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*()ظو نلاعإ
+  

() نلاعلإا(
() ة3(12ل0نلإا ةغللا *

)لفسلأا *  
 

ةفشرلأاو قيثوتلا ة0لوؤسم   
قشمد ـ لما& ماود  

 
 :ةق)قحلا سارح
AB لمعت ة3ح<ر >;غ ةمظنم 56 ةق3قحلا سارح

 ذوخلا نم دارفأ دN Oع ةمظنملا سKسأت مت .ادنلوهو اEروس 6
 مOدقت و ,ثراوdلاو تاعاBB;لا نم c<Bفاعتملا دارفلأاو تاعمتجملل ةدعاسملا مOدقت ]إ ةمظنملا فدهتو ءاض3بلا
 قوقحو نوناقلا ةدا3سو ةلءاسملاو ةلادعلا دوهج معدو ,ةف3ضملا تاعمتجملاو c<Bحزانلل معدلا
 .ة3ثحrلا ةطشnلأا معد ]إ ةفاضلإاo,ناسnلإا
 
AB صرفلا ؤفاuت أدrمo ةمظنم ةق3قحلا سارح مtB;لت

 c<Bلهؤملا c<Bمدقتملا عيمج لاعف لuش| عجشzو ,ف3ظوتلا 6
 وأ ,دقتعملا وأ نيدلا وأ رمعلا وأ قرعلا وأ س�جلا نع رظنلا ضغo فئاظولل مدقتلا Nع طو��لل c<Bفوتسملاو
   .ةموملأا و لمحلا وأ ة3عامتجلاا ةلاحلا وأ ةصاخلا تاجا3تحلاا يوذ
 

 :عوFGملا نع
AB (DAT) ةفشرلأاو قيثوتلل ق�Eف سKسات Nع ةق3قحلا سارح ةسسؤم لمعت

 عم قيثولا نواعتلا<و ,اEروس 6
 داوملا نم ققحتلل ةمادتسم ة3نطو تاردق ءانب ]إ عو��ملا فدهــEو .(NCTJ) ة3لاقتنلاا ةلادعلل ة3نطولا ةئيهلا
AB ةلءاسملاو ة3لاقتنلاا ةلادعلل امعد ,اهتراد�و اهتسرهفو اهل3لحتو ة3ق3ثوتلا

 ق�Eفلا ماهم لقن فدهب ,اEروس 6
 .دعoلأا ىدملا Nع ةئيهلا ]إ هتا�;خو
 
 :لمعلا قاطن

 قيثوتلا تانا3ب ل3لحتو ةسرهف ة3لوؤسم ةفشرلأاو قيثوتلا لوؤسم ]وتي ،)DAT( ةفشرلأاو قيثوتلا ق�Eف نمض
AB امo ، غيصلا ةددعتم

 ةمظنأ ]إ اهعفرو تامولعملا ةجلاعمو ،ةمظنملا تانا3بلاو ة3صنلاو ةr Eلا داوملا كلذ 6
 .ةدمتعملا تانا3بلا ةرادإ

ارظنو
&

امداص نوكH دق ىوتحم عم ةمظتنم ةفص= لمعلا لوؤسملا نم بلطُ+س ،عو0/ملا ةع+بطل 
&

اف+نعو 
&. 

 
 :ة)عجرملا طوFGلا

 اEروس ـ قشمد :لمعلا ناZم •
 )DAT( ةفشرلأاو قيثوتلا ق�Eف ،عو��ملا ريدم :Ĝا[ملا ريدملا •
 دجويلا :قabف ةرادإ ة)لوؤسم •
 لماd ماود •

 
 :ةطشنلأاو ماھملا

 )كلذ ]إ امو ،قئاثولاو ،ة3توصلا تافلملاو ،روصلاو ،ويد3فلا عطاقم( لاuشلأا ةددعتم قئاثولا ةعجارم •
امداص ىوتحم نمضتت دق t6¡لا

¢
 تاراغو ،>;مدت( فنع دهاشمو )كلذ ]إ امو ،ثثجو ،ة��E| تافر( 

 تاداهش نمضتت ةلجّسم وأ ة<¤تكم داوم وأ§و ،)كلذ ]إ امو ،ران قلاط�و ،6¥فدم فصقو ،ةE¤ج
 .مهتاداف�و c<Bجانلا

AB قئاثولاo ةقلعتملا تانا3بلا لاخدإ •
 ةمظنلأا قفو اهنªEختو قئاثولا ةفشرأو ،ة3مقرلا ةمظنلأا 6

