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IDENTIFICATION

Department Position Title

Northwest Territories Health

. . . Learning Management System Coordinator
and Social Services Authority & 5 y

Position Number Community Division/Region

Talent and Organizational

48-17317 Yellowknife Development/HQ

PURPOSE OF THE POSITION

The Learning Management System Coordinator (Coordinator) delivers and promotes quality
training solutions and customized learning strategies delivered through the Health and Social
Services System (HSS System) Learning Management System (LMS). These strategies cover a
broad range of topics including, professional development programs and performance-based
learning platforms that align with the Health and Social Services System strategic learning
priorities. Online and blended learning is instrumental in providing standardized and
accessible learning initiatives to all members throughout the Health and Social Service System,
building out a library of health-centric training, development and retention programs that
support HSS employees to meet Accreditation Canada and Occupational Health and Safety
(OHS) requirements and continuing education opportunities.

SCOPE

The Learning Management System Coordinator will directly report to the Manager, Strategic
Learning and Talent Development, and will report to the Territorial Specialist, Learning
Management System, for day-to-day operations. The Coordinator is located in Yellowknife and
is a key partner in supporting the management and technical support of our Learning
Management System and employee development.

The Coordinator is responsible for the day-to-day operations and technical support of the the
LMS, assessing and reporting on internal training programs through the system-wide LMS,
including posting new content, troubleshooting administrative and user issues, and ensuring
accurate audience assignments and reporting. This role collaborates closely with cross-
functional teams across the HSS System, employees, leaders, and vendors to ensure that all
client groups receive the support they need, and employees receive the learning required to
perform their jobs effectively.
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The NTHSSA is the single provider of all health and social services in the Northwest Territories
(NWT), with the exception of the Hay River and Tlicho regions, and was established to move
toward one integrated delivery system as part of the government's transformation strategy.
Health and social services include the full range of primary, secondary and tertiary health and
social services.

Health and Social Services includes the full range of primary, secondary and tertiary health and
services and social services including family services, protection services, care placements,
mental health, addictions, and developmental activities, delivered by more than 1,400 health
and social services staff.

While the Thichge Community Services Agency (TCSA) will operate under a separate board and
the Hay River Health and Social Services Agency (HRHSSA) will also operate under a separate
board in the interim, the NTHSSA will set clinical standards, procedures, guidelines and
monitoring for the entire Northwest Territories. Service Agreements will be established with
these boards to identify performance requirements and adherence to clinical standards,
procedures, guidelines, and policies as established by the NTHSSA.

The Department of Health and Social Services (DHSS) plays an important role in the
connectivity between the NTHSSA, the TCS, and the HRHSSA because it establishes the common
policy framework and common standards for the entire system. Operational consistency and
collaboration across these three authorities are required to provide a quality, integrated Health
and Social Services system for the NWT. The Talent and Organizational Development Division
is the key directorial for the HSS System by establishing and being accountable for the Health
Human Resource Plan and Recruitment and Retention Strategies for the entire system.

Under the direction of the Minister of Health and Social Services, the NTHSSA was established
to move toward one integrated delivery system as part of the government's transformation
strategy. As part of this transformation, the HSS System has established two executive
structures to support integration and alignment of the NWT HSS system. The Cross System
Leadership Committee (CSLC) is representative of executive level management (Assistant
Deputy Ministers and Executive Directors) from the Department of Health and Social Services
and the three NWT authorities. The CSLC is focused system-level workforce and operational
processes for the NWT HSS System and the performance results they yield. The CSLC reports to
the DM/CEO forum which is focused on the strategic advancement of the HSS System by
providing direction and leadership to improve the quality of health and social care service
delivery to NWT residents.

The Talent and Organizational Development Division is accountable to the NWT HSS System’s

Cross System Leadership Committee and CEO/DM forum. The Division is accountable and must
lead the overall health and social services system workforce planning, as well as develop and
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implement a human resource framework and action plan so that the HSS System has the people
and talent it needs to deliver health and social services effectively to the people of the NWT.

