
 
 

JOB DESCRIPTION 
 
Position: Program Officer for Mellon Fellowship Program for Emerging Displaced Scholars 
Reports to: Program Manager and Deputy Director 
Job Type: Full-Time 
Hours/Week: 40 
 
About the role: 
Columbia Global Centers | Amman is hiring a Program Officer to manage and coordinate various 
components of the Mellon Fellowship Program for Emerging Displaced Scholars. The Program 
Officer will be responsible for the day-to-day operations of the fellowship program. In this role, 
he/she will work under the Deputy Director of the Amman Center and Program Manager to 
implement and manage the program, as well as serve as a liaison between the displaced emerging 
scholars and Columbia University.  
 
About the Mellon Fellowship Program for Emerging Displaced Scholars: 
The Fellowship Program targets advanced PhD students, post-doctoral fellows, and early-career 
scholars who were forcibly uprooted from their home countries and respective academic 
institutions for reasons related to the emergence of security concerns and armed conflict. The 
program commenced on January 1, 2020 and is ending on December 31, 2023. The four-year 
Fellowship Program aims to nurture a total of 25 emerging scholars in an academic ecosystem 
and provide them with learning opportunities to advance their careers and research. 
 
The main objectives of the Program: 

 Build academic capacity through access to online courses at Columbia University and 
other platforms by identifying and enrolling them into training workshops  

 Support the academic development of fellows by matching them with a relevant faculty 
member that would provide mentorship, advice, and support 

 Strengthen global connectedness by linking emerging displaced scholars to academics, 
practitioners, and experts across the Columbia Global Centers’ network 

 Enable emerging displaced scholars to embark on academic projects, including 
publication of their work in a safe environment 

 Highlight the research work of emerging displaced scholars by disseminating their 
intellectual products and facilitating exchange through the Columbia Global Centers’ 
network and with relevant Columbia University schools and institutes. 

 



Key Responsibilities and Duties  

 Work closely with the Program Manager in the recruitment process of the incoming 
Fellowship class and assist in managing the selection process 

 Build capacity of emerging scholars and enhancing their learning by identifying and 
partnering with key stakeholders across the University to deliver a high quality 
educational experience for the fellows that meet the Program’s objective 

 Work closely with the Programs team at the Amman Center and Columbia University 
schools to develop workshops for each cohort to be delivered at the Amman Center 

 Support fellows’ learning needs by identifying opportunities and facilitating access to 
online courses at Columbia University and other platforms 

 Facilitate fellows’ access to Columbia University online library resources and educational 
materials 

 Cultivate an extended support network among Columbia faculty members for the 
displaced scholars 

 Identify Columbia faculty as mentors for the fellows and match each emerging scholar 
with a relevant faculty member that would provide advice and support 

 Coordinate mentor-mentee relationships 
 Develop fellows’ profiles and fellowship planned activities with clear and achievable 

goals 
 Identify and facilitate experiential learning opportunities and internships for fellows 
 Support fellows with convening roundtable discussions, planning conferences, and giving 

talks related to their subject areas  
 Promote opportunities for global scholarly engagement by facilitating access to networks 

of experts and partner organizations 
 Assist fellows in identifying post-fellowship pathways and enabling skills-based 

matching 
 Support fellows in preparing proposals for projects at the end of their fellowship 
 Support the dissemination of fellows’ work through the sharing of their publications, 

research products, and data collected during their fellowship 
 Monitor, assess, and document the progress of the fellows and prepare reports to the 

funder 
 Work closely with the advisory council, an overarching, high-level body that provides 

ongoing strategic leadership and advice regarding the program’s activities and plans, 
offer input on the selection criteria for scholars, as well as assist in the identification of 
faculty mentors for resident fellows 

 Work closely with the selection committee responsible for reviewing applications and 
interviewing scholars 



 Provide operational and logistical support (i.e. facilitating the process associated with 
obtaining permits and legal documents, identifying housing, accessing work spaces and 
IT equipment). 

 Assist the Finance Manager on tracking financial expenditure and budget planning 
throughout the duration of the program 

Required qualifications: 

 Experience in a student development environment, preferably with international 
programming experience 

 Experience working directly with international students, scholars, or fellows at the post-
secondary level 

 Minimum 4 years’ work experience in human resources and academia 
 Bilingual: Arabic and English  

Preferred qualifications:  

 The candidate should be a self-starter able to envision a development pathway for the 
program and execute upon that vision under the guidance of the Deputy Director and 
Program Manager. Master's degree in Education is preferred. 

Required skills: 

 The candidate must have outstanding organizational and time management skills and be 
extremely detail-oriented in an academic environment 

 Superior written and verbal communication skills and experience in report writing 
 Exceptional Interpersonal skills and an ability to build a network of contacts and interact 

effectively with people at varying organizational levels 
 Demonstrated ability to track long-term projects 
 Demonstrated experience in building and maintaining partnerships 
 Ability to think ‘outside the square’ when applying problem solving skills to emerging 

issues 
 Demonstrated experience in coordinating events in diverse, complex environments 
 Ability to function independently in an international multi-cultural environment 
 Proficiency in Word, Excel, PowerPoint, and Outlook are required 
 Committed and enjoys the capacity to set meaningful priorities using a methodical 

approach 

Background on the Columbia Global Centers | Amman 

Columbia Global Centers | Amman (Amman Center) was established in March 2009 as one of 
the first in the network of Columbia Global Centers. The Global Centers promote and facilitate 



the collaborative and impactful engagement of the University's faculty, students, and alumni with 
the world to enhance understanding, address global challenges, and advance knowledge and its 
exchange. The Centers are located in Amman, Beijing, Istanbul, Mumbai, Nairobi, Paris, Rio de 
Janeiro, Santiago, and Tunis. The Amman Center serves as a hub for programs and educational 
initiatives throughout the Middle East; providing Columbia faculty and students with 
opportunities to expand their research and scholarship, but also act as a conduit for knowledge 
exchange and skill development with local and regional academics, experts, and practitioners. 
 
The Columbia Global Centers, among other important global initiatives of the University, 
represent multidirectional learning through its range of programmatic activities. The Center’s 
scope of work includes: outreach, capacity building, cultivating learning opportunities, and 
addressing regional and global issues. 
 
 

Interested and competent candidates are requested to send their  
CV and cover letter to ls3002@columbia.edu. 

Applications should clearly specify the position of interest, otherwise will not be considered. 
 


