
Job Train - Menlo Park (5924)
To: Employment Counselor
Date: 05/14/2024

is now hiring!

95128

San Jose, CA, 95128

 

Learning & Leadership LMS Admin

Benefits: Candidates on temporary assignment may qualify for our
competitive benefits package which includes group health, life and
disability insurance and voluntary benefits such as retirement
savings and holiday pay.

Salary range: DOE
Employment status: Contract / Temporary

Description

Robert Half is looking for a Learning and Leadership LMS Admin to partner with Program Manager to ensure subsequent communications
are aligned with LMS activities Build out learner LMS experience end to end and manage all administrative and technical aspects of the
LMS system, including uploading content, creating courses, testing, enrollment process and rosters. 

Key responsibilities

Gather and capture essential information to reproduce client support issues and escalate to advanced technical or operational
support 
Manage calendaring component of learning and leadership courses if applicable Conform LMS platform for different use cases
based on course needs 
Partner with our HRIS team to send out surveys through culture amp related to learning and leadership programs
Pull metrics from LMS and analyze efficiency and effectiveness of the course, learner needs and better system utilization and user
experience 
Automate the experiences end to end and document all processes
Stay on top of new product features and capabilities as they are developed and released by the product team
Make recommendations for improvements to content management, workflow processes, and client experience 
Provide excellent customer service by ensuring smooth communication and coordination of learning events and responding to
customer questions in a timely manner 
Responsible for operational support of existing L& amp;D products through: roster management scheduling/calendar invites
coordinating events (e.g., learning offerings) managing onboarding checklists supporting onboarding by completing weekly admin
tasks coordinating L& amp;L requests submitted by the business and triaging to appropriate product owner responding to customer
inquiries providing routine data/metrics for reporting

Requirements

Education: Bachelors preferred

Required Skills: 

1-3 years working as a Learning Management System Administrator 
Prior experience with MindTickle 
A customer-focused mindset 
Open collaborative style: ability to work both in a team environment and autonomously with minimal supervision or direction 
Ability to maintain detailed internal processes and logistical operations 
Experience with Google Drive and Smartsheet

Technology Doesn't Change the World, People Do.®

Robert Half is the world’s first and largest specialized talent solutions firm that connects highly qualified job seekers to opportunities at great
companies. We offer contract, temporary and permanent placement solutions for finance and accounting, technology, marketing and
creative, legal, and administrative and customer support roles.

Robert Half puts you in the best position to succeed by advocating on your behalf and promoting you to employers. We provide access to
top jobs, competitive compensation and benefits, and free online training. Stay on top of every opportunity – even on the go. Download the
Robert Half app and get 1-tap apply, instant notifications for AI-matched jobs, and more.

Questions? Call your local office at 1.888.490.4429. Robert Half will consider qualified applicants with criminal histories in a manner
consistent with the requirements of the San Francisco Fair Chance Ordinance. All applicants applying for U.S. job openings must be
authorized to work in the United States. Benefits are available to temporary professionals. Visit https://roberthalf.gobenefits.net/ for more
information.

© 2022 Robert Half. An Equal Opportunity Employer. M/F/Disability/Veterans. By clicking “Apply Now,” you’re agreeing to Robert Half’s
Terms of Use.
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Terms of Use.

Apply Here For Job Posting

 

Please contact Ernst & Young at 866-834-5115 with any questions. Thank you for your assistance.

This Job Posting will expire in 10 days.
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