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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.

® DETERMINED - we work with purpose.

® EXPERT through excellence and expertise we build trust.
® |NTEGRITY - we strive to do the right thing.

® COMPASSION people come first in everything we do.

® |NCLUSIVE we are inclusive, and we value diversity.
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Job Purpose:

The Information Management Manager (IMM) leads information management
(IM) for the whole MAG Syria programme, in all operational areas. The IMM
sets the IM strategy, standards and procedures, owns the programme’s IM
systems, and makes sure that operational data is accurate, secure and used to
guide decisions. The IMM represents MAG on IM matters with national mine
action authorities, the United Nations and partners.

The IMM line manages the Information System and Management Coordinator
(ISMC). The ISMC leads day-to-day data management, data validation,
geographic information system (GIS) production and routine reporting, through
the Information Management Officers (IMOs). The IMM decides and is
accountable; the ISMC delivers.

The IMM works closely with the Programme Coordinator and the Partnership
and Localisation Coordinator, so that grant reporting and partner reporting are
based on verified IM data.
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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.

1. Information management strategy and governance

1.1  Develop, implement and review a programme IM strategy and an annual
IM work plan, in line with MAG global IM standards and guidance from
the [MAG HQ Global IM team — confirm name].

Approve programme IM standard operating procedures (SOPs), data
standards, forms and templates. The ISMC drafts and updates them for
the IMM’s approval.

Make sure that programme IM practice meets the International Mine
Action Standards (IMAS) on information management and the
requirements of the relevant national mine action authorities.

Set the data quality assurance framework for the programme: qualit
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standards, key performance indicators (KPIs) and an audit schedule.

1.5  Carry out periodic audits of data quality and of the data validation
process run by the ISMC. Agree corrective actions and follow them up.
1.6 Advise the Technical Operations Manager (TOM) and the Senior

Management Team (SMT) on IM risks, gaps and priorities.
2. IM systems
2.1 Actas business owner for all programme IM systems. These include
OMIS 2.0, the GIS (ArcGIS Pro and ArcGIS Online), mobile data collection
tools, and the link with the national Information Management System
for Mine Action (IMSMA) databases.
Decide on changes to system design and configuration, and submit
change requests to MAG HQ. The ISMC carries out day-to-day system
administration.
Liaise with MAG’s central PIM unit, which manages IM software
licences, to make sure the IM software the programme needs is
available.
Approve the specification and purchase of IM equipment and software.
The ISMC identifies needs and prepares the technical specification.
Assess new technology, such as drones, satellite imagery and
dashboards, and decide with the TOM whether to adopt it.
Set up IM systems, data flows and archives for new operational areas
and new projects before operations start.
Make sure that there is a tested backup and business continuity plan for
all IM systems and data.
3. Data protection and information security
3.1  Make sure that the programme complies with MAG data protection and
information security policies, and with every data sharing agreement.
Approve user access rights to IM systems and review them at least every
[six months], in collaboration with the MAG IMS administrator. The
ISMC sets up and removes user accounts.
Approve all data sharing with external parties, including national
authorities, United Nations agencies and partners. Make sure that each
sharing arrangement is recorded in writing.
Make sure that sensitive data is protected. This includes personal data
of community members and staff, casualty and accident data, and exact
location data that could put people at risk if released.
Lead the response to any data breach in line with MAG procedures.
Report it to the TOM and to [the MAG HQ data protection lead]
immediately.
4. Analysis for decision-making and grant management
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4.1 Produce programme-level analysis for the Country Director (CD), the
TOM and the Programme Development Manager (PDM), to support
planning, prioritisation and use of resources.

4.2 Monitor progress against the contractual output targets of each grant.
Tell the TOM, the PDM and the Programme Coordinator early when a
target is at risk.

4.3 Provide output forecasts, contamination and impact data, and baseline
figures for new proposals and project designs.

4.4 Provide IM input to proposal budgets and monitor spending on IM
budget lines.

4.5  Tell the ISMC which analysis, maps and dashboards the programme

needs. The ISMC produces routine and requested products.
5. Reporting and sign-off

5.1  Beaccountable for the accuracy and timeliness of all IM outputs from
the programme.

5.2 Review and sign off all data submitted to national authorities, donors,
coordination bodies and MAG HQ before release. The ISMC prepares
and consolidates these submissions.

5.3  Review the IM content of donor reports and external publications for
accuracy.

5.4  Make sure that figures reported by the programme are consistent

across all internal and external reports.
6. External representation and coordination
6.1  Represent MAG on IM matters with national mine action authorities in
all operational areas. These include the North East Syria Mine Action
Office (NESMAO) and [the national mine action authority — confirm
current name and mandate].
Represent MAG in the mine action IM working group and other
coordination forums, including with the United Nations Mine Action
Service (UNMAS) and [iMMAP — confirm].
Negotiate and agree data sharing and reporting arrangements with
authorities and partners.
Lead MAG's support to the IM capacity of national mine action
authorities at strategic level. The ISMC gives technical support as agreed
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with the IMM.

