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MAG’s Vision is a world in which everyone can
live free from the enduring and devastating
consequences of armed violence, conflict and
their legacy. People will live in communities
where their rights are upheld, with dignity and
choice and free from fear from mines, explosive
remnants of war (ERW) and the impact of small
arms and light weapons and ammunition.

MAG’s Mission is to save lives, ease suffering
and enable sustainable development by
limiting the causes and addressing the
consequences of armed violence and conflict
so people can live with dignity and choice, free
from fear. We will use our core skills and
distinctive competence to save lives through
the removal of mines and ERW, and reduce
the impact of small arms, light weapons and
ammunition on people and communities. How
we do this is as important as what we do — we
work primarily with and for communities, for
us ‘it’s all about people’.

MAG’s Values: Our values come to life
through our actions, every day. How we act
has an impact on others. As someone who
works at MAG, you can help to create a
positive culture by demonstrating our values
through your own behaviour and actions.
Everyone has a role to play in shaping our
culture. Everyone should understand our
values and is encouraged to think how they are
relevant to their individual role.
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build trust.

e INTEGRITY - we strive to do the right thing.

e COMPASSION people come firstin
everything we do.

e [NCLUSIVE we are inclusive, and we value

diversity.
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Job Purpose:
The Information Management Officer (IMO) maintains

the responsibility of recording, storing, analyzing, and
reporting field activity data as directed by the
Information System and Management Coordinator
(IsSmc)
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Job Description

This is a non-contractual document that can be varied
from time to time as circumstances dictate. This job
description is intended to summarize the main duties
and responsibilities of the post; this is not intended to be
a full and exhaustive list of tasks. All MAG staff are
expected to demonstrate flexibility and willingness to
perform appropriate tasks when the need arises.

Some Job Descriptions may be supplemented by specific
Terms of Reference.

. Ensure the coherent and accurate
management of MAG's Operational
Management Information System (OMIS) in
the Esri ArcGIS Environment.

. Undertake any new development of
workflows and products to enhance
information management and GIS mapping
in the program

. Developing Information Management
practices and outputs that support Mine
Action Standards, SOPs, and best practices.

. Contribute to program strategy and work
plans.
. Capacity builds the program and

implementing partners by providing training
on data collection and workflows.

. Liaise with national authorities and
stakeholders on(reporting-Data) issues with
permission from ISMC.

Data management, consolidation, and
verification:

. Manage MAG Syria's ArcGIS Online
(AGOL) platform including all layers, maps,
forms, and dashboards housed in the MAG
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OMIS System

Manage the Esri OMIS online data quality
management system to ensure all divisions
are verifying the accuracy of their staff's data
submissions

Validate all forms sent by the CL _Clerance
teams in the second level of verification.
Maintain and adapt Survey123 connect
programming for accurate mobile data
collection form deployment in the field
Produce and manage monthly donor
reporting dashboards with KPIs and progress
on deliverables, program overview
dashboards, and operations dashboards to
support management and decision-making
Application of Digital GPS through RTK
GNSS receivers (Arrow EOS) System
Maintaining data archive in a concise and
organized method

Implementing new Database Modules and
forms to automatize some tasks under direct
supervision from ISMC

Conducting drone surveys

Reporting

Prepare consolidated monthly reports for
stakeholders: 5Ws, IMMAP, UNMAS,
IMSMA, Implementing Partners, Donor
reporting and outputs statistics

Work in synthesizing, cleaning, importing,
and exporting different data formats

Identify and solve problems with existing
reporting formats to ensure they meet
monitoring and evaluation contractual and
internal requirements, together with ISMC.
Develop new reporting formats to meet
internal and external reporting goals, if
required with coordination with ISMC.
Provide additional information to the ISMC
on CL/Clearance activities for donor
reporting purposes

Record and keep track of activity
data/information in ArcGIS Online
Analysis and mapping

Monitor the security situation in areas of
operations, produce and update maps with
the security situation monitoring (INSO
reports, news, and other sources)

Produce reports, dashboards, and maps upon
request

Provide data analysis as directed by the
TOM: analysis of data (Daily Operations,
RE, REPP, CBA, ACVI, EOD ST, RCIA,
CCIA, HA, Completion report), team's
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deployment and coverage statistics

Completion Report:

Conduct Quality Assurance of data and task
dossiers for completion as necessary, and
report to the TOM for review when needed.
Providing clearance information output when
it is required to the Technical Operations
Manager or other staff.

