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Reporting to the Complaints Director, the Investigator performs preliminary investigations to ensure the 
protection of the public in accordance with the Health Professions Act (HPA), the Pharmacy and Drug Act 
(PDA), and all other applicable legislation that governs the practice of pharmacy. The Investigator fulfills 
the investigation responsibilities as outlined in Part 4 of the HPA and has a responsibility to ensure the 
role they perform in the Alberta College of Pharmacy’s (ACP) complaints resolution process is 
responsive, objective, and transparent. 
 
Most investigations can be conducted virtually at this time. In some instances, as provincial public health 
measures allow, travel throughout Alberta may be required and may include overnight stays. The 
Investigator will be reimbursed for mileage and other travel costs as per ACP’s council-approved expense 
claim policy. The Investigator must notify their auto insurer of the use of their vehicle for such purpose 
and will be required to maintain and provide proof of auto insurance.  

 

Key Responsibilities 

Investigation 
• Perform investigations assigned by the Complaints Director. 

o Review complaints that have been received by ACP and referred to investigation by the 
Complaints Director. 

o Contact the applicable parties of complaints and provide them with information about the 
complaints process.  

o Gather materials, conduct interviews, and document statements from complainants, 
respondents, witnesses, and other supporting parties. 

o Secure all information and materials collected during investigation. 
o Generate an investigation report for each investigated matter. 

• Implement a monthly plan to ensure all preliminary investigations delegated by the Complaints 
Director are completed and the necessary reports submitted. 

• Report any incidents to the Complaints Director which may constitute unprofessional conduct or 
proprietary misconduct under the Acts that govern the practice of pharmacy (hereafter referred to 
as the “Acts”). 

• Provide an analysis of information gathered in the investigation and preliminary recommendation 
with respect to the allegations and any possible unprofessional conduct or misconduct. 

• Demonstrate openness, fairness, and objectivity while investigating, always acting in accordance 
with the Acts. 

 

Reporting and Information Management 
• Provide the Complaints Director 

o monthly status reports during an investigation; and 
o a detailed report, analysis, and preliminary recommendation at the end of each 

investigation. 

• Maintain all documents and materials gathered and created in a secure location, as determined 
by the Complaints Director, until it is transferred to ACP for capture into ACP’s records system. 

• Create, capture, and retain documents in adherence to ACP’s Records and Information 
Management policy. 

• Maintain confidentiality of information received and of persons or places investigated during and 
after each investigation, ensuring adherence to ACP’s Privacy of Personal Information Policy and 
Procedures.  

 

Investigator  
(contract, hours dependent upon 

need for investigations) 
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Hearings 

• Participate in pre-hearing meetings with the Complaints Director and ACP’s legal counsel. 

• Act as a witness when required during hearing tribunals. 
 

Other Responsibilities 
• Contribute to educational programs or communication initiatives by notifying the Complaints 

Director of trends, critical outcomes, and key success factors identified through investigations. 

• Provide input into ACP’s complaints resolution process. 

• Participate in complaints department meetings as needed. 

• Participate in individual and group training and development as needed.  
 

About You 
• You have strong communication skills; excelling at active listening, verbal, and written 

communication. 

• You’re well-informed with respect to pharmacy practice, possessing superior knowledge of 
professional standards, guidelines, and the overall legislative framework that governs the practice 
of pharmacy. 

• You initiate and complete projects and assignments both under the supervision of others or 
independently. 

• You’re analytical, using various methods of analysis to identify underlying issues, able to 
systematically and thoroughly break down multidimensional problems into components parts. 

• You’re logical in your approach to problem solving and planning. 

• You confidently make timely and appropriate decisions and recommendations using established 
procedures and escalates as needed. 

• You’re fair and demonstrate a high level of integrity.  

 
Qualifications & Experience 

• Bachelor of science degree in pharmacy, pharmacy technician diploma, or other relevant post-
secondary education. 

• Registered (or eligible to be registered) on ACP’s clinical pharmacist or pharmacy technician 
register preferred. 

• Five years’ experience in pharmacy practice and/or investigative practice.  

• Experience in compliance monitoring, quality improvement of pharmacy practice, and mediation 
techniques is considered an asset. 

• A valid Alberta driver's licence and satisfactory driving record. 

• Completion of a satisfactory criminal record check.  
 

An equivalent combination of education and experience will be considered. 
 

About us 
 
The Alberta College of Pharmacy (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. 
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Applying to ACP 
 
Ashley Edwards Scott 
Manager of Human Resources and Culture 
careers@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 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. 
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