Setting 

Non-Profit Organization 

Government 

Conference or Trade Show 

5 LaGrange, GA C-Print® 

Captionist 

Training 

2003 Junior College or Community College 

University - Undergraduate Level Courses 

University - Graduate Level Courses 

University - Post-Graduate Level Courses 

Graduation or Special Event 

Business Meetings or Corporate Setting 

Non-Profit Organization 

Government 

Conference or Trade Show 
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6 Portland, OR TypeWell Basic 

Skills Course 

2005 Middle or Jr. High School 

High School 

Junior College or Community College 

University - Undergraduate Level Courses 

University - Graduate Level Courses 

University - Post-Graduate Level Courses 

Church, Religious, or Community of Faith 

Business Meetings or Corporate Setting 

Non-Profit Organization 

Government 

Conference or Trade Show 

7 Penfield, NY Both 2013, 2006 University - Undergraduate Level Courses 

University - Graduate Level Courses 

Graduation or Special Event 

Business Meetings or Corporate Setting 

Non-Profit Organization 

Other 

8 Chattanooga, TN C-Print® 

Captionist 

Training 

2012 High School 

Junior College or Community College 

University - Undergraduate Level Courses 

University - Graduate Level Courses 

University - Post-Graduate Level Courses 

 

Step 3: SME Synchronous Review 
Two synchronous review sessions were held with the panel of experts; one in May and one in June of 

2016. CETE assessment services staff facilitated the sessions using WebEx technology. The panel and 

facilitator reviewed every domain and task, had discussion about each and reviewed and refine task 

statements.  Some tasks were dropped if none of the panel members performed them, others were 

revised to be inclusive of different softwares and practices. The result from the sessions was a SME-

approved job analysis draft which served as the input to the verification survey. Specifically, seven job 

domains were identified along with 71 individual tasks, and 101 enablers.  

The results from the synchronous review were a revised representation of the important domains, tasks, 

and enablers required to perform the role. Seven domains emerged: 

 Domain A. Participate in Professional Development 

 Domain B. Conduct Needs Assessment 

 Domain C. Prepare for Speech-to-text Assignment  

 Domain D. Perform Speech-to-text Service (capturing speaker and audience) 

 Domain E. Produce Final Speech-to-text Transcription 

 Domain F. Manage Administrative Tasks 

 Domain G. Accessibility Awareness and Advocacy 

Step 4: Verification Survey 
An electronic survey was developed using Qualtrics survey software. All domains, tasks, and enablers 

were included for verification by the population of speech-to-text providers identified by the ATSP. The 



 

                                          
          Page 7 of 28 

CLIENT REPORT  |  ASSESSMENT SERVICES  |  CENTER ON EDUCATION AND TRAINING FOR EMPLOYMENT 

survey was distributed through multiple channels and thus an accurate count of recipients was not 

possible.  After providing the link to the key informants with ATSP, the survey was distributed across the 

C-Print and TypeWell organizations, posted to the ATSP website, and distributed to current ATSP 

members. Efforts were made to distribute the survey to non-members of ATSP to be sure the 

population was inclusive. The survey was launched on July 12, 2016 and remained open until September 

13, 2016. Several reminders were sent directly via email or posted to the ATSP website. To try and 

increase likelihood to participate and complete the survey, $50 Amazon gift cards were randomly 

awarded to five completers of the verification survey. 

Survey Rating Scales 

Survey participants were asked to rate each task under its domain heading using the three scales below:  

1) How important is this task for OVERALL PERFORMANCE? (1 = None, 2 = Slightly, 3 = Moderately, 

4 = Very, 5 = Extremely) 

2) How frequently do you perform this task? (1 = Never, 2 = Rarely, 3 = Sometimes, 4 = Often, 5 = 

Always) 

3) Should an individual know how to perform this task upon receiving a speech-to-text provider 

certification? NOTE: required at certification does not necessarily mean this task will be 

evaluated on a certification test. (Yes or No) 

Participants were also asked to rate each enabler using the following scale. 

