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Job Vacancy Announcement

Annonce de poste vacant

Vacancy code/ Code de la vacance
Aaglosll 5ay
Date to launch announcement
Date de lancement de I'annonce
O s
Application deadline/ Date limite de soumission
Sl euas 2lie
Place of work/ Lieu de travail
Jeadl 180
Employer/Employeur
Jeall 2
Employer profile/ Profil de 'employeur
Jeall &> ye Al

Unit-Department/ Unité - Département
PO
Job title/ Profession
dadsoll el
No. of positions available/ Nombre de postes disponibles
el sl
Type of contract and duration/ Type de contrat et durée
aalazll 5,8
Roles and responsibilities/ Roles et responsabilités

il 5 sasall

10/2023 LIT

21/03/2023

10 Days

Online

il 4y g e (g 59dl 55,

Aatun Zalaie 52 (SCM) susatll &g M 5 53dl S,
el &y (s paizma ] B Ay 89 AungS pL
& by Sy Alaall ] Jgamslly olud | Ggamg azzally
a0 Blglually 2umelly Jutadl e aods Jolrioss wle agams
LIy olud ¥l Gsdm pl s

Justice and Rule of Law Program

Data Entry

7 Months
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Gl saed e Leliaat g 4 glhaall cila glaall JI8a) o Entering the required information,
uploading it to the database, and updating

Al
A o Lead 5ol 5 daad ) o ) o) ) Jygad o the entered data periodically and within
Glilall 3ac @ ) )
i _ the requirements of the time plan
bl sacld a8 deodiudl) il pe Lgdh) 53 % Converting physical records into digital

S satl an gl e Uay JAOU 6 3alall bl dxal je o
(85 e iy oLl

1 1L alal) il 5 e ghea e Jgeanlly Gyl o database system

Cila glaall jalias g LAY faa AlaiSa yad) il

Aagiad) palad) ey Llala dalid)

copies and inserting them into the

« Collect, sort, revise and verify data and

AL am g il iy Ala e Ap i) o information and ensure that they are

AU Ji) dglee 2085 5 UL Bac
Loz Jalxill

8N g bl Dl g ) cilaland JUY) o % Review data which is ready for entry in
Sl b dadadl)

bl ) s e s pdadl e lgalhay 5530 alga sl

consistent with the models used in the

database system.

search of deficiencies or errors and correct

incompatibilities.

2
L X4

Search and obtain information and data for

incomplete documents and data within the

capabilities and sources of information
available internally and on open sources.

#% Preparing periodic reports on the status of
project data within the database system
and providing the data entry process.

% Maintaining the confidentiality and privacy

of the information and data that is

handled.
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« Compliance with the security, data
integrity and digital security policies
applied within the center.

< Any other tasks required by the project
manager or the direct manager

Compétences et qualifications requises Required degrees/certifications and qualifications

4 gl colelasl) 5 ol il

% Professional in dealing with computer software,
&y}ﬁu’jﬁg&\@\ﬁ@&\aﬂ\g%\é\)ﬁ;\ °

Microsoft Excel sheets, and the internet
a0 i Y el s ULl Aadlae Jslaa 5 e 52 I e ' |

Janll softwares needed for work
ik yaidll ol by dgal Lala sl Gl ) @ < Familiarity with the Syrian context, especially
Fassl with the parties involved in the conflict.
a3 it JSy Jeall HaE 5 2lue a1y 5 8 Gaa Jany @ < works within a team but is ready and able to
Blina g damia a5k 8 g Lkl

work alone under pressure and in difficult and
pedll 86 5 Jualdll 5 2800 alaia ) g day pudl dcbilall 3y @
Ll 5 il ae ) il )

Asdall il ey dlal dldy) o
Aandaill g 4y oVl ) leall dlial Joal gl G w3l @

IS5 4 ey salal s A el 4 WY s ARl S ) @
L gl cilall 0 6% e g den < Preference is given to candidates holding a

complex circumstances.
< Quick in printing , pays attention to accuracy
and detail, and has basic understanding and

management of databases.

university degree

2
%

Proficiency in communication skills in addition to
administrative and organizational skills.
< Native Arabic Speaker ,good in English well and

knowledge of legal terminologies .

Type of Announcement (Internal/External) External
How to apply/ comment s’inscrire Glllal) w448
- il &8 ) ALS Jual i) e slaa A1 5l s md O any @
ene dae 1) Cilgall sland S5 ae A8l il yuad) ¢(Jaad)
number, Mail address), previous experiences with Lelany i) ApaalSY) culaleil)

. The CV must include contact information (telephone

professional references, academic qualifications
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Le CV doitinclure les coordonnées de contact (numéro
de téléphone, adresse Mail), les expériences
antérieures avec des références professionnelles, les

qualifications académiques

. CV must be in PDF with the full name of the applicant

in the title

Le CV doit étre sous format PDF avec le nom complet

du demandeur dans le titre

. Applications sent via email jobs@scm.ngo with the
name of the vacancy in the email subject
candidatures envoyées par e-mail jobs@scm.ngo avec le

nom du poste vacant dans ['objet de I'e-mail

.Any application received after the deadline will be

rejected.

Toute candidature recue apres la date limite sera rejeté

.CVs will be reviewed after the deadline of submission,
and only shortlisted will be called for interviews. We

apologize for not sending replies to all.

Les CVs seront examinés apres la date limite de
soumission, et seuls les candidats retenus seront appelés
pour des entretiens. Nous nous excusons de ne pas avoir

envoyé de réponses a tous

@ scm.Center
@ SyrianCenter

@ scmSyrianCenter

@ info@scm.ngo

scm.ngo

Gl il Galal) e o PDF e apemy A1) o) S5 @

Sl
&= jobs@scm.ngo s A 2l ) L) Ju 5 o
5N 3 st (B Akl ol g
JM\L}A\&L@\M@)\&.\&éidﬁMeﬁg °

Al 5 (e Y B olgiil 2ay LGN juall dra) jo dlee faiin @
Jadd Cals gl dglac 8 Al Als pall | N0 Al cppad il 3 520
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