 .ة3قوثوملاو ة3مقرلا ةلاصلأا ئداrمo ماtB;للاا عم ،ةدمتعملا ة3سسؤملا
• nحتو ة3توصلا تلا3جس­لاو ة3قرولا قئاثولا نم ىوتحملا خس¤Eنامضو ،ةق3قد ة3مقر غيص ]إ هل 

امامت قفاوتي امo ،عا3ضلا وأ فلتلا نم اهنوصو قئاثولا ظفح
¢

 .ةزا3حلا ظفح ةلسلس تاطاt;شا عم 
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 ة�Eهوجلا ئداrملا ماt;حاو قئاثولا ةملاس Nع ظافحلا عم ،ةقدو ةع�| بلطلا دنع قئاثولا عاجt;سا •
AB قاسzلاا نامضو ،ة3قوثوملاو ة3مقرلا ةلاصلأل

 .ةسرهفلاو نªEختلل ةزا3حلا ظفح ةلسلس 6
أ t6¡لا ة3فلخلاو قا3سلا مهف للاخ نم •

²
 اهف3�صتو اهمسوو تامولعملا ل3لحت ،ىوتحملا اهيف جتن

اقفو ،ةقدo اهبE¤بتو اهع3مجتو
¢

 .ةدمتعملا >;ياعملاو ة3جهنملاو ة3لولأا م3ظنتلاو ل3لحتلا تاداشرلإ 
 ]إ عامتسلاا �;ع ة3توصلا تلا3جس­لل ة<¤تكملا صوصنلاو ة3توصلا تلا3جس­لا تاصخلم دادعإ •

 ىوتحملا
AB تارغثلاو تا3لاuشلإا دOدحت •

 .c<Bف��ملل اهنع غلاoلإاو تانا3بلا 6
 تامولعملا ةعجارم ءانثأ مههجَاوتُ t6¡لا ةدقعملا تا3لاuشلإا ةجلاعمل ق�Eفلا ءاضعأ عم نواعتلا •

 .اهل لولح ]إ لصوتلاو اهل3لحتو
AB ةكراشملا •

AB امo ،هتءافكو لمعلا ةدوج c<Bسحتل تاحt;قم مOدقت 6
 قئاثولاو ةفشرلأا ة3جهنم كلذ 6

 .اهب ةطrترملا
 .ةجاحلا بسح ةعونتم غيصo رEراقت دادع�و اهل3لحتو ةلصلا تاذ داوملا ةعجارمo علاطضلاا •
 .ةفشرلأا ة3جهنم Nع ددجلا ق�Eفلا ءاضعأ بEردت •
 مهرفوت نيذلا c<Bصتخملاو ءلامزلاو c<Bف��ملا عم قيس�تلاo لمعلاo طrترملا 6̧فنلا رثلأا ةجلاعم •

 .ةسسؤملا
AB ةكراشملا •

 .ةلصلا تاذ لمعلا شروو تاعامتجلاا 6
 .ەاوتحمو لمعلا ةع3بط صخO ام3ف ةماتلا ة�Eلا Nع ظافحلا •

 
 تاءافnلاو ةlmخلاو م)لعتلا :ةhiلطملا تلاeؤملا

AB نوكت نأ لَّضفOُ ،ة3نهملا ة�;خلا نم )2( نات�س •
 وأ ،تامولعملا ةرادإ وأ ،تانا3بلا لاخدإ تلااجم 6

 .ةحوتفملا رداصملا Nع دامتعلااo ل3لحتلاو ثحrلا وأ ،ملاعلإا لئاسو دصر
AB لَّضفOُ ،طسوتم دهعم ةداهش •

 وأ ،لاصتلااو ملاعلإا وأ ،نوناقلا وأ ،ةفاحصلا وأ ،ملاعلإا تاصصخت 6
 .تامولعملا مظن

 .هتاروطتو يروسلا قا3سلا<و اEروس| ةق3مع ةفرعم •
ةoاتك ة3<�علا ةغللا ناقتإ •

ً
اثدّحتو 

AB ةلوادتملا ىرخلأا تاغللاو ةBE>;لجنلإا ةغللا دّعتُ ام& .¢
 ةBً>;م اEروس 6

 .ة3فاضإ
 .ة3نوd;tللإا مدختسملا تاهجاوو ة3<¤ساحلا جما�;لا مادختسا ةداجإ •
AB لمعلا Nع ةردقلا •

