
About the Office of the Registrar at the Human Resources Professionals 
Association (HRPA) 
HRPA is the statutory professional regulatory body for Human Resources 
professionals in Ontario. As with all professional regulatory bodies, HRPA’s purpose 
and mandate is to promote and protect the public interest by ensuring that Human 
Resources professionals registered with and certified by HRPA are competent and 
act in an ethical manner. The Office of the Registrar (OOTR) is the hub of regulatory 
activity at HRPA. Our team has a passion for professional regulation, is diverse and 
dynamic, and with backgrounds in law, Human Resources, policy development, 
administration, project management, and professional regulation. The OOTR is a 
collaborative work environment with a cohesive team offering great learning 
opportunities and development in professional regulation. Rather than being stuck in 
a silo, Regulatory Process Specialists in the Office of the Registrar are exposed to, and 
participate, in all facets of professional regulation. HRPA is also happy to offer a 
Flexible Work program for better work life balance.  

 
The Opportunity: 
Reporting to the Manager, Regulatory Operations, Regulatory Process Specialists 
carry a portfolio of process support responsibilities. Although Regulatory Process 
Specialists have a specific portfolio at any given time, these are very much 
regulatory generalist positions dealing with processes such as registration, 
certification, complaints, discipline, and appeals. Regulatory Process Specialists can 
expect to change portfolios from time to time and to take on any other regulatory 
process as needed. 
 
Responsibilities: 
Substantial work with committees such as: 

• Working with panel chairs, schedule panel deliberation sessions, committee 
business meetings, hearings, and pre-hearing conferences. 

• Supporting processes related to committee resources such as succession 
planning and other planned future committee resource needs, recruitment, 
selection, onboarding, as well as managing exits.  

• Make arrangements for Independent Legal Counsel to support committees on 
procedural matters, investigators, physicians, witnesses, and other 
professionals as appropriate. 



• Managing communications, documentation, budget and that the public 
register reflects committee orders and decisions, and administration of 
meetings to include committee roster, establishing and sharing the calendar, 
committee portal, assemble documents for review, editorial suggestions, 
maintain all committee records, and recording minutes. 

• Contributing statistics on Committee activity to contribute to the quarterly 
Registrar’s Reports and newsletter. 

• Ensure security and privacy are maintained through secure methods for 
document sharing, destruction protocols, and terms and conditions.  

• Making presentations and webinars on regulatory processes 
• Respond to queries from members and other stakeholders 

Qualities: 
• A fundamental belief in the need for, and value of, professional regulation 
• A strong personal commitment to the promotion and protection of the public 

interest 
• Respect for legislation with a holistic and purposive interpretation 
• A respect for duly established process 
• Personal integrity including the courage to do the right thing even when doing 

so may not be popular or well received 
• Situational judgement – the ability to quickly size up a situation and to apply 

the correct rule or procedure 
• Ability to deal with disappointed, upset, angry, hostile, or even abusive 

individuals with aplomb 
• Strong project management and time management skills 
• Strong communications, objectivity and impartiality, skills such as involved in 

explaining rules and procedures or drafting responses 

 
Experience\Skills: 

• Must have a solid grasp of the objects of the Association as spelled out in 
section 4 of the Registered Human Resources Professionals Act, 2013. 

• Be familiar with, and understand, the Registered Human Resources 
Professionals Act, 2013, and the HRPA By-laws as well as other relevant 
legislation such as the Statutory Powers Procedure Act, 1990. 

• Solid grasp of what it means to have the promotion and protection of the 
public interest as a paramount concern. 



• Understand the basics of administrative law, and regulatory governance 
(delegation and use of statutory powers, rulemaking authorities, fiduciary 
duties, the role, authorities and duties of the various players, etc.) 

• Experience working in a regulatory body or association a strong asset. 

 
Education, certification, designations required: 

• Diploma or Bachelor’s Degree in relevant or equivalent discipline 
• 3-5 years in a professional regulatory body or delegated administrative 

authority 
• Current or previous registration in a regulated profession a definite asset 

 
Applying 
To apply for this position, please email your resume to hr@hrpa.ca by December 6th, 
2021. Please include as part of your submission a one-page cover letter detailing why 
you are interested in this position, what relevant experience you bring to role, how 
HRPA opportunity aligns into your career aspirations. 
 
At HRPA, we are committed to diversity and equitable access to employment 
opportunities based on ability. Please let our team know if you require an 
accommodation and we will work with you to meet your needs. 
 
We thank everyone for their interest, but we will only contact candidates selected to 
advance in the hiring process. 
 


