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The SAA is an equal employment opportunity employer in accordance with the requirements of Senate Rules and regulations and

applicable federal laws. It is the policy of the SAA that all employment actions will be administered without regard to an employee's or an

applicant's race, color, national origin, religion, disability, genetic information, age, gender, sexual orientation or uniformed service.

Vacancy Announcement

POSITION: Director of Contingency Programs (#316)

DEPARTMENT: Operations

SUMMARY: This is senior-level leadership work focused on contingency
management and continuity of operations for the U.S. Senate. 
Work involves overseeing the development, organization, and
coordination of plans, policies, and procedures; management of
associated facilities, communications and transportation
resources.  It requires collaboration with internal and external
Senate stakeholders as it pertains to ensuring continuity of
Senate essential functions resulting from disruption of normal
operations.  The purpose of the Continuity Program is to ensure
the Senate can continue to conduct its constitutional obligations
under any circumstances.  Work is performed under the
direction of the Assistant Sergeant at Arms (ASAA) for
Operations.

LICENSES AND
CERTIFICATIONS:

Must have or be able to obtain a Top Secret Security
Clearance.

SALARY RANGE: $119,729 - $169,459

HOW TO APPLY: All applicants must use the link below and follow instructions.
https://sen.gov/9YM2

POSTING DATE: Friday, January 18, 2019 to Tuesday, February 19, 2019
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DIRECTOR OF CONTINGENCY PROGRAMS 

NATURE OF WORK 

This is senior-level leadership work focused on contingency management and continuity of operations for the 
U.S. Senate.  Work involves overseeing the development, organization, and coordination of plans, policies, 
and procedures; management of associated facilities, communications and transportation resources.  It 
requires collaboration with internal and external Senate stakeholders as it pertains to ensuring continuity of 
Senate essential functions resulting from disruption of normal operations.  The purpose of the Continuity 
Program is to ensure the Senate can continue to conduct its constitutional obligations under any 
circumstances.  Work is performed under the direction of the Assistant Sergeant at Arms (ASAA) for 
Operations. 

EXAMPLES OF WORK 
 (This list is not absolute or restrictive, but indicates approximate duties and responsibilities which may be redefined pursuant to operational needs.) 

● Implements objectives and policies established by Leaders and senior executives; participates in the 
formulation and implementation of long- and short-range goals. 

● Creates vision for the department, sets priorities and fosters collective purpose among the workforce. 

● Leads, directs, plans, organizes and delegates continuity planning, special projects, and determines 
suspense dates.   

● Responds and provides solutions to disruptions of normal processes and procedures. 

● Develops and delivers senior level briefings to key stakeholders on status of projects through to 
completion.   

● Develops, reviews and monitors all department financials.  Forecasts and regularly updates cost estimates. 

● Manages, directs and supervises staff recruitment, training, motivation and evaluation; determines staffing 
levels and selects incumbents for key positions. Oversees discipline and ensures uniform standards are 
maintained.  

● Maintains effective working relationships with internal and external organizational continuity program 
stakeholders. 

● Collaborates on Congressional continuity policies and practices through readiness of mission essential 
functions and joint development of continuity plans and exercise.  

PHYSICAL DEMANDS AND WORKING ENVIRONMENT 

Work is performed primarily in an office environment with no exceptional physical demands. 
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MINIMUM QUALIFICATIONS 

Work requires a Bachelor’s Degree in emergency management, disaster/business recovery, business 
management, public administration, criminal justice or a related field, and five to eight years in a management 
capacity; or any equivalent combination of education and experience that provides the following knowledge, 
skills, and abilities: 

● Knowledge of general leadership principles and a demonstrated history of progressive leadership.  

● Knowledge of, and demonstrated ability to, provide effective program management.  

● Demonstrated history of leading change. 

● Knowledge of general principles and practices of continuity of operations and exercise planning. 

● Demonstrated ability to organize and coordinate resources, and prioritize objectives, to achieve program 
and organizational goals.  

● Demonstrated ability to analyze complex issues and provide recommendations. 

● Knowledge of Senate rules, procedures, and environment, to include financial and contractual processes, 
contingency management, and risk/consequence management processes.  

● Ability to develop and monitor budgets.  

● Knowledge of internal and external continuity program stakeholders and ability to maintain effective 
working relationships with them.  

● Ability to communicate effectively, in English, both in writing and orally, to include presentations.   

LICENSES, CERTIFICATION AND OTHER REQUIREMENTS 

Must have, or be able to obtain, a Top Secret Security Clearance. 

This position requires the incumbent to be available at all times for sudden recall in response to emergency 
events affecting the Senate campus/community, and to potentially deploy to alternate sites in support of the 
Senate’s contingency operations. 

 



VETERANS EMPLOYMENT OPPORTUNITY ACT 
 
Hiring for this position is governed by the Veterans Employment Opportunity Act of 1998 (“VEOA”), as 
made applicable by the Congressional Accountability Act of 1995 (“CAA”). Pursuant to the VEOA, qualified 
applicants who are not current employees of the Office of the Senate Sergeant at Arms and who are disabled 
or who have served on active duty in the Armed Forces during certain specified time periods or in certain 
military designated campaigns (“veterans”) may be eligible to receive a preference over non-veterans in hiring 
decisions. Family members of veterans may also be eligible to receive a veterans’ preference if the veteran 
cannot claim his or her veterans’ preference.  
 
To be eligible for a veterans’ preference, applicants must meet all of the requirements set forth in the VEOA 
and applicable regulations. Those eligibility requirements are summarized in the Application for Veterans’ 
Preference, which is available at www.senate.gov/saaemployment.  
 
If claiming a veterans’ preference, an applicant must indicate that he/she is preference eligible on the 
application or resume and must submit a completed copy of the Application for Veterans’ Preference along 
with the supporting documentation specified on that form. If the Office of the Senate Sergeant at Arms does 
not receive the Application for Veterans’ Preference and supporting documentation by the closing date, the 
applicant’s claim for a veterans’ preference may be denied.  
 
Applicants may obtain a copy of the Office’s Veterans’ Preference In Appointments policy by submitting a 
written request to resumes@saa.senate.gov.  
 
Individuals who are entitled to a veterans’ preference are invited to self-identify voluntarily. This information 
is intended solely for use in connection with the obligations and efforts of the Office of the Senate Sergeant 
at Arms to provide veterans’ preference to preference-eligible applicants in accordance with the VEOA. An 
applicant’s status as a disabled veteran and any information regarding an applicant’s disability, including the 
applicant’s medical condition and history, will be kept confidential and will be collected, maintained and used 
in accordance with the Americans with Disabilities Act of 1990, as made applicable by section 102(a)(3) of the 
CAA, 2 U.S.C. §1302(a)(3). An applicant who declines to self-identify as a disabled veteran and/or to provide 
information and documentation regarding his/her disabled veteran’s status will not be subjected to an adverse 
employment action, but the individual may be ruled ineligible for a veterans’ preference.  
	


