
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. HRPA is also happy to offer a Flexible Work program 
for better work life balance.  

 

The Opportunity: 
Reporting to the Registrar and Vice-President, Regulatory Affairs, the 
Associate Registrar is responsible to exercise a variety of powers delegated 
by the Registrar pursuant to Section 13 (2) of the Registered Human Resources 
Professionals Act, 2013.  The leadership exercised by the Associate Registrar 
goes well beyond the scope of management responsibilities.  The Associate 
Registrar must demonstrate the attitudes, values and behaviours expected of 
someone who exercises authorities delegated by law.  This leadership is 
organization-wide.  This leadership extends beyond HRPA where the Associate 
Registrar is expected to represent HRPA in various external fora. The Associate 
Registrar also manages the policy development team, and has broad 
discretion in decision-making, using sound judgement and discernment as 
key aspects of the position. 
 

Responsibilities: 

The Associate Registrar exercises authorities delegated by law. 



Pursuant to Section 13 (2) the Registered Human Resources Professionals Act, 
2013, and as set out in the delegation instrument entitled ‘Delegation by the 
Registrar of powers and duties assigned to the Registrar by the Act, the By-
laws, or the Board,’ the Associate Registrar exercises a variety of statutory 
authorities as well as a variety of authorities delegated to the Registrar by By-
law.  

Manages the policy development function undertaking and leading all 
aspects of policy and program planning, development and implementation, 
including analysis of trends and directions, evaluation of existing 
services/programs and delivery models, issue identification, analysis and 
synthesis of research and related materials, stakeholder consultations, 
system and financial modelling and impact analysis, to develop options 
/recommendations, and implementation frameworks. 

The Associate Registrar is responsible for HRPA’s relationship with the Office 
of the Fairness Commissioner and is the point of contact for the Office of the 
Fairness Commissioner (OFC) including submission of the Fair Registration 
Practices Report and other OFC reporting requirements and ensures that 
HRPA meets all requirements. 

The Associate Registrar handles sensitive and difficult cases that have been 
escalated from other OOTR Team Members as well as handling non-routine 
correspondence from the Office of the Registrar (e.g., complaints about the 
Office of the Registrar, special cases, non-routine extension requests, difficult 
cases that could result in litigation) 

Produces reports on HRPA’s performance as a professional regulatory body 
including HRPA effectiveness, statutory and standing committees.  

The Associate Registrar represents HRPA in various external fora such as 
the CNAR, ORAC, CLEAR, etc. 

 



You can find bulleted lists which provide specific and detailed responsibilities in this role in 
the section titled “Detailed Responsibilities” below. If you require this document in an 
alternative format, please contact us at accessibility@hrpa.ca. 

 

What we offer: 

The HRPA offers a competitive compensation program including a mix of cash 
salary and health benefits. We are proud to be a Certified Living Wage 
Employer.  

Salary and Benefits: 
• Balanced Hybrid environment with a blend of remote work opportunities 

and in office meetings at our office in downtown Toronto, Ontario 
• Salary range $125,000 - $140,000 annually 
• Participation in the HRPA’s Short Term Incentive Program  
• 4 weeks paid vacation per year 
• Paid Time off 10 days per year 
• Group Health Benefits including long-term disability, short-term 

disability, medical, dental and vision care 
 
We also believe in creating an environment that is inclusive and encourages 
all people to be their whole selves at work. In addition to salary and benefits, 
HRPA offers many programs to support employees in their total well-being. 
 
Well-Being Programs and Benefits 

• Vibrant team culture with significant focus on values, excellent wellness 
focus and initiatives 

• Engagement Score 84%, Great Place to Work certified 4 years in a row 
Employee Assistance Program (EAP) 

• Health Care Spending Account 
• Group RRSP and match 
• Home Workspace Allowance Program Health and 

Wellness Program 
• Summer hours and annual seasonal shutdown period Opportunities to 

make an impact and set best practices Inclusive environment with 
initiatives ongoing in IDEA (Inclusivity, Diversity, Equitability, Accessibility) 

 

mailto:accessibility@hrpa.ca


We are interested in hearing from you if you are: 

• A lawyer in good standing with the Law Society of Ontario with 
experience in administrative law. 

• 10 years professional experience plus extensive experience in a 
professional regulatory body. 

• In-depth knowledge of professional regulation in Ontario (e.g., legal 
underpinnings, relevant legislation, investigative processes, the conduct 
of hearings, the application of the principles of natural justice). 

• Solid understanding of administrative law including delegated 
rulemaking and adjudication (requirements of procedural fairness, 
burden of proof, standard of proof, standard of review, adjudicative 
process, rules of procedure, judicial review, etc.). 

• Solid grasp of legislative drafting and statutory interpretation—able to 
read and interpret legislation with nuance and insight.  Able to integrate 
information from multiple statutes into single decisions. 

• Regulatory governance from the Legislature on down (delegation and 
use of statutory powers, rule-making authorities, fiduciary duties, the 
role, authorities and duties of the various players, etc.). 

• Enabling statutes (In time, this will translate into a deep understanding 
of 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, and the Fair Access to Regulated 
Professions and Compulsory Trades Act, 2006 (FARPACTA). 

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

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

• Various functions and processes of professional regulation (registration, 
certification, policy development, quality assurance, inspections, 



investigations, continuing professional development, complaints, 
discipline capacity, review, etc.) 

Attitudes 

• A demonstrated commitment to professional regulation  

• A strong personal commitment to the promotion and protection the 
public interest 

• The Associate Registrar must exude integrity.  The Associate Registrar 
must have the highest level of integrity and the courage to make 
principled decisions especially when there is pressure to make more 
expedient decisions.  The Associate Registrar must be ‘incorruptible.’ 