Provide completion information where there
is a change of requirement from MAG to all
teams.

Measure completed Tasks using DGPS.
Prepare task folders for handover and
completion.

Conduct completion visits with NESMAC
officers.

Close liaison with NESMAC regarding
completion.

Ensure that all the Completion Data and
Information are up-to-date, and saved as per
the document’s completion process.

Finally, PDF completed & handed over the
task, update the Excel completion sheet, and
store completion Information.

Geographic Information System:

Liaise with ISMC to promote and develop
the use of GIS around the program.
Capture existing information for use within
the system, including establishing procedures
to maintain the data.

Work with ISMC on producing maps
through GIS.

Assist ISMC in monitoring GIS through
OMIS.

Assist ISMC to develop new GIS Engines
according to Programme needs.

Assist ISMC to develop new GIS modules.

Operational support

Consolidate information for Desk
Assessment of existing HAs in areas to
support deployment planning.

Responsible for maintaining, managing, and
archiving the CL _Clearance operations
database by overseeing data inputting,
verifications, reports, and maps. (hard copies,
soft copies, ODK)

Train new MAG teams on various OMIS
data collection, data entry, and use of tablets.
Maintain regular contact with the teams to
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provide support/guidance in the use of
forms/tablets
. Ability to bring IM And GIS to the field by
going out with teams to support them in their
work
Safeguarding

e Work in compliance with/ uphold the
organization's Safeguarding framework -
Policy on Personal Conduct, Protection of
Children and Vulnerable Adults Policy,
Dignity at Work Policy, Reporting
Malpractice (Whistleblowing) Policy, Equal
Opportunities Policy and Policy on Modern
Slavery

« Encourage an open and transparent way of
working that facilitates a strong safeguarding
culture within and between teams

« Ensure that all staff understand the
provisions clearly and challenge any
unacceptable behaviour

o Ensure that any concerns, reports or
complaints are taken seriously and
investigated promptly and thoroughly
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Person Specification

Essential Experience

= Good in English, and Arabic languages

=  Full Command of Esri, ArcGIS pro, Survey 123
connect, Field Maps, Esri Dashboards, and AGOL.

= Data verification and conceptual understanding of
QA/QC data processes for information management
Excellent computer skills; Windows and Microsoft
Office to include MS Excel and MS Access

= Good knowledge of hardware and equipment
including desktops, tablets, Garmen GPS, EOS, and
drones.

=  Good knowledge of ODK and KOBO platform

= Excellent understanding of information gathering
and analysis issues

= Atleast 3 years of experience in the field of IM or
related areas

Good knowledge of Geographic Information Systems, in

theory, practice, and application

Essential Aptitude, skills and Knowledge

=  Work in compliance with/ uphold MAG's
Safeguarding Framework - Policy on Personal
Conduct, Protection of Children and Vulnerable
Adults Policy, Dignity at Work Policy, Reporting
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Malpractice (Whistleblowing) Policy, Equal
Opportunities Policy and Policy on Modern Slavery
Encourage an open and transparent way of working
that facilitates a strong safeguarding culture within
and between teams

Ensure that all staff understand the provisions
clearly and challenge any unacceptable behavior
Ensure that any concerns, reports, or complaints are
taken seriously and investigated promptly and
thoroughlyWork within the framework of MAG
Syria's core values.

Act as an ambassador for MAG, through
professionalism and conduct.

Adhere to all MAG policies and procedures both
Technical and Administration.

Be autonomous in the work and self-capacity
building.

Undertake and apply learning from appropriate
training and development programmes.
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Qualifications

Degree in Information Engineering or Computer
Science

Degree in Applied Mathematics Or related to these
fields
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