
U.S. Senate Sergeant at Arms, Human Resources * Senate Hart Building SH-142, Washington, DC 20510 * Phone: 202-224-2889

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: Printing & Reprographics Specialist #360

DEPARTMENT: Printing, Graphics and Direct Mail - Bindery

LOCATION/HOURS: Landover, Maryland, 12:30pm - 9:30pm

SUMMARY: This is responsible printing and reprographics work in the
printing production areas of the SAA’s reprographics facilities,
including plate-making, press room, electronic printing and
photocopying, book assembly and bindery, floor chart work, and
mailing operations. Positions in this class may be assigned to
designated areas of printing production, but may also be
assigned to other areas within the printing operations to ensure
quality and deadlines are met.

SALARY RANGE: $55,417 - $83,131

HOW TO APPLY: All applicants must use the link below and follow instructions.
https://sen.gov/Q7PJ

POSTING DATE: Thursday, May 21, 2020 to Monday, June 15, 2020
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PRINTING AND REPROGRAPHICS SPECIALIST 

NATURE OF WORK 

This is responsible printing and reprographics work in the printing production areas of the SAA’s 
reprographics facilities, including plate-making, press room, electronic printing and photocopying, book 
assembly and bindery, floor chart work, and mailing operations.  Positions in this class may be assigned to 
designated areas of printing production, but may also be assigned to other areas within the printing 
operations to ensure quality and deadlines are met.  Work is performed under the general supervision of an 
immediate supervisor, and is reviewed for quality and quantity of work performed and adherence to policies 
and procedures. 

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

● Uses work order tracking system to examine job orders, schedules and other job details; maintain records 
and data of jobs scheduled. 

● Operates and troubleshoots high volume production printing equipment and related electronic printing 
equipment; performs daily equipment upkeep and cleaning. 

● Operates and troubleshoots bindery equipment such as stitchers, paper cutters, folders, coil binding and 
other book binding equipment, paper drill and corner rounding equipment; cleans and maintains 
equipment. 

● Operates and troubleshoots mailing equipment such as sorters, addressing equipment and inkjet printers; 
records accurate data for billing; performs preventative maintenance on mailing equipment. 

● Operates shredders to provide secure document disposal and recycling of Senate documents.  

● Operates and maintains metal plate making equipment. 

● Ensures storage areas are clean and orderly; maintains safe working conditions. 

● Operates a power jack. 

PHYSICAL DEMANDS AND WORKING ENVIRONMENT 

Work requires frequent physical effort such as walking, sitting, bending, standing, safely lifting objects up to 
50 pounds, and operating computer key boards. Hazards include moving machinery, exposure to chemicals, 
such as inks and solvents, paper dust and excessive noise. 
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MINIMUM QUALIFICATIONS 

Work requires a high school diploma (or GED), and one to three years of experience which provides expert 
skills in the area assigned; or any equivalent combination of education and experience that provides that 
provides the following knowledge, abilities and skills: 

● Familiarity with departmental rules, regulations, procedures and functions, including policies and 
regulations set by the Senate Rules Committee and the Senate Committee on Ethics or similar policies. 

● Knowledge of equipment, computers and relevant software/Web applications, and spreadsheets and 
databases. 

● Knowledge of modern printing, typography, and reprographics principles and practices. 

● Knowledge of paper, inks, and other supplies used in printing production. 

 Ability to meet established quality control standards. 

 Ability to inspect and coordinate work in an efficient manner. 

 Ability to meet deadlines. 

 Ability to establish and maintain effective working relationships with supervisors, co-workers, and 
customers. 

 Ability to communicate effectively. 

LICENSES, CERTIFICATION AND OTHER REQUIREMENTS 

None. 



Printing and Reprographics Specialist
Addendum

Printing and Reprographics Specialist (Mailing/Bindery)

The United States Senate Sergeant at Arms is seeking a qualified Printing
and Reprographics Specialist within the Mailing and Bindery section of
Printing, Graphics and Direct Mail.  The hours of work are 12:30 p.m. – 9:30
p.m. in the Landover Print facility.

Function:

The United States Senate Sergeant at Arms, Printing, Graphics and Direct
Mail provides Senate offices a full range of binding, finishing and mailing
services that offers unique, custom and professional products, which
supports the Senate day-to-day operations.  Services provided include an
assortment of finished products, such as die-cutting, foil stamping,
embossing, laminating, collating, hole-drilling, trimming, scoring, tabbing,
padding, booklet making, as well as basic and unique folding (Z folds,
gatefolds, French folds, roll folds) and special coatings (Varnish). The
service also provides mailing products and services, such as address
cleansing and validation, package tracking, state and country wide
sortation, town hall notices, as well as open and distribute priority
packaging, all meeting USPS standards and guidelines.

Binding, Finishing and Mailing Equipment:

Candidate should be able to operate the following equipment or similar,
specifically related to bindery, finishing and mailing of all printed material:

•    Baum 714 Friction Feed Table Top, Baum 18, Baum 2020 and Heidelberg
SthalFolders

•    Pitney Bowes 10 Series and Mailcrafter 9800 Series Inserters

•    Bourg Modular 10 station and Bourg Tower Collators

•    Saber Programmable and Polar Programmable Cutters

•    Beseler Shrink Wrap and HSB-34 Bander equipment

•    Alleghany Cross Cut Paper Shredder

•    National Presort Inc sorter

•    Kirk-Rudy Inkjet and tabbers

•    Windowbook Postal Package Partner

•    Accuzip Mailing Software

Skill Set and Experience:



Candidates should be mechanically inclined and able to maintain, operate
and repair binding, finishing, and mailing equipment, as well as possessing
knowledge of all bindery and mailing services. Candidates should be able to
work independently, while meeting production deadlines within a high
volume production environment. Candidates should have a minimum of 1- 3
years’ of experience as a journeyman within the bindery, finishing and
mailing industry.



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.  
	


