
 
  
 
 
 

 
Regulatory Compliance Analyst 

 

A Day in the Life 

 

The Regulatory Compliance Analyst will be a key member of the team and work closely with the 

account executive team and other functions, as well as external clients. This position supports DSA 

Corporate Services L.P. compliance approval program and acts as a compliance subject matter 

expert. This person will report directly to the Managing Director. 

 

Responsibilities may include the following and other duties may be assigned. 

 

• Provides project or program support to a functional group or business process by relying on 

their expert knowledge of compliance regulatory systems such as SEDAR+, SEDI, OTC, OSC and 

others. 

• Monitors program/project/system status and timetables. 

• Applies knowledge of and experience in company operations to assist in the development, 

implementation and administration of program/system guidelines and procedures. 

• Gathers and compiles accurate information for reports. 

• Provides technical support, which may include program/system training, program/system 

documentation, data extraction, data review, and tracking. 

• Acts as a subject matter expert on compliance rules and regulations 

• Receives and processes compliance approval requests and provides proper 

documentation/communication for internal/external requests in a timely fashion and following 

a set compliance process. 

• Be available to respond to occasional requests outside of assigned work hours. 

• Work extended hours in office when required. 

• Play a role in developing and updating necessary compliance tools and supporting various 

compliance initiatives or projects 

• Involved in continuous process improvement. 

 

Must Have: Minimum Requirements 

 

• Requires full job knowledge of systems and procedures obtained through prior work experience 

or education. 

• Minimum of 2 years of relevant experience. 

• Strong knowledge with regulatory systems such as SEDAR+, SEDI, EDGAR, CSE and TSX/TSX-V. 

• Excellent organizational skills and problem-solving skills—capacity to manage multiple priorities 

and tasks simultaneously; ability to work under pressure. 

• Interpersonal skills: exceptional verbal/written communication, listening, professional 

demeanor, excellent attention to detail. 

• Ability to interface directly with demanding business clients. 



 
  
 
 
 

 

• Highly self-motivated contributor who works autonomously but has the interpersonal skills to 

liaise with both internal and external clients. 

• Superior knowledge of Microsoft Office Suite more particularly Excel 

 

Nice to Have  

 

• University degree or equivalent certification. 

• Law Clerk, Law Associates, Paralegal diploma/degree, or Regulatory Compliance certification 

• Background and/or education in the field of Canadian Securities Regulation and Canadian 

Regulatory Compliance 

 

Note: this is an early morning start time shift at 7:00 a.m. (EST). 

Please send your resume along with a summary of your experience directly to: info@dsacorp.ca  

 

About DSA Corporate Services L.P.  

DSA Corporate Services offers corporate secretarial and electronic regulatory filing on SEDAR+ (Canada), 

CSE (Canada), OTC, EDGAR (US), RIS (UK) and Canadian insider filing on SEDI (System for Electronic 

Disclosure by Insiders) and prepares customized annual Disclosure Filing Calendars. 
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