
 

EDUCATION SYSTEMS MANAGEMENT ANALYST 

The Education Management Systems Analyst is responsible for day-to-day management of the 

Education Management System (EMS) to include assisting course providers to use the system, 

reconciling transaction activities, and producing reports for the business. Responsibilities also 

include providing technical support in the management of course completion records, and 

assisting new or approved course providers to complete various online and other activities in 

accordance with policies and procedures. 

Roles and Responsibilities 

 Draft documents and manage the work order process for making changes or enhancement 

to the Education Management System (EMS). 

  Manage and lead the process to validate completed work orders and communicate EMS 

changes to end users.  

 Produce and maintain customer user guides for each of the EMS business processes.  

 Manage the work processes for all aspects of EMS e-commerce to include coordinating 

with the finance department to reconcile account daily transaction activities, produce 

reports, investigate & resolve discrepancies, and provide customer assistance.  

 Produce data analysis reports to support the education department and stakeholders.  

 Provide ongoing EMS customer service support.  

 Provide technical support in the management of course completion records.  

 Respond e-mail about questions regarding course completion record.  

 Assist the Sr. Manager, operations team to document work flow processes and ensure 

processes and policy documents are in alignment with the various technical functions of 

implementing and operating the education program. 

 Assist the Sr. Manager, operations team with course approval process to include 

communicating course approval status, and coordinating with course evaluators as 

requested. 

 

Requirements  

 Advanced knowledge of MS Office 

 Working knowledge of online databases and online systems management 

 In-depth knowledge of Excel (to include pivot tables and charts) and Adobe Acrobat 

 Excellent writing skills 

 Basic accounting skills 

 Strong analytical and technical skills 

 Excellent time management and work scheduling skills 

 Excellent verbal communication skills 

 Knowledge of ClickView preferred but not required 

 Candidate will be required to pass a background investigation 

 

 

 



 
Education and Experience 

Applicant must have: 

 BA/BS degree from a regionally accredited school  

 A minimum of two (2) years of customer service management  

 

 Please Contact: Recruiter@coremax.com 


