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Manager, Information Systems 

Position: Are you interested in IT, software, databases, and problem solving?  Do you want to help 
improve government through the use of new information technologies? If so then the American 
Council for Technology and Industry Advisory Councils (ACT-IAC) Manager, Information Systems 
position is the job for you! This is an entry level to mid-level position and ideal candidates will have 
between 1-3 years of experience. The hybrid position is located in Fairfax, VA and is available 
immediately. Salary is commensurate with education and experience.  

About the American Council for Technology (www.actiac.org): The American Council for Technology 
(ACT) is a 501(c)3 public-private partnership established to advance government through collaboration, 
leadership, and education. The ACT mission is to advise and educate government on how to improve its 
operations and services to the citizens through the use of information technology. The organization 
fulfills this mission by providing conferences, white papers, professional development opportunities and 
similar programs, as well as collaborative opportunities of value to the government IT community. 
Private companies participate in the organization through the payment of annual dues to the Industry 
Advisory Council (IAC) - a subsidiary of ACT. Executives from both government and industry participate 
in ACT-IAC. ACT-IAC is a member-driven organization. The staff and member volunteers work closely 
together as partners to achieve the mission. ACT-IAC is a unique organization that provides an objective 
and vendor-neutral forum where government and industry executives can collaborate as peers on how 
to improve government through the application of efficient and innovative information technologies. 

Job Description: Manager, Web Services & Systems Support 

The Manager, Information Systems is an entry to mid-level position that supports ACT-IAC’s Association 
Management System, website, and other integrated systems. The successful applicant will have 
experience and a strong aptitude for software support and member support. “Best Fit” candidates will 
have had successful experience in help desk positions or member support environments where the 
candidate has acted as a “super user” of the organization’s AMS or customer database system. The ideal 
candidate finds professional satisfaction in mastering new software applications as well as in assisting 
staff and members to resolve issues through phone, email, and chat support. The successful candidate 
will be a team player and both deadline and detail oriented with ability to juggle competing priorities.  
The Manager, Information Systems reports to the Director of IT Operations. ACT-IAC uses Nimble as its 
Association Management System (AMS). The website is currently built upon an open-source Drupal 
platform. MS Office tools are used throughout the organization. 

Duties & Responsibilities: 

• Act as secondary “super user” and administrator for Nimble AMS containing software 
modules such as Customer Relationship Management, Events, Committees, E-Marketing and 
Membership, among others 

• Collaborate with IT Team, Implementation partners, and staff to successfully implement 
Nimble AMS, Drupal 9 CMS and new e-marketing platform.  Participate in discovery calls, 
requirements gathering, and new system training 

• Perform integration system testing, user acceptance testing, and staff training as needed 

• Support creation of new events, surveys/webforms, and format event content on Drupal 

• Manage data integrity for the database by scrubbing, merging and updating member data 
on an ongoing basis as well as optimizing its use across the organization through support 
and training 

• Develop membership, engagement and other reports across multiple platforms 
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• Assist the Director of IT Operations to provide member support for website and AMS issues 

• Assist the Director of IT Operations with AMS/CMS maintenance and updates 

• Provide communications and marketing support, ensuring effective communication to 
members through website 

• Support webcast technologies as needed for virtual or hybrid events 

• Assist staff with special projects 

• May be required to travel twice per year to annual conferences located within driving 
distance of Washington, DC metropolitan area 

• Other duties as assigned 

Knowledge, Skills, & Requirements: 

• Bachelor’s degree in Information Systems or equivalent experience; Minor in Business or 
Marketing is desired but not required. 

• One or two years of experience working with Community Brands technology association 
solutions such as Nimble AMS and Drupal content management systems (preferred but not 
required) 

• Ability to communicate in a clear, concise, understandable manner and listen attentively to 
others 

• Excellent problem-solving abilities with the ability to observe underlying or hidden problems 

• Strong aptitude for software logic and willingness to learn new products and applications 

• Strong knowledge of Microsoft Word and Excel  

• Can deal courteously, effectively, and patiently with a broad spectrum of businesses, 
members and organizations; diplomatic and tactful 

• Team oriented and able to foster a cooperative work environment 

• Strong organizational and multi-tasking abilities as well as attentiveness to details with 
accurate recall of outstanding issues and related matters. 

• Ability to adjust priorities and manage time wisely in a fast-paced environment 

• Experience working with membership associations preferred 

• Acts with a high degree of integrity and professionalism 

Applicants should be aware that ACT-IAC is a non-profit organization that relies heavily on volunteer 
participation. Our business model emphasizes a strong partnership between volunteers and professional 
staff. ACT-IAC staff must be flexible and willing to provide a wide range of support services – from day-

to-day administrative support to substantive advice to project management and conflict resolution.   

Compensation: Salary is commensurate with industry experience and qualifications. ACT-IAC offers an 

excellent and competitive benefits package.   

Further Information and Application Process: To apply for this position, please send a resume, cover 
letter and your salary requirements to recruiting@actiac.org. Additional information about ACT-IAC is 
available on our website at www.actiac.org.  
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