The Talent and Organizational Development Division ensures programs are developed in
collaboration with the HSS System, boards, agencies, associations, and regulatory bodies of
health professions, identifying priorities and best practices to meet professional standards,
personal and professional growth, and the retention of employees within the HSS system in the

NWT.

This includes mandatory training, statutory training, continuing education opportunities, and
ensuring strategic talent management planning is available to employees in all regions within
the Northwest Territories Health and Social Services System, as required by their profession,
worksite, Accreditation Canada standards, GNWT legislation, and WSCC requirements.

This role works closely with the Learning Management System Coordinator and other
stakeholders across the HSS System to ensure the consistency and continuity of LMS business
practices across the HSS System. This technical and business-facing role requires a high level
of technical knowledge, customer service, and partnerships within HSS System stakeholders
and the Strategic Learning and Talent Development Unit.

The Coordinator works within a legislative and policy framework and carries out their
responsibilities in accordance with GNWT acts, regulations, policies, and HSS system-wide
procedures that include the Health Information Act, the Public Service Act, Public Service
Regulations, and various other government policies.

RESPONSIBILITIES

1. Oversees and maintains administrative functionalities of the Learning Management
System and the program and training delivery requirements for HSS System learners
(staff, contracted workers and students).

Responsible for the delivery of program administration services, advice and information
to clients regarding LMS requirements and procedures.

Oversee the administration of the learning management system and training records to
ensure HSS System learner training documentation is complete.

Monitor and schedule courses, manage mandatory training certifications, upload
content, and run standard reports.

Collect and analyze statistical data and metrics and report on trends for the evaluation
and monitoring of HSS programs to support the learning initiatives of HSS System
employees.

Deliver accessible training to employees through a variety of instructional techniques,
including eLearning and Instructor-Led-Training (ILT).
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Responsible for maintaining and updating the ILT training calendar.

Post news updates for HSS System information.

Contact HSS System Learners with last minute ILT session cancellation, changes and
updates.

Collaborate with instructors to ensure ILT training registers and rosters are up to date.
Create, publish, archive online and instructor-led course content; assign training
courses, monitor accounts, and maintain system parameters, and provide support
related to document control system requirements.

Provide LMS expertise, LMS setup, and ongoing support and analysis of eLearning
implementation.

Support updates and develop and document procedures in collaboration with the LMS
team.

Investigate enhanced LMS functionality to support HSS System business needs and
recommend action plans for change.

Support the planning and program administration services in support of mandatory and
supplemental learning and development requirements, including contributing to the
analysis and formation of service-level strategies.

2. Provide customer service, system training, and technical support to HSS System
employees and stakeholders.

Serve as the first point of contact, provide logistical and administrative support, and help
Learners, Instructors, Team Leads and Managers with any system-related questions or
issues regarding the LMS.

Oversee, day-to-day operations of the Learning Management System.

Address questions about system training with learners and assist with problem-solving
on a regular basis.

Coordinate with supervisors to assign employees mandatory training and learning paths
based on job, role, and position.

Responsible for onboarding and offboarding employees, supervisors, students,
instructors, and contracted workers to the LMS system.

Deliver training to new users, supervisors, instructors, administrators, and others who
interact with the LMS.

Provide LMS expertise solutions and functional guidance.

Manage and resolve service issues through troubleshooting and support from team
members, process owners, and experts in other departments.

Provide daily support in the ongoing operations of the LMS, including maintenance of
the client portal, accuracy of postings, and appropriateness of published content.
Create myLearning user training and reference materials.

Responsible for managing and responding to all helpdesk inquiries.

Responsible for troubleshooting problems and escalate user issues to the Territorial
Specialist, Learning Management System when required.
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3. Review and provide ongoing system-related support and feedback to the HSS
Learning Management System Team.