1) Please indicate your level of agreement with each of the skills required to perform the job of 

speech to text provider (1 = Strongly Disagree, 2 = Disagree, 3 = Agree, 4 = Strongly Agree). 

a. Strongly Agree = you feel this is required to perform the job. 

b. Strongly Disagree = you feel strongly this is NOT required to perform the job. 

Demographics 

In order to properly validate the output, demographic and employee information were gathered to 

ensure that the respondents of the survey were representative of the greater population of providers. 

The following demographic questions were included in the survey (note: none of these questions were 

required to be answered): 

1. What is your current role? 

2. In what practice settings do you provide services? 

3. How long have you worked as a speech-to-text provider? 

4. In which geographical region do you work? 

5. Please indicate the highest level of education you have completed? 

6. On which speech-to-text software have you received training? 

7. What is your gender?  

8. What is your ethnicity?  

9. What is your age range? 
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Step 5: KSAO Linkage 
Upon completion of the verification survey, panel participants were asked to link job tasks with 

knowledge, skill, and ability statements in order to pin-point the specific KSAs required to perform each 

task.  Each panel member had the opportunity to make individual judgment using a 0 – 2 scale about the 

linkage for each task-KSA relationship: 0 = not needed for this task, 1 = desirable, but NOT essential to 

perform the task, 2 = essential/critical to perform the task. Appendix B contains the set of instructions 

which were sent to participants along with an Excel document where ratings were captured and sent 

back to CETE Assessment Services for aggregation and analysis. 

Step 6: Produce Final Report 
The final step in the job analysis process was to produce this, technical report, to serve as evidence for 

the sound processes and methodologies which were used to create the body of knowledge for the 

speech-to-text provider role.  

JOB ANALYSIS RESULTS 
Verification Survey Respondents 

A total of 184 unique individuals responded to the verification survey and 134 completed the entire 

survey. Of those who responded, 85.5% were female (N=136), 13.2% were male (N=21) and 1.3% 

preferred not to respond (N=2). The vast majority, 89.7% self-reported as White/Caucasian. Age seemed 

to be equally distributed across ages and the full distribution of respondents is found in Table 2. 

Table 2. What is your age range? 
  

 
% Count 

20-29 17.39% 32 

30-39 29.89% 55 

40-49 17.93% 33 

50-59 27.17% 50 

60+ 4.35% 8 

I prefer not to respond. 3.26% 6 

Total 100% 184 

 

 Twenty-six percent of respondents indicated that they are not currently members of ATSP and 93% 

(N=172) of all respondents said that their current role is speech-to-text provider. Respondents had the 

option to select multiple roles. Other roles selected included “coordinator” (13.5%, N=25), 

“administrator (agency owner/business)” (5.4%, N=10), and “freelancer” (14.6%, N=27). It was possible 

for respondents to select multiple roles. The largest number of respondents selected “Northeast” 

(38.8%, N=71) as the geographical region in which they worked, while the geographical region with the 

least practitioners was “Southwest” (3.8%, N=7). Table 3 contains full geographical distribution results. 

Table 3. In which geographical region do you work? 
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% Count 

West 14.21% 26 

Southwest 3.83% 7 

Midwest 16.94% 31 

Southeast 12.02% 22 

Northeast 38.80% 71 

Northwest/Canada 14.21% 26 

Total 100% 183 

 

When asked the highest level of education completed, the distribution across survey respondents was 

as follows: 46% (N=85) Bachelor’s Degree; 16.2% (N=30) Some College Courses, No Degree; 14.1% 

(N=26) Associate’s Degree; 12.4% (N=23) Master’s Degree; 5.4% (N=10) High school or equivalent; 6% 

(N=11) Other. Other responses included specific certificates (e.g., Paralegal Certificate, NVRA, for CVR, 

CVR-M, CM, RCP), and “ABD working on dissertation”. 

The majority of survey respondents indicated they have received training on TypeWell software (63.6%, 

N=117), while fewer said they have received training on C-Print (19.6%, N=36) or other software (16.9%, 

N=31). Other software that was mentioned includes CART, Steno, Eclipse, Dragon, Voicewriter, and 

None. 

