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Reporting to the Deputy Registrar, the Policy Lead and Registration Officer is responsible to develop and 
implement regulatory framework documents including regulations, competencies, guidelines, licensing 
requirements, and policies. The Policy Lead and Registration Officer will also contribute to the 
competence, registration and licensure programs, including implementing and maintaining the licensee 
and proprietor education program. An additional responsibility of this position is to serve in an 
enforcement role as a Field Officer for registration-related visits. 

Key Responsibilities 

Practice framework 
• Research, analyze, and draft regulatory framework documents. This includes regulations, 

competencies, guidelines, licensing requirements and policies 
• Present draft regulatory framework documents for approval and revise based on feedback 
• Assist in the implementation of new regulatory framework documents by drafting or reviewing 

communications that support the dissemination of the new framework document  
 

Program implementation, maintenance and support 
• Licensee and Proprietor Education 

o Responsible for the implementation of the program  
o Maintain the program to ensure that content is current and addresses current and emerging 

needs or issues 

• Registration and Licensure 
o Support Registration Assessors with reviewing floor plans and other requirements of the 

pharmacy licensure application process 
o Support Professional Practice Consultants with registration, licensure, or operational 

deficiencies identified at a pharmacy 
o Coordinate conduct referrals resulting from the professional declaration audit program 

 
Field Officer 

• Perform assessments, visits, and inspections to practice sites to ensure compliance with and 
enforcement of: the regulatory framework, conditions, off-site record storage requirements; and 
perform site closures 

• Issue and enforce letters of non-compliance/warning to registrants, licensees, and proprietors.  
o Make certain the issues are clearly communicated to the receiving party and monitor to 

ensure they are addressed, and compliance is achieved 

 
Other 

• Respond to general inquiries from registrants, licensees, proprietors and the public 

• Other duties as required 
 

About You 
You are: 

• A strong communicator who is clear, effective, and respectful in all verbal, written, and electronic 
communications. 

• An excellent writer with an eye for detail. 

• Passionate about ensuring compliance with legislation, policy, rules, and requirements. 

• Analytical and able to use various methods of analysis to identify underlying issues. 

Policy Lead and Registration Officer 
 

(permanent, full-time) 
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• Accountable for your own work – you take pride in meeting standards for quality, service, and 
professionalism. 

• Innovative, in that you generate ideas for how work can be done differently or consistent with lean 
thinking, to solve common problems. You are eager to try a new way of doing something in 
response to new developments. 

• A collaborative team player, who supports colleagues in delivering their services and acts in the 
best interest of the team. 

• You assist registrants and stakeholders to find solutions but always within the boundaries of 
being a regulator.  

• Firm in conveying your direction and comfortable delivering tough decisions given the mandate of 
a regulator. 

• You possess excellent knowledge of pharmacy practice, registration and licensure requirements, 

professional standards, and guidelines. 

Qualifications & Experience 

• Bachelor of Science degree in Pharmacy  

• Registered or eligible for registration with the Alberta College of Pharmacy 

• 2-3 years of policy development experience 

• At least five years’ experience in pharmacy practice 

• A valid Alberta driver’s license and a satisfactory driving record 
 

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. 
 
Interested? Email your resume to: 
 
Ashley Edwards Scott 
Human Resources Advisor 
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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