
  

 

REGULATORY AND COMPLIANCE ADMINISTRATOR 
 

 

 

EQUS REA LTD. provides safe and reliable electric distribution services to commercial and industrial 
developments, oil and gas operations, telecommunication towers, production facilities and farms 
throughout 26 Alberta municipal districts and counties. Serving 11,800 members, EQUS is the largest 
member-owned utility in Canada. As the electrical provider of choice in rural Alberta, EQUS provides 
comprehensive distribution services with a 99.9% reliability rating. 

EQUS is seeking a Regulatory and Compliance Administrator to join our team in Innisfail. The Regulatory 
and Compliance Administrator provides comprehensive administrative support to the Regulatory and 
Compliance Leader (RCL). This role is also responsible for document control and assists the RCL with the 
monitoring of business functions. 

This is a temporary, full-time position for a period of at least 12 months. 

Duties 
Administrative Support to Regulatory and Compliance Leader 

 Review and prioritize daily communications directed to the Regulatory and Compliance 
Leader including: emails, phone calls, correspondence, staff inquiries, etc.; 

 Independently respond to letters and general correspondence of a routine nature; 

 Co-ordinate appointments and manager calendar, understand priority items/issues and 
allocate Regulatory and Compliance Leader time accordingly; 

 Process general administrative tasks including, but not limited to: filing (electronic and hard 
copy), photocopying/scanning, post department notes to the Intranet, etc.; 

 Draft letters, presentations, etc. for review and approval by the Regulatory and Compliance 
Leader; 

 Coordinate all travel arrangements for Regulatory and Compliance Leader; 

 Take minutes at designated meetings; 

 Assist with and conduct research; 

 Organize materials for team review;  

 Review Alberta Utility Commission (AUC) notifications daily and forward to CEO and 
Regulatory and Compliance Leader, if applicable. 

Document Control 

 Create and revise systems and procedures by analyzing operating practices, recordkeeping 
systems, forms control and the formal process of change implementation; 

 Design, develop, and distribute training for impacted business users.  

Monitoring of Business Functions 

 Research and review processes that support business functions and system requirements;  

 Responsible for creation of business process flowcharts to define operational activities, 
procedures and models; 

 Analyze the effectiveness and efficiency of business processes and develop strategies for 
enhancing them; 

 Identify omissions and errors in business requirements and evaluate findings to develop 
new processes; 

 Other duties as assigned. 



 

 

 

Review and Approval of Work 
This position reports directly into the Regulatory and Compliance Leader. 
 

Job Requirements 

 Experience in handling a wide range of administrative and executive support related tasks in a 
complex business environment; 

 Well-developed written and verbal communications skills: exceptional grammar and proofing 
ability with an attention to detail; 

 Proven ability to organize and coordinate assigned work including: setting priorities, meeting 
deadlines and making decisions with minimum direction; 

 Excellent organizational skills utilized for organizing calendars, scheduling meetings, prioritizing 
and filing of emails; 

 Good knowledge of working within established organizational systems and understanding of 
naming conventions; 

 Highly proficient in Microsoft Office Suite, with a particular emphasis on Microsoft Outlook, One 
Note and Visio; 

 Ability to work independently with little to no supervision; 

 Fundamentals of project management; 

 Basic design/marketing skills; 

 Well-developed research skills and resourcefulness; 

 Comfort working in a very busy, high-paced environment; 

 Maintain strict confidentiality; and 

 Ability to travel with the Regulatory and Compliance Leader, as required. 

Education and Experience 

 Completion of an Office Administration degree/diploma program or equivalent; 

 Minimum of two years’ experience in an administrative assistant or senior secretarial position; 
and 

 Must possess and maintain a valid Alberta driver’s license and a satisfactory driving record. 
 

Benefits 

EQUS REA LTD. was founded on the co-operative spirit, our members own the distribution system they 
helped build. These values form the core of EQUS and define the attitude employees bring to work every 
day and enable us to accomplish our goals in an ever-changing environment. Our employees share in 
this success through a comprehensive wage and benefits package and excellent opportunities for 
development and growth. 

Power up your career by joining the EQUS team! 
Submit your application to HR@EQUS.CA  
 
EQUS would like to thank you in advance for your resume. It will be kept on file for 6 months from the date you 
submit it, for the purpose of assessing your suitability for the position for which you are applying as well as any 
positions that may become available during that period. You may modify or update the information by 
contacting the office. After 6 months your application, and any personal information collected about you during 
the verification process will be destroyed. 

EQUS REA LTD. (EQUS) collects only that personal information about job applicants that is needed to determine 
suitability for employment. The information will be used only for the purpose of evaluating that 
suitability.  EQUS will not distribute your information to anyone else. 
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