When asked in what practice settings they provide services, the majority of respondents selected 

“Higher Education”. Table 4 contains the full breakout of responses.  

Table 4. In what practice settings do you provide services?(Select all that apply)  
% Count 

Higher Education 97.31% 181 

K-12 Education 29.57% 55 

Business 20.97% 39 

In-classroom 63.98% 119 

Online 43.01% 80 

Real-time 78.49% 146 

Not real-time 22.58% 42 

Other 9.68% 18 

Total 100% 185 
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Verification Survey Results 

Appendix C contains the body of knowledge for speech-to-text providers. This contains the full list of 

domains, tasks, and enablers as well as the results from the verification survey. Overall, when asked if 

they felt this set of tasks (contained in the survey) was comprehensive, 89.9% of survey respondents 

agreed that it was. When asked to rank order the Domains in terms of their importance for overall 

performance as a speech-to-text provider the most important domain was “D. Perform Speech-to-text 

Service (Capturing speaker and audience)” and the least important was “F. Manage Administrative 

Tasks”. Table 5 contains the full result. 

 

Table. 5 Most Important Job Domains for Speech-to-text provider 

  N Minimum Maximum Mean Std. 

Deviation 

  

D.  Perform Speech-to-text 

Service (Capturing speaker 

and audience) 

132 1 5 1.30 0.707 Most 

C. Prepare for Speech-to-

text Assignments 

132 1 5 2.48 0.937   

E.  Produce Final Speech-

to-text Transcription 

132 2 7 3.27 1.199   

A. Participate in 

Professional Development 

132 1 7 4.61 1.481 Intermediate  

B. Conduct Needs 

Assessment 

132 1 7 5.17 1.623   

G. Accessibility Awareness 

and Advocacy 

132 1 7 5.37 1.406   

F. Manage Administrative 

Tasks 

132 2 7 5.80 1.215 Least 
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DISCUSSION  
Based on the verification survey results, no domains, tasks, or enablers were removed from the body of 

knowledge. We, along with the ATSP, recognize that slight differences may occur depending on the 

practice setting, employer, and whether or not a provider is using a specialized software or no software 

at all. Some analyses were conducted to see if ratings of importance or frequency were significantly 

different among groups identifying as using a particular software, but no differences were detected in 

the analyses.  

CETE recommends that test developers carefully consider the importance, frequency, and needed at 

time of certification ratings when creating test specifications. Additionally, criticality ratings should be 

calculated to provide a weighted value for each task. We also recommend further analyses be 

conducted at the task level to be used an input to test development. Such analyses would produce a 

more fine-grain product looking into tasks. Results should include steps to perform the tasks, 

performance standards associated with the task, common errors, decisions made, and tools used at 

each step. This level of information would provide useful to writing test items, and serve as evidence 

behind items. Knowledge, skill, ability, and other linkages to tasks will also be helpful during task 

analysis, but provide evidence of the KSAOs which will be evaluated as part of the future certification 

test. 

It is noteworthy to mention that Domain E. Produce Final Speech-to-text Transcription received a lot of 

discussion during the synchronous review session. The panel felt strongly that it depended upon 

whether the services they were providing were real-time or not. If it was a real-time assignment, often 

there was no “final” transcription to be completed. This should be considered by test developers down 

the road. 

Lastly, it is best practice to implement a revision cycle for conducting job analysis and any test 

development/revision that follows. Revisions should be conducted if the occupation has undergone 

significant changes due to technology or other innovations. Otherwise, we recommend the analysis be 

redone in 3-5 years for the first revision, then every 5-7 years following the initial one.  
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Appendix A – Subject-Matter Expert Orientation (slide deck) 
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APPENDIX B – KSAO Linkage Instructions 

 



 

                                          
          Page 16 of 28 

CLIENT REPORT  |  ASSESSMENT SERVICES  |  CENTER ON EDUCATION AND TRAINING FOR EMPLOYMENT 

APPENDIX C – SURVEY RESULTS, BODY OF KNOWLEDGE 
Domain A. Participate in Professional Development 