Manage LMS functions, which include monitoring course content, course approvals, and
evaluation processes.

Identify and propose ideas for developing training, tools, and resources to support a
positive user experience.

Create and update training requirements for the LMS.

Provide professional and efficient collaboration with cross-functional teams.

Keep track of the newly uploaded relevant courses, materials, and ILTs within the LMS.
Ensure the LMS works properly and act accordingly when it comes to unexpected system
errors.

Assist with tracking of employee training requirements and qualification status within
the system.

Responsible for collaborating with subject matter experts and LMS team members to
coordinate and maintain a learning library database and ensure that all mandatory
training is correctly assigned and occurs regularly.

4. Manage and maintain accurate records, reports, evaluations, databases, and
strategies for retention and compliance purposes.

Process course updates and monitor user access for monthly reporting.

Generate, analyze, and distribute quarterly data and compliance reports to the Talent
and Organizational Development Division.

Generate, analyze, and distribute custom compliance reports as requested.

Develop tools to ensure appropriate documentation of performance feedback.

Evaluate knowledge and skill transfer and program effectiveness of online learning.
Identify and communicate opportunities for process and quality improvements.

Seek opportunities to increase user satisfaction.

Develop and ensure the completion of system evaluations.

WORKING CONDITIONS

Physical Demands
No unusual physical demands

Environmental Conditions

No unusual conditions.

Sensory Demands
Normal office environment
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Mental Demands
No unusual mental demands.

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge of programs and services that currently support HSS retention initiatives.
Expert Knowledge of cloud-based Learning Management System architecture, system
administration, and functionality.

Knowledge of online learning and web-based applications.

Knowledge of electronic data management programs and tools.

Knowledge of northern culture and environment, and its impact on programs and services.
Knowledge of applicable law, policies, and regulations as they relate to all HSS professions
including the Access to Information and Privacy Act.

Research, analysis, and data reporting techniques.

Communication skills, both written and oral, with a variety of stakeholders and cross-
cultural environments.

Proficient in the Microsoft Office Suite of applications.

Analytical and problem-solving skills to investigate and initiate corrective action to
problems/issues encountered during the planning, development, and delivery of training
programs.

Organizational and time management skills, with the ability to prioritize work in a team-
based setting.

Ability to develop programs and approaches to support employee career development.
Ability to provide problem solving and decision making skills required for responding to
LMS user issues.

Ability to effectively communicate with vendor’s software support learners regarding
system specific issues.

Ability to develop and maintain positive working relationships with colleagues in order to
communicate program information, including the ability to obtain and respond to feedback
from these individuals.

Demonstrated agility and resilience while working in a fast-paced and continuous
environment.

Sensitive to the geographical and cultural needs of the people and understand how
community and culture impact the delivery of health care and social services.

Ability to commit to actively upholding and consistently practicing personal diversity,
inclusion and cultural awareness, as well as safety and sensitivity approaches in the
workplace.
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Typically, the above qualifications would be attained by:

Successful completion of a Diploma in Computer Science or a related discipline from a
recognized academic institution and/or technical and functional knowledge of learning
management systems (LMS) including (2) years recent, related job experience.

Equivalent combinations of education and experience will be considered.

ADDITIONAL REQUIREMENTS

Position Security (check one)

(] No criminal records check required
Position of Trust — criminal records check required
[J Highly sensitive position - requires verification of identity and a criminal records check

French language (check one if applicable)

(1 French required (must identify required level below)
Level required for this Designated Position is:

ORAL EXPRESSION AND COMPREHENSION

Basic (B) O Intermediate (I) O Advanced (A) O
READING COMPREHENSION:

Basic (B) @ Intermediate (I) @ Advanced (A) O
WRITING SKILLS:

Basic (B) @0 Intermediate (I) O Advanced (A) O

(1 French preferred
Indigenous language: Select language

(] Required
] Preferred
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