Position

COMPLIANCE OFFICER

As At

April 2018

Reporting to the Manager, Compliance, Compliance Officers are responsible for the intake and
investigation of complaints against real estate licensees. Compliance Officers work closely with the Legal
Services Department, and Accounting and Audit Department.
Complaints Intake and Investigation
 Receive and review complaints, open and classify them and acknowledge receipt to complainants.


Analyze complaints to determine whether they fall within the Real Estate Council’s jurisdiction and
whether they disclose evidence of any breach of the Real Estate Services Act, Regulations, Bylaws
or Rules warranting further investigation.



Attempt to resolve, through informal methods or enlisting further assistance, complaints that may
be appropriately dealt with through informal resolution.



Investigate complaints by obtaining further information from respondents and complainants, other
witnesses, third parties and other agencies.



Assess information concerning complaints to determine whether evidence supports a finding of a
breach of the Real Estate Services Act, Regulations, Bylaws or Rules.



Advise complainants and respondents of the general complaints process, licensee responsibilities,
and of the progress and outcome of investigations.



Prepare summaries of complaint files that are administratively closed for the review and approval
of the Legal Counsel - Compliance.



Prepare summaries of complaints for consideration by the Complaints Committee.



Attend Complaints Committee meetings.



Correspond with complainants and licensees with respect to the disposition of specific complaints.



Respond to queries from licensees relating to the requirements of the Real Estate Services Act,
Regulations, Bylaws, or Rules, industry practices and the Council’s complaints and discipline
processes.

Administrative and Miscellaneous
 Work with the Senior Compliance Assistant and other compliance assistants to organize and
maintain complaint files, complaint tracking records and statistics.


Perform other duties as assigned by the Manager, Compliance or the Director, Legal Services.

Qualifications
 Post-secondary education from a relevant and recognized program.
 A minimum of five (5) years experience as an investigator, paralegal or other equivalent.
Skills and Competencies
 Knowledge and understanding of applicable legislation and regulations.


Ability to analyze, research, evaluate and interpret legal compliance issues.



Ability to apply superior judgment, strategic and innovative thinking in decision making.



Ability to exercise professional judgement while handling confidential and/or sensitive matters.



Excellent organizational skills and strong attention to detail.



Ability to work independently with minimal supervision; proven capacity to be a self-starter.



Self-motivated, with the ability to work independently and as a team member.



Excellent interpersonal skills and collaboration to achieve positive working relationships.



Excellent written, verbal and presentation skills.



Ability to multi-task and manage time-sensitive projects within demanding work schedules.



Ability to analyze and resolve problems/conflicts.



Computer skills (MS Office Suite).

Please email a cover letter and resume to careers@recbc.ca, clearly describing why you are a good fit for
this position and how your knowledge and experience will contribute to the Council’s success.