Tasks 
Importance 

Mean 

Frequency 

Mean 

% Required at 

Certification 

1. Participate in professional speech-to-text technology 

training (e.g., TypeWell, C-Print) 

4.56 (N=159) 3.44 (N=155) 88.89% 

2. Participate in general continuing education related to 

accessibility (e.g., AHEAD conference, journals, blogs)  

3.32 (N=158) 2.83 (N=157) 34.67% 

3. Participate in continuing education for skill 

development (e.g., TypeWell skill-based classes, PepNet 

captioning) 

3.97 (N=156) 3.05(N=155) 58.67% 

4. Maintain records of continuing education 3.51 (N=156) 3.12 (N=154) 50.67% 

5. Monitor research and technology advancements for 

communication access 

3.41 (N=156) 2.75 (N=154) 14.57% 

6. Participate in d/Deaf culture awareness training 3.99 (N=156) 3.25 (N=155) 66.00% 

7. Monitor ergonomic advancements for speech-to-text 

providers (e.g., chair use, arm height) 

3.80 (N=157) 2.94 (N=155) 26.17% 

8. Perform ongoing self-evaluation of work for continued 

development and quality assurance 

4.37 (N=156) 3.99 (N=154) 51.32% 

9. Build skills through self-directed practice (e.g., typing 

speed, efficiency) 

4.19 (N=156) 3.76 (N=155) 44.37% 

10. Participate in knowledge- and practice-sharing with 

other professionals or teammates (e.g., transcript 

evaluation, teaming) 

4.01 (N=155) 3.49 (N=152) 31.54% 

11. Maintain minimum qualifications to effectively 

provide service (e.g., typing speed requirements, 

abbreviation use, condensing strategies) 

4.51 (N=155) 4.18 (N=152) 77.33% 

12. Develop awareness of communication access needs 

affecting consumer base* 

3.97 (N=154) 3.47 (N=152) 38.51% 

13. Develop awareness of laws and regulations affecting 

consumer base (e.g., ADA, FERPA, Universal design)* 

3.82 (N=153) 3.14 (N=152) 47.30% 
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14. Maintain awareness of current events and vocabulary 4.19 (N=154) 4.08 (N=153) 34.46% 

 

Domain B. Conduct Needs Assessment 

Tasks 
Importance 

Mean 

Frequency 

Mean 

% Required at 

Certification 

1.  Determine accommodations services needed based 

on consumer request 

4.19 (N=146) 2.9 (N=146) 23.57% 

2. Coordinate equipment/technology services to fulfill 

transcription requirements (e.g., iPads, computers) 

4.35 (N=144) 3.49 (N=144) 29.50% 

3. Determine consumer's cognitive level 3.26 (N=145) 2.31 (N=145) 10.71% 

4. Coordinate other consumer support services (e.g., 

captioning of videos being shown in class, small group 

discussion) 

4.05 (N=145) 3.18 (N=146) 20.57% 

5. Generate the service request for the consumer (e.g., 

accommodations document) 

3.39 (N=144) 1.84 (N=146) 7.19% 

6. Coordinate human resources to fulfill consumer 

requests (e.g., team, assignment) 

3.53 (N=144) 2.16 (N=146) 8.57% 

7. Coordinate with accessibility specialists to determine 

consumer physical abilities (e.g., sensory issues, motor 

functions) 

3.49 (N=146) 2.1 (N=144) 10.71% 

8. Determine consumer's equipment preferences (e.g., 

iPad, laptop, font size/color) 

4.03 (N=146) 3.39 (N=145) 29.08% 

 

Domain C. Prepare for Speech-to-Text Assignments 

Tasks 
Importance 

Mean 

Frequency 

Mean 

% Required at 

Certification 

1. Consult print and digital resources to prepare for 

assignments (e.g., textbooks, recorded videos) 

4.07 (N=139) 3.8 (N=138) 40.74% 

2. Prepare for assignment setting and context (e.g., 

informal/formal setting, technology) 

