
EMPLOYMENT OPPORTUNITY - ADMINISTRATIVE AND SUPPORT STAFF 

The Ottawa-Carleton District School Board invites application for the following position: 

Respectful Workplace Advisor 

Job # HR2017-011 

Location:  Human Resources Department, 133 Greenbank Road, Nepean 

Nature of Position: Regular, Full-time (100%), 12 month work year, Union Exempt 

Hours of Work:  35 hours per week; Monday to Friday 

Salary:   $69,829 to $90,106 per annum 

Start Date:  January 2018 

Deadline Date:  2:00 pm, Monday, January 8, 2018 

Duties: 

Reporting to the Labour Relations Officer/Legal Advisor, the Respectful Workplace Advisor ensures the 

effective implementation of the Board’s policies and procedures dealing with Respectful Workplace 

(Harassment Prevention) including providing workplace conflict resolution services such as mediation or 

alternative dispute resolution. Job duties include but are not limited to acting as a resource and subject 

matter expert and providing advice and guidance; assessing complaints and determining an appropriate 

course of action; investigating complaints and identifying and recommending appropriate conflict 

resolution solutions; mediating disputes; facilitating workplace reintegration; developing and delivering 

training; and developing and maintaining an awareness campaign. The Respectful Workplace Advisor 

also provides expert advice and guidance to principals, supervisors and managers with respect to their 

obligations to comply with the Human Rights Code as these obligations relate to employees. The 

incumbent may also be called upon to act as a fact-finder / investigator where allegations are made of a 

breach of the Human Rights Code, and to liaise with external investigators when necessary.  

Qualifications and Required Knowledge and Education: 

This position requires familiarity with: the Occupational Health & Safety Act as it relates to Workplace 

Violence and Harassment; a strong understanding of the Ontario Human Rights Code as it relates to 

issues of prohibited grounds of discrimination; grievance/arbitration processes as they relate to 

disciplinary issues; and administrative procedures of school boards or other large institutions. The 

incumbent must possess the following: strong interpersonal and written and oral communication skills; 

planning and organization skills; initiative, analytical and critical thinking skills; conflict resolution and 

mediation skills; presentation skills; and the ability to recognize the support required for victims. The 

incumbent must also be proficient in the use of relevant software such as google email, word-

processing, and database management. 

The knowledge and skills required for this position would normally be acquired through the completion 

of a four year university degree with specialization in human resources, business administration, social 

sciences or a related discipline or a suitable combination of education and experience; over 5 years of 

progressively demonstrated experience working in the area of respectful workplace and harassment 

programs or response; demonstrated experience in the execution of respectful workplace and 

harassment strategies; and demonstrated experience in conducting workplace investigations. Training in 



alternative dispute resolution and mediation as well as a CHRP designation are considered desirable 

assets. The incumbent must also have experience preparing and delivering training programs. A valid 

driver’s license and access to a personal vehicle is required. 

Persons with disabilities who need accommodations in the application or interview process should email 

a request to hrcompetitions@ocdsb.ca. 

Applications will be considered in accordance with the terms of the Union-Exempt Staff Employee 

Handbook. 

Application Process: 

Please send your resume and cover letter as an email attachment to HRcompetitions@ocdsb.ca  on or 

before  January 8th, 2018 at 2:00 pm.  Indicate the Competition # on the subject line. 

Personal information is collected pursuant to the Education Act and will be used to determine the 

eligibility for employment with the OCDSB. Questions about this collection should be directed to the 

Manager, Human Resources, 133 Greenbank Road, Nepean, Ontario K2H 6L3 

The Ottawa-Carleton District School Board is committed to equity for all students and staff and to 

delivering the highest quality education through a qualified workforce that reflects the diversity of the 

students and communities it serves. 