AB امo ،ةدهِجم فورظ لظ 6
 عم لماعتلاو ةدهاشمو ةءارقل دادعتسلاا كلذ 6

 .ف3نعلاو مداصلا ىوتحملا
 .c<Bف��ملاو ءلامزلا عم لاعّفلاو B6¡هملا لماعتلا Nع ةردقلا •
 .تامولعملا نم ةدقعمو ة>;بك تا3م& عم لماعتلا Nع ةردقلا •
 .ل3صافتلاo مامتهلااو ةقدلا نم ة3لاع ةجردo مس­ي لمع مOدقتب ماtB;لاو ةخسار لمع تا3قلاخأ •
 .تانا3بلا ةOامح تاسا3س| ماtB;للااو B6¡هملا ظفحتلاو ة3قوثوملاو ة�Eلا نم ة3لاع >;ياعم •
AB ة3لاقتنلاا ةلادعلا قيقحتب ماtB;للااو ة3صخشلا ةهاBB;لا نم ة3لاع ةجرد •

 .اEروس 6
 
 :اsازملاو بتارلا
 .صاخلا Ã6صلا c<Bمأتلاو ة3عامتجلاا تانيمأتلا اهنمض نم ةسفانم تاB>;ممو تاضE¤عت ةمظنملا مدقت
 .ةEروس ة>;ل  91,000  وه بصنملا اذهب صاخلا بتارلا
 

 :مsدقتلا ةقabط
AB امتهم تنك اذإ

 لمعلل عفادلا ةلاسرو ة3تاذلا ة>;سلا قافر�و ف3ظوتلا بلط ةئبعت ءاجرلا ,ةف3ظولا ەذهل مدقتلا 6
zكمامتها عفاود اهللاخ نم ح�� oع طغضلا للاخ نم ةف3ظولل كتمءلام ىدمو لمعلاN ارلاoط: 
 

walarshft-altwthyq-https://truthguardians.ngo/careers/mswwl 
 

https://truthguardians.ngo/careers/mswwl-altwthyq-walarshft
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 ٢٠٢٦ لولأا نz��E ٣١ :مsدقتلل موي رخآ

 .ةف3ظولل ة<¤لطملا تلاهؤملا نوفوتسÐ نمم c<Bمدقتملا عم طقف لصاوتلا متÏس

 ةمظنملا ظفتحتو ،رمتسمو يرود لuش| تاrلطلا ةعجارم متÏس ،ةف3ظولا ەذهل جا3تحلال ارًظن هنأ ملعلا �Ñري
oاهقح AB

 .رغاشلا NÓم دنع ددحملا دعوملا لrق نلاعلإا قلاغإ 6

AB ع¤نتلا زیزعت ةیمھأب ةقیقحلا سارح ةمظنم نمؤت
 c<Bلهؤملا تامدقتملاو c<Bمدقتملا عيمج عجشzو ،لمعلا ةئÏب 6

 .B>;يمت نود ةنلعملا فئاظولل مدقتلا Nع

AB امo ،كاهتنلااو للاغتسلاا لاuشأ عيمج نم اهيعوطتمو اهيفظوم ةOامحo ةق)قحلا سارح ةمظنم مtB;لت
 كلذ 6

 .مهل ةنمآ ةئÏب >;فوت Nع لمعلاو ،ةءاسلإاو ىذلأا نم لافطلأا ةOامحo مtB;لت ام& .ة3س�جلا ةءاسلإا وأ للاغتسلاا
 وأ ىذلأا وأ شرحتلا لاuشأ نم لuش يأ نم ة3لاخ ،عيمجلل ةمt;حمو ةنمآ لمع ةئÏب >;فوت ]إ ةمظنملا ¥سzو
 .c<Bعوطتملاو c<Bفظوملا ةملاسو ةمارك Nع ظافحلا نمضO امo ،كولسلا ءوس وأ للاغتسلاا
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VACANCY ANNOUNCEMENT  
 

The Documentation & Archive Officer  
FULL TIME, Damascus 

 
 
ABOUT Truth Guardians: 
Truth Guardians is a non-profit organisation working in Syria and The Netherlands. The 
Organization is founded by White Helmets members aiming to provide aid to 
communities and persons recovering from conflicts and disasters; provide support to 
displaced people and hosting communities; support justice, accountability, rule of law, 
human rights efforts, and research activities. 
 
Truth Guardians is an equal opportunities employer and applications are actively 
encouraged from suitably qualified and eligible candidates regardless of sex, race, 
disability, age, religion or belief, marital status, or pregnancy and maternity. 