4.15 (N=137) 4.07 (N=135) 49.25% 

3. Prepare vocabulary or dictionary based on 

assignment (e.g., abbreviations, terms) 

4.42 (N=140) 4.27 (N=139) 58.21% 
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4. Prepare equipment for assignment (e.g., 

microphone, computer) 

4.63 (N=139) 4.48 (N=139) 57.14% 

5. Coordinate with speaker (i.e., instructor, presenter) 

to prepare for assignment 

3.76 (N=138) 3.31 (N=137) 30.83% 

6. Prepare formatting style appropriate for subject 

matter (e.g., templates with equations for math, 

bulleted list) 

3.65 (N=138) 3.31 (N=137) 39.85% 

7. Set up for transcribing or captioning session (e.g., 

travel, seating chart, computer) 

4.19 (N=138) 4.08 (N=137) 43.61% 

8. Consult with colleagues, past providers, or 

teammates to prepare for assignments (e.g., 

scheduling, expectations, background information 

sharing) 

3.94 (N=139) 3.62 (N=137) 30.08% 

9. Anticipate solutions to potential challenges in 

assignment setting (e.g., technology or circumstance 

challenges) 

4.2 (N=138) 3.88 (N=137) 42.11% 

10. Coordinate with consumer to prepare for 

assignment (e.g., procedures for questions, chat, font 

size) 

3.97 (N=138) 3.62 (N=137) 47.37% 

11. Maintain ergonomic practices (e.g., equipment, 

stretching) 

4.34 (N=137) 3.96 (N=137) 44.70% 

 

Domain D. Perform Speech-to-Text Service Capturing Speaker and Audience 

Tasks 
Importance 

Mean 

Frequency 

Mean 

% Required at 

Certification 

1. Monitor feedback from consumer to make 

adjustments 4.38 (N=134) 
4.11 (N=133) 48.44% 

2. Troubleshoot hardware, software, and other 

technical issues at the time of service 
4.62 (N=133) 4.14 (N=133) 59.69% 

3. Translate nonverbal communication (e.g., body 

gestures, pointing, clapping) to support the message’s 

meaning 

3.91 (N=134) 3.86 (N=133) 61.54% 
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4. Process spoken communication for meaning 

(technical and contextual) 
4.77 (N=135) 4.7 (N=134) 84.50% 

5. Accurately input spoken communication in computer 

software 
4.86 (N=134) 4.73 (N=132) 86.82% 

6. Apply abbreviations throughout assignment 4.59 (N=135) 4.61 (N=134) 82.31% 

7. Maintain compliance to ethical codes 4.87 (N=135) 4.9 (N=133) 85.50% 

8. Cooperate with team during assignment, providing 

and taking feeds as needed to ensure quality of service 
4.62 (N=135) 4.31 (N=133) 59.23% 

9. Monitor output for correctness 4.78 (N=134) 4.76 (N=133) 79.23% 

10. Revise critical output/transcription in real time (e.g., 

key information, unexpanded abbreviation) 
4.59 (N=134) 4.55 (N=132) 77.69% 

11. Voice consumer questions/comments to speaker 

through chat (i.e., monitor and voice) 
4.34 (N=134) 3.15 (N=133) 67.44% 

12. Use visual emphasis to convey meaning (i.e., 

formatting, white space) 
4.4 (N=134) 4.4 (N=133) 75.00% 

13. Translate environmental sounds and cues 4.22 (N=133) 4.16 (N=132) 68.22% 

14. Apply condensing techniques 4.43 (N=134) 4.35 (N=132) 76.15% 

15. Represent speaker's style of speech (e.g., formality, 

register, tone, vocabulary) 
4.24 (N=134) 4.21 (N=132) 0.6923 

 

Domain E. Produce Final Speech-to-Text Transcription 
 

Tasks 
Importance 

Mean 

Frequency 

Mean 

% Required at 

Certification 

1. Verify contextual and technical accuracy of 

transcription 

4.42 (N=135) 4.40 (N=133) 74.05% 

2. Revise transcript for editorial accuracy (e.g., spelling, 

grammar, punctuation, and formatting) 

