
 
 
 

JOB DESCRIPTION 
 

Palestinian Oral History Archive Project at the American University of 
Beirut 

Title: Research Assistant for Quality Control 

Duration: 1 year (renewable) 

Basic function 

The Palestinian Oral History Archive is seeking a full-time Research Assistant. The RA will 
engage in the project’s conceptualization and will conduct quality control over cataloging 
and indexing processes, and work flows.  He/she will work closely with all teams involved 
in the project, specifically, with the Executive and Cataloging teams, and the Project 
Manager. 

Duties performed 

1. Engages in conceptualizations, clarifications, and development of cataloging tools, 

workflows, and end products. Helps shape and streamline the Archive’s processes 

with the goal of upholding archiving best practices and international standards, 

while being sensitive to the socio-historical context and the oral nature of the 

medium at hand;  

2. Implements quality control of cataloging workflows and outputs: checks the 

cataloging and indexing records produced; ensures technical and conceptual 

consistency; helps manage cataloging workflows; helps refine cataloging and 

indexing tools, and produce supporting material as needed 

3. Assists in identifying areas of concern,  making recommendations for improving 

workflows, maximizing efficiency and enhancing cataloging and indexing accuracy;  

4. Assists in the development of the thesaurus for the archive; 

5. Assists in developing and refining manuals for cataloging and indexing, as well as 

quality control; 

6. Assists the Project Manager in planning and implementing outreach strategies, 

organizing various meetings, as well as establishing contacts and follow-up with 

different stakeholders; 



7. Assists the Project Manager and members of the Executive Committee in a variety of 

tasks related to the project; 

Qualifications 

1. BA or MA in Social Sciences, Library Science, or a relevant field; 

2. Demonstrated knowledge of modern Palestinian history; 

3. Excellent command of Arabic and English: spoken (classic and Levantine dialects), 

read and written; 

4. Experience in libraries, specifically in cataloging and indexing, is preferable. 

 

 

Application procedures 

Please send a CV, cover letter, and two recommendations (one academic required) to 
Manar Fleifel (mf80@aub.edu.lb) by Friday, July 8 with the subject, “Research Assistant–
Palestinian Oral History Archive”. 

 

Within the framework of Lebanese Law, the American University of Beirut is an equal 
opportunity employer. 
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