
CLASSIFICATION SPECIFICATION  
 

Learning Management System Administrator  
 

FT/PT Class Code: 5104, 5604     Pay Grade: B/C 20    FLSA: Exempt      Est. 12/02/2022 
 

 
NATURE AND SCOPE: 
 
An incumbent in this class functions independently under the supervision of the director of instructional design 

and technology. The incumbent is responsible for supporting daily operations and functions associated with the 

LMS and conducting analysis related to LMS usage and learner analytics. The incumbent supports end-users 

and conducts training of faculty and staff in the technical use of LMS tools and features in conjunction with 

instructional designers.  

 
 
PRINCIPAL ACCOUNTABILITIES: 
 

An incumbent may perform any combination of the below listed accountabilities: 
 

1. Serves as a senior technical lead for a variety of educational systems projects as assigned by a director or 

vice president for information and instructional technology. 

2. Responsible for all aspects of administration of the college’s learning management system and the 

integration, including but not limited to planning, testing, implementation, and maintenance of new 

educational technologies including third-party supporting products, and data systems.    

3. Responsible for systemwide course creation, content, and user management ensuring all data records are 

secure, accurate, and ready for proper data analysis.  

4. Responsible for generating systemwide reports and maintaining existing reports while safeguarding 

College data collection, reporting and analysis. 

5. Writes functional/technical specifications and documents technical processes and procedures.  

6. Provides documentation and training to faculty and staff regarding the procedures, methods, and use of 

technology resources. 

 

SUMMARY STATEMENT:  The incumbent will provide management and support for a critical 
collegewide IT system.  The learning management system (LMS) is used by every instructor and 
student at the institution. It provides all students with access to course materials, assignments, 
communication, and support resources.  The incumbent works with the divisions of information and 
instructional technology, the office of research and analytics, as well as other key stakeholders 
across the College community to support the vision and plan for the application of learning 
management and data systems for the College. The incumbent is responsible for maintaining 24/7 
availability of those systems. 



 

7. Serves as division representative on collegewide and campus committees to provide input regarding the 

LMS and educational technology systems issues as assigned. Assists information and instructional 

technology leadership with special projects as assigned. 

8. Remains current on state-of-the-art trends in the field. 

9. Performs other related duties as required. 

 

KNOWLEDGE, SKILLS, AND ABILITIES: 
 

◊ Knowledge and experience using LMS for course delivery. 

◊ Ability to interface with internal and external clients and outside vendors and supporters including the 

ability to explain technical concepts in non-technical terms.  

◊ Ability to write and/or edit technical documentation.  

◊ Ability to provide excellent customer service and support-oriented approaches to interaction.  

◊ Demonstrated experience working with a diverse user group.  

◊ Knowledge and awareness of the latest in educational technology and pedagogy, and an ability to apply 

that knowledge across disciplines. 

◊ Experience with the following: X/HTML, CSS, JavaScript (DHTML), Java, XML, Structured Query 

Language (SQL) or equivalent.  

◊ Ability to manage and/or implement of business and functional requirements.  

◊ Knowledge of web accessibility best practices.  

◊ Knowledge of standards (i.e., IMS, SCORM, LTI) and their implementation.  

◊ Basic networking and web server knowledge.  

◊ Basic understanding of instructional design principles, practices, and/or theories.  

◊ Demonstrated commitment to diversity and inclusion.  

◊ Ability to communicate effectively both orally and in writing, with system users, management, and vendors. 

◊ Ability to solve complex technical problems with creative and functional solutions. 

 

 

MINIMUM QUALIFICATIONS: 
 

◊ Bachelor’s degree in Information Technology, Instruction Technology, Data Analytics, Computer 

Science, or other closely related technology for other equivalent combination of education and experience. 

◊ Proficiency with learning management systems, synchronous learning applications, data analytics and 

comprehensive experience using a wide range of instructional technologies, software applications, and 

data analytics software. 

◊ Minimum 3 years’ experience of related instructional technology, LMS and/or data analytics experience. 