4.35 (N=135) 4.45 (N=133) 73.28% 
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3. Provide completed transcript to consumers or 

coordinator/managers 

4.54 (N=134) 4.69 (N=132) 62.02% 

4. Gather clarification from speaker or consumer for 

revision purposes (e.g., to ask for clarification or 

resolve conflicting meaning) 

3.63 (N=135) 3.26 (N=134) 42.64% 

 

Domain F. Manage Administrative Tasks 

 

Domain G. Accessibility Awareness and Advocacy 

Tasks 
Importance 

Mean 

Frequency 

Mean 

% Required at 

Certification 

1. Serve as a resource to speakers regarding equal 

opportunity, access, and inclusion 3.6 (N=131) 
2.96 (N=130) 31.71% 

2. Contribute to preparation of presentations/materials 

for outreach (e.g., online tutorials) 
2.76 (N=131) 2.18 (N=130) 9.02% 

Tasks 
Importance 

Mean 

Frequency 

Mean 

% Required at 

Certification 

1. Manage services calendar or schedule based on 

provider-assignments 4.34 (N=132) 
3.58 (N=131) 24.00% 

2. Conduct electronic correspondence 4.38 (N=131) 4.31 (N=131) 33.33% 

3. Participate in staff meetings, conference calls 3.72 (N=130) 3.43 (N=130) 19.67% 

4. Coordinate travel for assignments 3.57 (N=131) 2.72 (N=129) 13.71% 

5. Maintain records of work performed (e.g., time sheets) 4.52 (N=133) 4.52 (N=130) 30.95% 

6. Maintain transcription records in accordance with 

employer guidelines 
4.42 (N=132) 4.37 (N=131) 42.86% 

7. Maintain transcription dictionaries 4.38 (N=131) 4.36 (N=130) 53.60% 

8. Monitor ongoing maintenance of equipment hardware 

and software (e.g., software updates) 
4.51 (N=131) 4.22 (N=130) 45.97% 
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3. Provide education or training to new users (e.g., 

consumer orientation) 
3.89 (N=131) 2.83 (N=130) 24.59% 

4. Recognize issues related to communication access 4.32 (N=131) 3.92 (N=130) 48.39% 

5. Report concerns related to communication access 4.45 (N=130) 4.01 (N=129) 48.78% 

6. Provide encouragement and feedback to speaker 

regarding communication access (e.g., sound levels, 

captioned video, environmental cues) 

3.79 (N=131) 3.35 (N=130) 29.60% 

7. Develop awareness of communication access needs 

affecting consumer base 
4.13 (N=132) 3.55 (N=131) 39.68% 

8. Advocate for speech-to-text services in the classroom 

or practice setting 
3.8 (N=131) 3.13 (N=128) 28.80% 

9. Encourage consumers to self-advocate 4.07 (N=131) 3.5 (N=129) 34.92% 

10. Self-advocate as a speech-to-text service provider 4.25 (N=131) 3.73 (N=131) 49.21% 

11. Develop awareness of laws and regulations affecting 

consumer base (e.g., ADA, FERPA) 
3.97 (N=131) 3.28 (N=130) 52.80% 

 

Knowledge Mean 

Spoken English language 4.92 

Family Education Rights and Privacy Act (FERPA) 3.56 

Written English language 4.91 

Basic Math 4.52 

Nonverbal communication 4.35 

Phones 3.64 

Ethical work practices 4.90 

Abbreviation systems 4.90 

Terminology (e.g., types?) 4.69 

Abuse policies and reporting duties 4.20 
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English grammar and punctuation 4.95 

Code of ethics 4.84 

Word processing 4.66 

Dictation 3.67 

Americans with Disabilities Act (ADA) 4.19 

Meaning-for-meaning processing 4.86 

Support services available to address unique needs of clients 
(e.g., learning, visual, hearing) 

