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JOB DESCRIPTION

	Job Title
	Learning Management Systems Specialist
	Department
	L&D

	Reporting To
	Learning & Development Manager – Digital Learning
	Location
	Remote



Line Manager and Budgetary Responsibilities
Direct reports:		N/A
Indirect reports:	N/A
Budget managed:            N/A

Key working relationships
Internal:	eLearning content creators, L&D Managers, L&D Team, Technology, SME’s, Staff at sites
External:		LMS Provider, content providers

Job Purpose
The Learning Management Systems (LMS) Specialist is responsible for managing the configuration, optimisation, and enhancement of the Totara LMS across the organisation. This role is central to ensuring our LMS is robust, scalable, and aligned with organisational learning needs.
You will take ownership of evaluating the current system, redesigning its structure and workflows, and driving enhancements that improve functionality, performance, and user experience. Working closely with subject matter experts, you will reorganise and curate legacy materials into structured, branded learning journeys with consistent navigation and a cohesive user experience.
Success in this role requires a blend of technical expertise, instructional design awareness, and stakeholder engagement skills to fully leverage Totara’s capabilities and maximise its impact. By modernising and restructuring the LMS environment, you will elevate the platform into a professional learning experience that supports both organisational goals and learner needs.

Key Responsibilities
· [bookmark: _Hlk215827286]Manage the configuration, optimisation, and enhancement the Totara LMS to support mandatory training, clinical competencies, and continuing professional development (CPD).
· Conduct a full diagnostic review of the current LMS setup – including architecture, workflows, permissions, navigation, and user experience – and implement improvements based on best practice.
· Act as the primary technical liaison with the LMS vendor, managing upgrades, feature requests, integrations, and system‑level troubleshooting.
· Customise Totara functionality to support organisational learning strategies and evolving workforce development needs.
· Collaborate with eLearning content creators and subject matter experts to ensure the platform effectively supports the delivery of engaging digital learning pathways.
· Organise, rationalise, and restructure legacy content into coherent, branded learning journeys, ensuring consistency and system-level optimisation.
· Monitor system performance, diagnose complex technical issues, and coordinate with IT teams or vendors to ensure reliability, security and scalability.
· Use learner analytics and system data to identify trends, inform decision‑making, and drive continuous platform improvement.
· Develop and maintain system documentation, configuration records, and technical guidance to support effective LMS use.
· Stay current with Totara updates, eLearning trends, and emerging technologies to proactively shape the future direction of the platform.

Key Accountabilities
· LMS performance and reliability
· Learning platform optimization
· Effective learning delivery support
· Stakeholder support and guidance
· Learning impact and engagement
· Continuous improvement and innovation

[bookmark: _Hlk176528259]Health, Safety and Security
Maintaining and promoting the health, safety and security of everyone in the organisation, or anyone who comes into contact with it, either directly or through the actions of the organisation.

· Follow organisational policies, procedures and risk assessments to keep self and others safe at work.
· Help keep a healthy, safe and secure workplace for everyone.
· Work in a way that reduces risks to health, safety and security.
· Know what to do in an emergency at work, knows how to get help and acts immediately to get help.
· Reports any issues at work that may put self or others at a health, safety or security risk.

[bookmark: _Hlk176528254]Safeguarding
All employees have a responsible for the safeguarding of patients detained within Elysium Healthcare.  Employees have a duty to attend the training provided by Elysium Healthcare regarding Safeguarding Adults and Safeguarding Children. Employees must make themselves familiar with the types of abuse, the signs that abuse has taken place and the definition of a vulnerable adult. Employees will report all safeguarding incidents to their line manager and use the IRIS document to record all the required detailed information.  

It is the responsibility of every person to: 

· Take appropriate action where concerns are identified
· Act in a way that safeguards the wellbeing and interests of all service users, employees and visitors.
· Ensuring the confidentiality, security and accuracy of data, information and compliance with regulatory guidelines and statutory requirements. 
· Support the delivery of evidence-based service user care and treatment.  Ensuring that any relevant training is undertaken, and supervision is used appropriately. 
Diversity, Equality & Inclusion
[bookmark: _Hlk176528348]It is the responsibility of every person to act in ways that support diversity, equality and Inclusion. 

Diversity, equality and Inclusion are related to the actions and responsibilities of everyone – users of services including patients, clients and carers; work colleagues; employees and people in other organisations.

· Acts in accordance with legislation, policies, procedures and good practice.
· Treats everyone with dignity and respect.
· Allows others to express their views even when different from one’s own.
· Does not discriminate or offer a poor service because of others’ differences or different viewpoints.



Person Specification

All criteria are essential unless indicated as desirable (D).

Job Title:	Learning Management Systems Specialist	

Please note: Applicants must demonstrate, in their application form, that they currently use the skills outlined below or have used them previously in employment, education, training, volunteering etc.

Knowledge and Skills

· Strong knowledge of Learning Management Systems, ideally Totara, and digital learning tools, with the ability to configure, optimise, and support platform functionality.
· Strong technical troubleshooting skills expertise and a practical, hands-on, solutions-focused approach to diagnosing and resolving issues.
· Ability to evaluate platform quality and provide clear, evidence-based recommendations for improvement aligned with best practice and organisational standards.
· Understanding of learning design principles and the ability to collaborate effectively with content creators and SMEs.
· Strategic thinking and analytical skills, including the use of learner data to inform platform enhancements.
· Knowledge of accessibility standards and eLearning compliance frameworks (SCORM, xAPI), ensuring inclusivity and regulatory adherence.
· Familiarity with system integrations (e.g., HRIS and Power BI) to support seamless data flow and reporting.
· Strong verbal and written communication skills, with the confidence to engage stakeholders, build relationships, and work independently.

Experience

· Minimum 2 years’ hands-on experience managing, configuring, and optimising a LMS, ideally Totara (Moodle-based experience also considered), within complex organisational settings.
· Demonstrated ability to manage system improvements, platform redesigns, or LMS optimisation projects.
· Experience working within healthcare or other highly regulated environments, ensuring compliance with standards and audit requirements.
· Experience working in cross-functional teams to deliver effective learning solutions.
· Strong technical troubleshooting skills expertise and a methodical, solutions-focused approach.
· Proficiency in Totara reporting tools, dashboards, and data exports.
· Demonstrated commitment to professional development, including active participation in the Totara community, eLearning forums, or similar professional networks
· Totara certification or formal training. (D)

Other Requirements
· Flexibility in working hours and location, as per contract of employment.
· Where a current UK driving licence is held, a copy will be required to be submitted, and driving may constitute a part of your role.


This Job Description and Person Specification reflect the duties of the post as they exist at this time and may be subject to changed based on the needs of the department programme. The post-holder may be required, from time to time, to undertake other duties commensurate with the salary and job role requirements.

Pre-employment checks will be required for the role.

To be completed by the Reward Team, after job evaluation has been completed

	Job Title
	

	Grade
	

	Job Family
	





Page 1 of 4		JE Ref No: to be completed by Reward Team
image1.jpeg
eeeeeeeeee




