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American Epilepsy Society 

Education Manager  
https://www.aesnet.org 

 
The Organization 
The American Epilepsy Society (AES) is one of the oldest neurological organizations in the 
country.  The mission of AES is to advance research and education for professionals dedicated to 
the prevention, treatment and cure of epilepsy.  The society promotes interdisciplinary 
communication, scientific investigation and exchange of clinical information about epilepsy.  
With a membership of 5600, AES represents clinicians, scientists investigating basic and clinical 
aspects of epilepsy and other professionals interested in epilepsy, seizures and related 
disorders, as well as industry employed members and patient advocates.  Members represent 
both pediatric and adult aspects of epilepsy. 
 
AES is located in downtown Chicago, has a staff of 28 with an operating budget of $10.3M. The 
position is Hybrid – Chicago; however consideration will be given to remote depending on 
location. 
 
Position Overview 
The Education Manager will provide project management and administration of all assigned AES 
education programs, products and activities in compliance with ACCME and other accreditation 
guidelines. They will manage competency-based education, contribute to assessment of 
education needs, and support planning and implementation of relevant programming in 
response to those needs. 
 
Position Responsibilities  

• Manages assigned Annual Meeting call for abstracts, collection, review and selection 
process, poster scheduling and associated faculty management. 

• Manages faculty assignments and solicits, collects, and tracks required faculty 
participation submissions (disclosures, syllabi, handouts, slides, A/V forms, etc.) per 
established timelines.  Follows up with session or program directors and individual 
faculty as needed to assure that all necessary materials are received by deadlines. 

• Maintains electronic files per organizational policies and standards to comply with 
ACCME and other accreditation requirements.  Maintains knowledge of and ensure 
compliance with AES policies and procedures, ACCME Essentials, Criteria, Standards and 
Policies, and AMA credit policies.  

• Gathers and organizes necessary content (title, learning objectives, description, etc.) for 
the development of scientific program books and other material (print or online) to 
support participants and promotion of the activity.  Submits content for production and 
assist in proofing and finalizing print and online program materials.  

• Reviews post-meeting enduring materials for necessary editing of content prior to 
publication. 

• Gathers and summarizes program evaluation results, works with senior staff to analyze 
results, shares results with the respective committee chairs, and contributes to 
development of recommendations for systematic improvements. 

https://www.aesnet.org/
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• Works closely with the Council on Education and its committees and task forces charged 
with content development. 

• Serves as staff liaison to education committees as assigned. 
• Provides on-site support at the Annual Meeting and other live programs as needed.  

Includes coordination of faculty assignments, staffing of the convention office, liaison 
with the AV providers supporting the faculty ready room, etc. 

• Contributes to the development of reports and recommendations for the Council on 
Education and Board of Directors regarding continuing professional development 
activity.    

• Participate in the annual budgeting process for areas of responsibility. 
• Special projects as assigned. 
 

Position Qualifications  

• Bachelor’s Degree required.  
• Minimum five years program/project management or program production experience.   
• Experience in medical education environment, either with a healthcare association or 

other medical education provider, preferred. 
• Familiarity with continuing professional development standards in medical education, 

including ACCME requirements.  
• Experience with database management or management of online faculty support tools 

(slide review and submission, disclosure, resolution, etc.) desirable.  
• Experience with budget management.  
• Able to prioritize and manage assignments, respond quickly and completely to inquiries, 

manage multiple assignments and deadlines.   
• Collaborative, solution-oriented approach to work.  Excellent organizational, analytical 

and project management skills.  
• Demonstrates a creative, pro-active, self-directed approach to projects and solution 

finding,    
• Effective written and verbal communications skills.  
• Proficiency in Microsoft Office (Word, Excel, Outlook); familiarity with AMS, abstract and 

speaker management databases is preferred 
• Travel required to annual meeting 
• Other projects as assigned 

 
 
COMPENSATION AND LOCATION 

• $75,000-$105,000 annual compensation, plus benefits, including health, dental and 
vision insurance and eligibility to participate in a 401K retirement plan. 

• This is hybrid role in Chicago, IL; however consideration will be given to remote, 
depending on location. 

• Applicants must be located and authorized to work in the United States on a full-time 
basis now and in the future.   We are not able to sponsor candidates requiring work 
authorization. 

 
AES Vision 
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The vision of the American Epilepsy Society is to eradicate epilepsy and its consequences.   
 

AES Mission 
The mission of the American Epilepsy Society is to advance research and education for 
professionals dedicated to the prevention, treatment and cure of epilepsy.	
	

AES Values 
• We are dedicated to improving the lives of people with epilepsy. 
• We embrace innovation and strive for excellence in everything we do. 
• We are an inclusive, collegial community, which enriches the experiences of all involved.   
• We value collaborating with other organizations that are aligned with our mission to 

achieve higher results 
 
AES is an Equal Employment Opportunity employer.   Equal Employment Opportunity is a 
fundamental principle of the American Epilepsy Society, where employment is based upon 
personal capabilities and qualifications without discrimination based on race, color, sexual 
orientation, gender identity, religion, sex, age, national origin, military history, disability, genetic 
information or any other protected status.   This policy of Equal Employment Opportunity 
applies to all policies and procedures relation to recruitment, and hiring, compensation, 
benefits, termination and all other terms and conditions of employment. The American Epilepsy 
Society prohibits employee conduct that results in discrimination. Each manager and supervisor 
is responsible for implementing and supporting this policy. Anyone who violates another’s rights 
in any of these areas is subject to dismissal.   Discrimination is not tolerated in any form by AES 
and appropriate disciplinary action may be taken against any employee violating this policy. 
 

Search Process: Submit resume with cover letter in confidence to Mary McMahon 
marymc.enteract@rcn.com  
 
 
January, 2025 
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