 
SCOPE OF WORK 
Within in the Documentation and Archive Team (DAT), the Documentation and 
Archive Officer (DO) is responsible for cataloguing and analysing multi-format 
documentation data, including visual, textual, and structured materials; processing 
information; and uploading it in the relevant data management systems.  
Due to the nature of the project, DOs will be required to work with potentially 
graphic and violent content on a regular basis.   
 
TERMS OF REFERENCE  

• Duty station: Damascus_Syria  
• Line manager: Project Manager, Documentation and Archive Team (DAT) 
• Line management Responsibility: N/A 
• Full-time/Part-time: Full-time  

Tasks and activities:  
• Review multi-format documentation (videos, pictures, sound files, documents, 

etc.) which may include graphic content (human remains, dead bodies, etc.), 
scenes of violence (destruction, air-strikes, shelling, shooting, etc.), and/or 
readings or recordings of survivor testimonies or accounts.    

• Enter documentation-related data into digital systems, archiving and storing 
documents according to established organisational systems with respect of the 
core principles of digital authenticity and reliability.  

• Transcribe content from paper and audio documents into accurate digital 
formats and ensure documents are preserved and protected from damage or 
loss in full compliance of chain of custody requirements.  
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• Retrieve documents upon request quickly and accurately, maintaining 
document integrity with respect of the core principles of digital authenticity 
and reliability, and ensuring consistency in chain of custody of storage and 
cataloguing.   

• By understanding the context and background in which the content was 
created, analyse and accurately tag, label, group, and categorise information 
according to the initial analysis and organisation guidelines, methodology, and 
standards.  

• Produce tape summaries and transcripts of oral recordings by listening to the 
content.  

• Identify problematic areas and gaps in data and report these to supervisors.   
• Collaborate with team members to address and resolve complex issues 

encountered during information review and analysis.  
• Participate in recommending improvements to the quality and efficiency of the 

work, including to the archive methodology and associated documents.  
• Undertake the review and analysis of relevant materials and draft reports in a 

variety of formats as required.  
• Train new team members on the archive methodology.  
• Address work-related psychological impact with supervisors, colleagues, and 

specialists provided by the organisation.  
• Participate in meetings and workshops as relevant.  
• Maintain confidentiality about the work's form and content. 

Required qualifications: Education, Experience and Competencies:  
• Two (2) years of professional experience, preferably in data entry, information 

management, media monitoring, or in open-source intelligence research.  
• Middle institute degree preferred in media, journalism, law studies, information 

and communication, or information systems.  
• Strong knowledge of Syria and the Syrian conflict .  
• Fluent in Arabic (spoken and written). English and additional languages spoken 

in Syria is an advantage.  
• Proficiency with software and online user interfaces.  
• Ability to work under stressful conditions including a willingness to read, watch, 

and handle graphic and violent content.  
• Ability to function professionally and effectively with co-workers and 

supervisors.  
• Ability to handle complex/large amounts of information.  
• Strong work ethic and commitment to delivering work with a high degree of 

accuracy and attention to detail.  
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• High standards of confidentiality, reliability, discretion, and compliance with 
data protection policies.  

• High degree of personal integrity and a commitment to transitional justice in 
Syria. 

Salary and Benefits 
The Organization offers a competitive remuneration package including social security 
and private health insurance. 
 
Salary of this position is SYP 91,000 
 
How to Apply; 
If you are interested in applying for this position, please fill out the application form 
through visiting our website and attach your CV and a covering letter explaining your 
background, suitability for the role and interest in what we do. 
 
https://truthguardians.ngo/careers/mswwl-altwthyq-walarshft 
 
Closing date for application: 31 Oct 2026. 
 
Only shortlisted applicants who meet the required job qualifications will be contacted. 
 
Please note that due to the urgency of this position we will review the applications 
regularly and we do reserve the right to close this advertisement early; the closing 
date will be upon successful recruitment. 
 
 
Truth Guardians believes in achieving diversity in its workforce by encouraging all 
qualified applicants, both male and female, to apply for announced vacancies. 
 
Truth Guardians is committed to its employees, ensuring they are not subject to 
sexual exploitation or abuse in exchange for the services they provide. Additionally, 
they are responsible for safeguarding children from harm and abuse, ensuring a safe 
environment for them. The organization strives to create a secure work environment 
for everyone, free from any form of harassment, harm, exploitation, or misconduct 
during work that may undermine the dignity and safety of volunteers and employees. 
 
 
 

https://truthguardians.ngo/careers/mswwl-altwthyq-walarshft