4.06 

Transcribing software (e.g., TypeWell, C-Print) 4.89 

Adaptive devices 3.71 

Computers 4.80 

Phonetics 3.97 

Linguistics 3.86 

Deaf culture and communication practices 4.35 

Section 504 3.46 

Health Insurance Portability and Accountability Act (HIPAA) 3.40 

Skills Mean 

Active listening 4.95 

Creative thinking 4.23 

Writing 4.47 

Customer service 4.74 

Reading comprehension 4.77 

Troubleshooting 4.77 

Speaking 4.02 

Problem solving 4.63 

Critical thinking 4.64 

Keyboarding 4.89 
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Time management 4.65 

Data entry 3.90 

Self-monitoring (discretion) 4.75 

Grammar 4.91 

Multitasking 4.44 

Punctuation 4.87 

Prioritizing 4.62 

Computer skills 4.68 

Spelling 4.86 

Concentration 4.92 

Observation 4.63 

Information gathering 4.57 

Document editing 4.52 

Condensing spoken information 4.87 

Grammatical restructuring 4.73 

Give feedback 4.05 

Receive feedback 4.52 

Abilities Mean 

Research 3.61 

Written comprehension 4.60 

Conversational speech 4.47 
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Information ordering 4.50 

Formal speech 4.22 

Perceptual speed (Thinking quickly) 4.81 

Verbal comprehension 4.86 

Working memory 4.90 

Understanding foreign accents 4.64 

Working under stress 4.75 

Auditory processing 4.92 
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Other Characteristics Mean 

Reliable 4.91 

Technologically savvy 4.29 

Proactive 4.49 

Amicable 4.44 

Team oriented 4.54 

Flexible (e.g., moving from task to task) 4.72 

Detail oriented 4.73 

Culturally sensitive 4.71 

Creative 3.91 

Self-confident 4.18 

Professional 4.81 

Growth orientation 4.16 

Public-service orientation 4.05 

Lifelong learner 4.48 

Integrity 4.82 

Strong work ethic 4.82 

Ethical behavior 4.89 

Physical Requirements Mean 

Audio/hearing acuity 4.83 

Walking long distances 3.44 

Lifting/transporting equipment 3.98 

Continuously type for long periods of time 4.60 
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Tools & Equipment Mean 

Computers (e.g., desktop or laptop) 4.92 

Electronic mail 4.72 

Keyboards 4.91 

Textbooks and references 4.02 

Phones 3.90 

Copier 2.80 

Mouse 3.62 

Document management software 3.91 

Transcribing software (e.g., TypeWell, C-Print) 4.95 

Tablets (e.g., iPad, Android) 4.06 

Adaptive technology (e.g., hearing devices) 3.21 

Microsoft Office (e.g., Outlook, Word, Excel) 4.29 

Learning management systems (e.g., Carmen, Blackboard 3.53 

Typing stand 4.02 

Computer bags 4.27 

Extension cords 4.16 

Steno stand/steno table 3.92 
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GLOSSARY 
 

ABILITIES – enduring attributes of the individual that influence performance. Capacity to perform physical 

or mental activity. Distinction between abilities and skills is that an individual may possesses an ability, 

but unless it is observed through actions it may not transfer to a skill. 

 

DOMAIN – a cluster or grouping of related job tasks from a broad work area or general area of 

responsibility (area of competence). 

 

ENABLER – item such as knowledge and skills, tools and equipment, that is supportive of and essential to 

task performance, but is not a tasks itself.  

 

KNOWLEDGE – an organized set of principles and facts applying in general domains. 

 

OTHER CHARACTERISTICS – physical, mental, behavioral, and other attributes of the worker or 

individual in the role 

 

PHYSICAL WORK CONDITIONS – the work context as it related to the interactions between the worker 

and the physical job environment 

 

SKILLS – developed capacitates that facilitate learning or the more rapid acquisition of knowledge. 

Quantifiable attributes that can be observed or tested. Expertise typically comes from training and 

practice. 

 

TASK – a meaningful unit of work with a definite beginning and end, that is observable and performed on 

the job. It is a purposeful job activity that an employer or customer would pay for. 

 

TOOLS & EQUIPMENT – a tool or piece of equipment that enables the worker to perform the work of 

the job. 
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