• The Associate Registrar must have respect for legislation with a holistic 
and purposive interpretation of all pertinent legislation, have respect for 
duly established process and derive satisfaction from doing the right 
thing. 

Skills 

• Must have a good ‘feel’ for professional regulation.  Also understands 
the ‘white spaces’ in professional regulation. The Associate Registrar 
must have a solid understanding of the standards, norms, and values of 
the professional regulation community in Ontario.  

• The Associate Registrar needs to exercise good judgment in making 
decisions (e.g., handling difficult and unusual cases).  Able to process 
issues at many levels at the same time.  Knowing when and where to be 
flexible but also when and where not to be.  The Associate Registrar 
must have 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. 

• Ability to handle heavy workloads, repetitive tasks while maintaining 
pace and accuracy. 



• Patience and resilience—the ability to explain the same things over and 
over (sometimes to the same individual) without apparent frustration. 
As well as with objectivity and impartiality—being able to not let 
emotions get in the way of the facts. 

• Ability to read legislation and understand subtle but important nuances 
in text. 

• The Associate Registrar needs to have exceptional and varied 
communication skills (e.g., writing clear documentation, writing reports, 
making presentations, conducting webinars, and dealing with difficult 
and disappointed individuals).  Strong communications skills such as 
involved in explaining rules and procedures or drafting responses. 

• The Associate Registrar needs to be able to work in a multi-stakeholder 
environment where they have no direct authority (e.g., working with 
volunteers at all levels, working with other provincial HR associations). 
As well as strong teamwork skills and understanding the impact of 
one’s work on others. 

• The Associate Registrar must be able to work in an environment that 
does not always understand or even value professional regulation. The 
Associate Registrar must be a champion for professional regulation 
within HRPA. 

 

How to Apply 
Please apply if you meet the requirements listed above, and share our HRPA 
values of Respect, Integrity, Transparency, Accountability, and Ethics. 
 
This role will commence in May 2023. Applications accepted until end of day 
on March 24th, 2023. Please click this link to direct you to our online form 
where you can provide your resume and cover letter or type details directly 
into the form. We are open to receiving your application in a way that meets 
your needs. 
 
We invite all interested individuals to apply and encourage applications from 

https://forms.monday.com/forms/aa179596ee8a91bba8785997a6baf353?r=use1


people with disabilities, Indigenous, Black, and racialized individuals, as well 
as people from a diversity of ethnic and cultural origins, sexual orientations, 
gender identities and expressions. 
 
We care deeply about offering all applicants an equitable and consistent 
interview process. Keeping our interview process consistent allows us to 
remove bias while hiring the best person for the position. The HRPA is an equal 
opportunity employer. We are committed to providing reasonable 
accommodations and will work with you to meet your needs. If you require 
assistance or accommodation during the application process, please don't 
hesitate to reach out by emailing hr@hrpa.ca, and we will work with you to 
meet your needs. Accommodation may be provided in all parts of the hiring 
process. 
 
We thank everyone for their interest, but we will only contact candidates 
selected to advance in the hiring process. You must reside in Ontario, Canada 
to be eligible for this position. No agencies please. 
 
Responsibilities, in addition to those listed above: 

The Associate Registrar exercises authorities delegated by law. 

These delegations include, but are not limited to the following: 

• Acts on behalf of the Registrar in regulatory proceedings requiring 
participation from the Registrar.  For instance, the Associate Registrar 
will represent the HRPA on the prosecution side for Discipline hearings 
and on the defense side for Appeal hearings. 

• Provides legal advice in regard to all substantive and procedural 
regulatory matters. 

• As required, and at their discretion, the Associate Registrar liaises with 
external legal counsel on difficult or unusual issues requiring expert 
legal advice. 

• On a case-by-case basis, the Associate Registrar may, at their 
discretion, negotiate settlements in Discipline matters including terms 

mailto:hr@hrpa.ca


of settlements, undertakings, agreed statements of fact, joint 
submissions on penalty. 

•  On a case-by-case basis, the Associate Registrar may, at their 
discretion, negotiate undertakings as directed by any of the statutory 
committees. 

Manages the policy development function: 

• Manages the policy development function which consists of Senior 
Policy Analysts. 

• Leads and/or coordinates projects/activities to conceptualize, develop, 
assess and recommend strategic policy, program, planning 
frameworks, and accountability mechanisms, standards, and 
implementation planning, to regulatory activity at HRPA. 

• Undertakes/leads all aspects of policy and program planning, 
development and implementation, including analysis of trends and 
directions, evaluation of existing services/programs and delivery 
models, issue identification, analysis and synthesis of research and 
related materials, stakeholder consultations, system and financial 
modelling and impact analysis, to develop options /recommendations, 
and implementation frameworks. 

• Conducts evidence-based research from various sources to inform 
policy and program development. 

• Ensures that policy and program options and recommendations 
consider key factors such as stakeholder needs and diversity interests, 
funding, governance, implementation issues, and immediate and long-
term impacts for HRPA. 

• Analyzes/evaluates other-professional regulatory body policies from a 
best practice perspective and identifies both current and emerging 
issues requiring changes to By-laws, legislative reform, policy, or 
program response. 



• Develops, coordinates, and evaluates in-depth and comprehensive 
reports and analyses, prepares policy papers, briefing materials and 
documentation (e.g., analysis of Annual Reports). 

• Presents policy and program options and recommendations to senior 
management for decision making purposes. 

• Develops and maintains a schedule of project plans in regard to policy 
development projects. 
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