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AS A American Society of
§ Addiction Medicine

Position Description

Date: November 5, 2024

Position Title: Manager, Learning Management Systems
Reports To: Director, Conferences & Online Learning
Status: Exempt

Position Summary:

The Learning Management Systems manager leads the creation and maintenance of educational
activity products and education program pages in ASAM’s learning management systems (LMS).
This position collaborates with the leadership team and project leads to publish and manage
educational content in the LMS, while ensuring consistency and creating standard processes across
all educational products.

Responsibilities/Duties:

Perform LMS administrative functions, including the creation of educational activities and
management of user enrollments, program pages, registration, security permissions, and
integration with third-party tools.

Review products and pages before launch for adherence to ASAM guidelines and
accreditation requirements.

Assist with ad-hoc projects within the team and other administrative tasks as assigned
Maintain or create instruction manuals for staff for developing/formatting LMS pages, new
products, and other commonly used features.

Conduct regular reviews/audits and maintenance/clean-up for LMS pages, products, user
accounts (eg, check for broken links, updating outdated language, cleaning up duplicate user
accounts).

Generate usage reports and maintain large data sets to provide accurate reporting on
elLearning Center activities

Support team members and learners with LMS questions. Independently work with the
appropriate parties to develop solutions.

Proactively work with internal teams to ensure adherence to guidelines, address changing
program needs, and implement new features.

Train staff and members on LMS features and additional performance enhancements, as
needed.

Provide regular reports on LMS finances and usage data for senior staff and others as
requested. Update internal teams or other stakeholders.

Pull data from LMS and contribute to analysis for learner evaluation and outcomes in
collaboration with Evaluation Team and other internal teams.

Develop and implement new strategies to ensure user engagement and budget goals are
met (in coordination with marketing and program leads).

Track and maintain the budget, including processing refunds, invoices, and sales batches.
Assist in the development of the LMS budget.

Stay up to date with new LMS features and serve as primary liaison with LMS Vendor. When
relevant, inform other team members about new features and lead implementation.
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Required Qualifications & Abilities:
e Bachelor's degree
Knowledge of systems/databases from the front and back-end
Fast learner, especially with new technology or systems
Detail-oriented and organized
Excellent project management skills
Prioritization/time management skills
Excellent Microsoft Excel skills
Proficient with Microsoft Office
Basic HTML skills
Independent problem-solving skills
Experience with technical troubleshooting/customer service

Desired Qualifications & Abilities:
e Master's degree in Computer Science, Information Technology, Educational Technology,
Adult Education and/or a related field
e Basic understanding of design principles and ability to apply best practices in user interface
and user experience design
e Experience with components of adult learning courses

e Familiarity with non-profit organizations

Works closely with:
e All members of the education department
¢ Vendors and/or contractors

Salary and Benefits:
Salary: $65,000 - $70,000 Commensurate with experience.

Benefits: Robust benefits, including 4 weeks (paid) parental leave, family health, vision, and dental
benefits, 401(k) plan match. Flexible remote work arrangements available.

To Apply:

Please submit a resume and cover letter explaining your interest in this position and how your skills
match the position to the following address:
https://recruiting.myapps.paychex.com/appone/MaininfoReg.asp?R_1D=6554923

ASAM provides equal opportunity to all staff. No person shall be discriminated against because of
race, color, religion, sex, national or ethnic origin, age, physical handicaps, marital status, sexual
orientation, family responsibilities, political affiliation, or any other category that is protected by
federal law or the laws of the Maryland.

ASAM is proud to be honored with the Sloan Award for Excellence in Workplace Effectiveness and
Flexibility for its use of flexibility and other aspects of workplace effectiveness as a workplace
strategy to increase business and employee success. ASAM was one of eight organizations and the
only association to be recognized in the state of Maryland.
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