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The Documentation & Archive Officer
FULL TIME, Damascus

VACANCY ANNOUNCEMENT

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

e Duty station: Damascus_Syria

e Line manager: Project Manager, Documentation and Archive Team (DAT)
¢ Line management Responsibility: N/A

¢ Full-time/Part-time: Full-time

Tasks and activities:

e 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.

e 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.

e 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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e 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.

e 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.

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

¢ |dentify problematic areas and gaps in data and report these to supervisors.

e Collaborate with team members to address and resolve complex issues
encountered during information review and analysis.

e Participate in recommending improvements to the quality and efficiency of the
work, including to the archive methodology and associated documents.

e Undertake the review and analysis of relevant materials and draft reports in a
variety of formats as required.

e Train new team members on the archive methodology.

e Address work-related psychological impact with supervisors, colleagues, and
specialists provided by the organisation.

e Participate in meetings and workshops as relevant.

e Maintain confidentiality about the work's form and content.

Required qualifications: Education, Experience and Competencies:

e Two (2) years of professional experience, preferably in data entry, information
management, media monitoring, or in open-source intelligence research.

e Middle institute degree preferred in media, journalism, law studies, information
and communication, or information systems.

e Strong knowledge of Syria and the Syrian conflict .

e Fluent in Arabic (spoken and written). English and additional languages spoken
in Syria is an advantage.

e Proficiency with software and online user interfaces.

e Ability to work under stressful conditions including a willingness to read, watch,
and handle graphic and violent content.

e Ability to function professionally and effectively with co-workers and
supervisors.

e Ability to handle complex/large amounts of information.

e Strong work ethic and commitment to delivering work with a high degree of
accuracy and attention to detail.
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e High standards of confidentiality, reliability, discretion, and compliance with
data protection policies.

e 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-altwthyg-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.
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