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Under the leadership of the Competence Director, the Competence Administrator supports the 
competence team in the administration of policies, processes, and programs that foster professional 
growth and empower pharmacists and pharmacy technicians (registrants) to continuously enhance their 
practices to support Albertans’ health and wellbeing. The Competence Administrator responds to inquiries 
from registrants about the continuing competence program, additional prescribing authorization process, 
and other areas within the department.  

 

Key Responsibilities 

Program administration 
• Support the administration of the continuing competence program (CCP) 

o Advise registrants about CCP requirements, evaluation processes, and outcomes. 
o Administer the CCP audit processes, from initial selection to final reporting to the director.  
o Maintain database records, perform initial administrative review, assign assessors, 

proactively report results, assess and authorize incoming invoices, and coordinate 
technological requirements. 

o Administer the practice visit process and the practice improvement program by  
maintaining database records; assigning assessors and peer coaches; coordinating 
webinars, visits, and the peer coach process; preparing supporting documents; and collecting 
reports. 

o Develop and maintain CCP procedure manuals and supporting documents. Adhere to 
established procedures and processes.   

• Support the Assessment Manager in the administration of the additional prescribing authorization 
(APA) application process. 
o Advise applicants about the process and requirements. 
o Track applications, perform administrative review, distribute applications for assessment, 

prepare correspondence, and assess and authorize incoming invoices. 

• Support the development, design, implementation, and maintenance of education programs and 
modules. 

• Conduct preliminary environmental scans and literature searches. 

• Assist with project management for departmental initiatives. 

 
Meetings and events 

• Plan and coordinate meetings, training sessions, and other events as required by the 
Competence Director and Assessment Manager. 
o Secure appropriate meeting venues, technologies, and communication tools; coordinate 

catering, accommodations, and travel; facilitate contracts; manage meetings onsite; prepare 
and distribute agendas, supporting documents, minutes; and track action items. 

o Assess and authorize incoming invoices and meeting expense claims. 
 

General 
• Act as the first person of contact for inquiries about the competence program, additional 

prescribing authorization process, and other areas within the competence department. 

• Provide reception coverage as required for vacation, flex time, and sick leave.  

• Prepare reports, surveys, memos, letters, spreadsheets, and presentations. 

• Create, capture, and retain documents (electronic and hard copy) as per records management 
policy. 

 

Competence Administrator 
 

(permanent, full-time) 
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About You 

• You have excellent written and verbal communication skills. 

• You are detail oriented, organized, and accurate. 

• You are independent in your work, self-motivated, and have excellent analytical and problem-
solving capabilities. 

• You are confident and can effectively manage ambiguity, change, multiple tasks, and a fast-
paced environment.  

• You value teamwork and contribute to the effectiveness of the team. 

• You develop positive and trusting relationships with colleagues. 

• You seek out learning opportunities to keep your knowledge and professional skills current. 

• You have strong planning capabilities. 

• You are compassionate, empathetic, and understanding. 

• You have intermediate to advanced skills in MS Word, Excel and working within databases. 
 

Qualifications & Experience 

• Completion of a relevant college diploma or bachelor’s degree (e.g. business administration, arts, 
etc.). 

• Three to five years’ experience in a similar role. 

• Experience in preparation of high-quality reports and correspondence. 

• Experience in coordinating meetings, events, and travel. 

• Experience in project management particularly with creating systems to support efficiency and 
accuracy. 
 

An equivalent combination of education and experience will be considered. 
 

About us 
ACP is the regulatory body for pharmacists, pharmacy technicians, and licensed pharmacies in Alberta. 
We are responsible for quality pharmacy care through developing and enforcing pharmacy practice 
standards and guidelines. We also ensure only qualified pharmacy professionals are licensed and that all 
pharmacies provide a practice environment that supports quality practice and patient safety. 
It’s a big responsibility.  
 
ACP is a global leader in the advancement of pharmacy practice. Alberta’s pharmacy professionals have 
the broadest scope of practice in North America. You could say ACP is a trail blazer. Our team members 
are collaborative, thoughtful, respectful, encouraging, and committed to quality. In fact, that’s our team 
charter, which was created by our team members. ACP offers competitive compensation and benefits. 
 
Email your resume to: 
 
Ashley Edwards Scott 
Manager of Human Resources and Culture 
hr@abpharmacy.ca 
 
Along with your resume, please submit a cover letter outlining why you’re interested in the opportunity 
and how your work experience has prepared you to succeed in the role. Submissions without a cover 
letter will not be considered.  
 
By applying for this position, you are confirming you possess either Canadian Citizenship, permanent 
resident status, or a valid work permit. Please note that the successful candidate will be required to 
provide a Criminal Record Check satisfactory to the Alberta College of Pharmacy (ACP).  
 
This job posting will remain open until a suitable candidate is found. We thank all applicants for their 
interest in ACP, however, only those selected for an interview will be contacted by our Human Resources 
team.  
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