
 

 
 

Program Officer, Professional Fellows Program 
Program Development Department 

Reports To: Assistant Director,  
Indo-Pacific Programs 

Classification:     FT 

FLSA Status: Exempt  Effective Date:    October 2021 

Position Summary: Reporting to the Assistant Director, Indo-Pacific Programs, the Program Officer, Professional Fellows 
Program will be the primary implementer for the Professional Fellows Program. They will coordinate 
program engagement with external stakeholders, including regional partners in the Pacific, oversee 
participant recruitment, selection, and participation, lead fellowship placements and program 
content, and supervise staff assisting with program logistics and administration.  

Essential Duties and  
Responsibilities: 

Program and Grant Management: 

• Serves as primary implementor for the U.S. Department of State Professional Fellows Program 
– Economic Empowerment in the Pacific Region  

• In collaboration with supervisor, and funder requirements, organizes program work plans, 
content development, and participant recruitment and selection 

• Oversees full program implementation cycle of the four-part, two-way exchange between 
eligible Pacific countries and the United States ensuring that the program provides robust and 
meaningful experiences in line with the mission of Cultural Vistas 

• Serves as the primary point of contact for all participants, including identifying a five-week 
fellowship placement at a relevant public and/or private sector organization in the U.S.  

• Develops program content in consultation with U.S. Department of State regarding 
orientations, debriefings, virtual engagement, and supplemental activities to take place during 
fellowship programming 

• Oversees staff supporting program logistics to align with overall work plan 

• Serves as primary liaison with regional partners in Pacific in support of program outreach and 
engagement, participant recruitment, and regional program monitoring 

• Prioritizes tasks, problem-solves and multi-tasks in a time sensitive, client-focused work 
environment 

• Ensures high quality and consistent customer service to all clients, including stakeholders, 
funders, hosts, partners, and participants 

• Works closely with Marketing and Communications team to develop comprehensive marketing 
and digital engagement strategy to meet funders’ expectations and program needs 

• Works closely with other departments at Cultural Vistas to complete program requirements 
(i.e., Accounting, Human Resources, IT, Marketing & Communications) 

• Supports grant and budget management as delegated by supervisor, including grant 
compliance, monitoring, and reporting, and budget reconciliation 

 
Professional Development:  

• Develops and maintains an advanced knowledge of regulations, application requirements and 
Cultural Vistas policies in order to properly represent Cultural Vistas and the U.S. Department 
of State 

• Develops and maintains industry knowledge by seeking out educational workshops, classes, and 
related publications 

• Supports on-going communication to all appropriate staff as it pertains to initiatives and new 
and existing business 

• Supports department collaboration with other Cultural Vistas’ departments to complete 
projects and programs (i.e., Accounting, Human Resources, IT, Communications, Alumni) 



• Takes a proactive approach to improve business functions and workflow within department 

• Properly monitors assignments to completion and provides feedback and appreciation 

• Works in accordance with the mission, goals, values, and strategic direction of Cultural Vistas 

Skills and Abilities  
Required: 

• Strong understanding of program management, project implementation, and working within 
the constraints of a budget 

• Demonstrated ability to multi-task, prioritize workload, remain organized, and make decisions 
in a fast- paced, deadline sensitive environment 

• Strong critical thinking and problem-solving skills; an overall analytical approach 

• Ability to effectively handle ambiguity by creating focus and direction for oneself 

• Ability to effectively delegate and monitor assignments to completion 

• Ability to articulate positively, clearly, and professionally to diverse audiences 

• Ability to seek and use input from peers when necessary before making decisions 

• Honest, direct, and transparent communication regardless of the message 

• Superior writing skills, familiarity with drafting press releases, reports, and other external 
communications documents 

• Effectively communicates, both verbally and in writing, with supervisors, colleagues, external 
stakeholders, and people of all backgrounds 

• Ability to build and maintain positive relationships internally and externally 

• High level of concern for client relationships and providing exceptional customer service  

• Commitment to professionalism and professional development 

• Continuous commitment to professional development for oneself and others in the department 

• Interest in and commitment to the mission of Cultural Vistas 

• Foreign language skills a plus 

Computer Equipment 
and Software 
Experience Required: 

 Must be proficient in Microsoft Suite products. CRM experience and proficiency (including Salesforce) a 
plus. Familiarity with WordPress, Canva, or other design programs a plus. 

Education and  
Experience Required: 

Education: Bachelor’s degree required. Master’s degree a plus. 

Years of Experience: Minimum of one (1) year previous experience in a supervisory capacity and three 

plus (3+) years of administrative and programming experience required. Previous experience in cultural 

exchange or international relations strongly encouraged.  

Physical Demands of 
Position: 

Domestic and international travel may be required. Work on weekends, holidays, and evenings may be 
required. 

 
A review of this position has excluded the marginal functions of the position that are incidental to the performance of 

fundamental job duties.  All duties and responsibilities are essential job functions and requirements are subject to possible 
modification to reasonably accommodate individuals with disabilities. To perform this job successfully, the incumbent will 

possess the skills, aptitudes, and abilities to perform each duty proficiently.  Some requirements may exclude individuals who 
pose a direct threat or significant risk to the health or safety of themselves or others.  The requirements listed in this 

document are minimum levels of knowledge, skills, and/or abilities.   
 

This document does not create an employment contract, implied or otherwise, other than an “at will” relationship. 