6.5  Delegate attendance at technical IM meetings to the ISMC, and make
sure that outcomes are recorded and followed up.

6.6  Work with the MAG HQ IM team and other MAG programmes to share

learning and apply global standards.
7. Working with programme and partnership teams
7.1  Agree with the Programme Coordinator the indicators that IM systems
must track for each grant, and the data needed for each donor report.
The Programme Coordinator leads on donor report writing and grant
compliance. The IMM provides verified data and analysis.
Agree a reporting calendar with the Programme Coordinator, so that
verified IM data is ready before each internal and donor reporting
deadline.
Work with the Partnership and Localisation Coordinator to set the IM
and data reporting requirements for local partners, and to include them
in partnership agreements. The Partnership and Localisation
Coordinator leads the relationship with partners and manages
partnership agreements.
Assess the IM capacity of partners together with the Partnership and
Localisation Coordinator. Plan IM capacity strengthening for partners
and deliver it through the ISMC where appropriate.
Make sure that partner data is collected, shared and stored in line with
MAG data protection requirements and the data sharing terms of each
partnership agreement.
Give the Programme Coordinator and the Partnership and Localisation
Coordinator access to the IM data and dashboards they need, in line
with approved access rights.
8. Team leadership and capacity development

7.2

7.3

7.4

7.5

7.6

8.1  Line manage the ISMC and act as second-line manager of the IMOs.

8.2  Set objectives, carry out performance reviews and address performance
issues for direct reports, in line with MAG HR policies.

8.3  Plan the structure and staffing of the IM unit. Lead recruitment for IM
posts together with HR.

8.4  Carry out a yearly training needs assessment for the IM unit and for
operational staff who collect data. Approve the IM training plan. The
ISMC and IMOs deliver routine training.

8.5  Develop the technical and management skills of national IM staff, with a
written development plan for each direct report.

8.6  Make sure that the IM unit is well organised and that workloads are

balanced across all locations.
9. Safeguarding
9.1  Workin line with MAG’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.
Promote an open and transparent way of working that builds a strong
safeguarding culture within and between teams.
Make sure that all IM staff understand these policies and know how to
report a concern. Challenge any unacceptable behaviour.
Make sure that any concern, report or complaint is taken seriously and
reported immediately through MAG’s safeguarding reporting channels,
so that it is investigated by people authorised to do so. Do not start an
investigation yourself.
Make sure that IM systems and data sharing do not expose children,
vulnerable adults or survivors of explosive ordnance accidents to harm.
10. Key working relationships
10.1 Internal: TOM (line manager), CD, PDM, Programme Coordinator,
Partnership and Localisation Coordinator, Technical Field Managers,
Community Liaison, Support Services and HR teams, the ISMC and IMOs,
and the MAG HQ IM team.
External: NESMAO, [the national mine action authority], UNMAS, the
mine action IM working group, other mine action operators, local
partners (with the Partnership and Localisation Coordinator), and
donors (through the PDM and the Programme Coordinator).
11. General
11.1 Travel regularly to operational bases in all programme areas, subject to
security clearance.
Work outside normal hours when operational needs require it.
Carry out other reasonable duties related to the role, as requested by
the line manager.
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Person Specification
Essential experience

® At least five years’ experience in information management, including at
least three years in humanitarian mine action.
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® At least two years’ experience managing an IM or GIS team, including line
management of staff.

® Experience managing an operational mine action database, such as IMSMA
Core, IMSMA NG or MAG OMIS.

® Experience setting IM standards, procedures and data quality controls.

® Experience representing an organisation with national authorities or
coordination bodies.

® Experience producing analysis and reports for senior managers and donors.
Essential skills and knowledge

® Advanced skills in ArcGIS Pro and ArcGIS Online, including spatial analysis
and cartography.

® Good knowledge of relational databases and data modelling. Working
knowledge of SQL.

® Skills in a data visualisation tool such as Power BI.

® Knowledge of mobile data collection tools such as Survey123, KoboToolbox
or ODK.

® Good knowledge of IMAS, especially the standards on information
management, land release and survey.

® Knowledge of data protection principles and information security practice.

® Fluent in English, spoken and written.

® Able to work jointly with programme and partnership teams, and to explain
data clearly to non-specialists.

® Able to write clear procedures and to train staff with different levels of
education.

® Able to plan, prioritise and meet deadlines under pressure.

® Willing and able to travel to field locations in a high-risk environment.

® Work in compliance with and uphold MAG’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.

® Demonstrate an open and transparent way of working that supports a
strong safeguarding culture.

® Work within the framework of MAG's core values and represent MAG with
integrity and professionalism.
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Qualifications

" University degree in GIS, geography, information management, computer
science, data science or a related subject, or equivalent relevant experience
in mapping, GIS and information management.
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Desirable
® Master’s degree in a related subject.
® Fluency in English and Arabic

® |IMSMA Core administrator or data management training, for example from
the Geneva International Centre for Humanitarian Demining (GICHD).

® Programming skills, for example Python for GIS automation.
® Experience with drone or satellite imagery.
® Experience supporting local partners to build their IM capacity.

® Previous IM experience in Syria or a similar conflict setting.
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