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ABOUT US

The College of Physicians and
Surgeons of Nova Scotia (the College)
serves the public by regulating the
province's medical profession in
accordance with the Nova Scotia
Medical Act and its regulations.
Among other responsibilities, the
College licenses physicians to practise
medicine, supports high standards of
medical practice, and investigates
complaints about physicians.

Mission: 
to serve the public by effectively
regulating the medical profession.

Vision: 
to be a respected leader that protects
the public while supporting the
medical profession.

STATEMENT OF INTENTION 
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The College of Physicians & Surgeons of Nova Scotia (The College) knows
that building a diverse and inclusive workforce is a continuous journey of
commitment and intentional practice. The College is striving to create a
work environment of belonging that fairly represents the communities it
serves. 

We invite all interested individuals to apply and encourage applications from
Indigenous, African Nova Scotian, Black and other racialized individuals, as
well as People with Disabilities and those with diverse sexual orientations,
gender identities, and expressions. Preference will be given to candidates
who self-identify with any of these historically excluded groups. We
encourage you to self-identify in your cover letter or resume and to share
your pronouns. The College is committed to ensuring that applicants with
disabilities receive necessary accommodations at any stage of the hiring
process.

http://www.p4g.ca/


T H I S  M O M E N T ,  
T H I S  P O S I T I O N

The College is seeking a
Supervision, Administrative
Assistant, to join their Physician
Performance Department (PPD). 

Reporting to the Director, PPD,
this collaborative and ethical
assistant will provide
administrative assistance to the
Supervision Program.

The position requires a high
degree of attention to detail,
accuracy and integrity. The ideal
candidate conducts themselves
honestly and with integrity when
handling confidential information.
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Strategic Themes

ACCESS TO HEALTHCARE

We support improved access to
healthcare through leadership,
collaboration, and flexibility.

ANTI-RACISM

We work to ensure the College is a
culturally competent, respectful, safe,
and humble organization for all.



Acts as the main administrative support staff for the College’s Web-based
Supervision Portal, taking direction from the Supervision Lead.
Administratively supports ongoing College-directed supervision activities for
physicians on a Defined or Restricted license requiring supervision.
Participates in weekly file review/communicates updates on physician files.
Prepares a variety of written correspondence.
Prepares and collates supervision reports for the Director PPD and Deputy
Registrar on a regular basis.
Organizes and saves information for supervision files on the College’s
database.
Communicates regularly with physicians and representatives of the Nova
Scotia Health Authority regarding supervision.
Arranges training sessions with Supervisors and Physicians under supervision
with relevant PPD staff. 
Maintains and updates supervision Terms of Supervision/Sponsorship for
Supervisors and Sponsors.
Works with the IT department to provide feedback and maintain the
supervision portal. 

Receives and processes Agent requests for approvals.
Communicates with relevant referring staff and stores approvals electronically.

Using the Supervision entity in the College’s database, manages the financial
payments to supervisors and invoicing to physicians who are on the web-
based supervision portal. 
Tracks supervision fees and payments: monitors payments received by
physicians and notifies finance as to when fees are to be paid to the supervisor. 

Supports onsite activities such as maintaining a list of attendees, room set up,
ordering catering and administering financial invoices.

Administrates Supervision Activities

Prepares and administers Agent of the College approvals

Working with Finance staff, to administer the financial aspects of the program.

Provides administrative support to College Orientation activities for physicians
trained outside of Canada

Liaises with the Registration Department to ensure program objectives as
required by the College are tracked and complete.
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POSITION RESPONSIBILITIES 

http://www.p4g.ca/


The Ideal Candidate:

Is a collaborative, detail-oriented, team player who promotes cooperation and commitment
to attain shared organizational goals. They are eager to hold protection of the public as the
foremost mandate of the College.

They are motivated to respond to the needs of the College, and encourage the contributions
of their colleagues while striving to build and maintain strong relationships. They
communicate in a timely manner, and naturally display respectful gestures and courteous
manners while dealing with colleagues and guests.

They are a flexible and thoughtful support who is open to  continuous improvement and
problem-solving. They are driven to play an active role in improving member services,
streamlining work processes, maximizing efficiency, and enhancing the College’s work
environment.

They are logical and ethical and apply a solutions-oriented approach to challenges that arise.
This ideal candidate exercises foresight and adaptability  when met with challenges. They
hold core values of respect, accountability, adaptability and integrity. 

Microsoft Office Suite 2007 (Word, Excel, PowerPoint, Access, and Outlook);
Windows 7 Professional; 
Microsoft CRM
Adobe Acrobat.

EDUCATION AND EXPERIENCE

Relevant experience or an equivalent combination of education and experience
sufficient to successfully perform the job as described

Technical Skills/Computer Experience:  

The College invites all qualified candidates to apply, and takes into consideration
post-secondary education, professional accreditation, years of professional
experience, as well as lived experience relevant to the position. 
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Application Details

Salary: $42,500 - $48,000 (Based on Experience)
 

Benefits:
The College supports a healthy work-life balance. We offer a competitive salary and

comprehensive benefits package including health and dental benefits, life insurance,
pension plan, a health and wellness allowance, educational assistance, and

professional development opportunities.
 

Location: Bedford, Nova Scotia (Hybrid Work Arrangement)
 

Apply now by Clicking Here! 

Applications will be accepted until
December 5, 2022.

Please be sure to include a cover letter
that speaks to your experience, but we
also want to get a glimpse of your
personality. 

Don’t be generic, be yourself.   

THE PACKAGE

The College of Physicians & Surgeons of Nova Scotia has a mandatory COVID-19 Vaccination Policy which
requires all employees to be fully vaccinated against COVID-19. Proof of vaccination is a condition of

employment. Successful applicants who are unable to be fully vaccinated based on a protected characteristic
as defined in the Nova Scotia Human Rights Act or for a valid medical exemption, must immediately advise the

Lead P4G Placemaker of their request for accommodation. 
 

 What to Expect

We closely review all applications and read
each cover letter (we promise). 
If you are selected as a top candidate, expect
a phone discovery call with a Lead
Placemaker from P4G. This is someone who
treats the recruitment process non-
traditionally. We want to get to know what
inspires you as a human. 
Selected candidates will proceed to a virtual
interview with the Lead P4G Placemaker
and 2-3 College representatives. 
Finalists may participate in a second round
interview or skills activity (virtual or in
person). 
P4G will check employment references and
assist in presenting an offer to the successful
candidate.

 Application Details
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