
		 	 	 	 		

 
 

Position Complaints Officer 
Job/Opportunity Number  

Unit/Department  
Organization Ontario College of Pharmacists 

Website www.ocpinfo.com 
Location Toronto 

Term Contract; 12 months 
Date Posted 17 November 2019 

Deadline to Apply 26 November 2019 
Compensation  

 
Position Summary  
 
Responsible for managing complaint investigations and health inquiries from the time they are assigned to 
final disposition by the Inquiries Complaints and Reports Committee (ICRC). Collaborate with Legal Conduct 
when allegations of professional misconduct are referred to the Discipline Committee or when a Health 
Inquiry is referred to the Fitness to Practise Committee. Conducting all investigations impartially and in an 
unbiased manner.  
 
What you’ll do at OCP  
 
Manage all assigned investigations, including analysing the issues and developing an investigation plan. 
Discuss assigned files with the Manager during weekly meetings.  
 
Oversee the completion and quality of tasks delegated to administrative staff supporting their work and, when 
necessary, provide constructive feedback in a timely manner. Manage electronic files by using available 
software and tools and ensuring the information in the College’s database is always up to date. 
 
Conduct all investigative tasks in an unbiased and impartial manner while adhering to the principles of 
procedural fairness and complying with the regulatory requirements in the Regulated Health Professions Act 
(RHPA). 
 
Collaborate with other areas of the Conduct Division as required including attending ICRC meetings, and 
responding to any questions from ICRC panels and assisting with hearing preparations. 
 
Review draft Committee decisions and reasons, and provide comments as part of the finalization process. 
 
Act as a College representative at case conferences and reviews at the Health Professions Appeal and 
Review Board (HPARB).  
 
Continually examine work processes and explore opportunities for improving efficiencies through technology, 
elimination or altering of work processes and make recommendations to the Complaints Coordinator.  
 
Other reasonable duties as assigned by the Manager, Investigations or the Investigation Lead. 
 
 
 
  



 
What we’re looking for 
 
Excellent time management and organization skills.  
 
Proven ability to prioritize workload based on organizational risk and public protection.  
 
Tact and diplomacy; ability to deal effectively with stakeholders over the telephone and in person and defuse 
difficult situations as required.  
 
A focus on customer service with all stakeholders.  
 
Ability to solve problems independently and a willingness to tackle new challenges and upgrade skills when 
required. 
 
Knowledge of legislation in order to respond to concerns and identify discrepancies.  
 
Experienced in effectively coordinating multiple projects, executing multiple tasks simultaneously and 
efficiently while working with conflicting priorities in a fast-paced environment. 
 
Strong analytic skills. 
 
What experience we prefer 
 
University Degree or College Certificate 
 
Pharmacy Degree or Pharmacy Technician Certificate is an asset. 
 
Experience in an investigative setting is preferred 
 
Experience in a health regulatory environment is an asset  
 
Why work for us?  
 
We are the registering and regulating body for the profession of pharmacy practice in Ontario with a mandate 
to service and protect the public interest. In addition to ascertaining all registrant meet professional standards, 
the College sets and ensures ongoing adherence to professional and operational standards as it leads the 
advancement of pharmacy.   
 
If you are interested in joining the College, please forward your cover letter and resume in confidence, 
by November 26 stating salary expectations. 
 
OCP is committed to supporting accessibility and diversity. Requests for accommodations can be made at 
any stage of the recruitment process. Applicants need to make their requirements known when contacted. 
  

Let your next employer know that you found this opportunity on 

  
 


