
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: Systems and Data Production Specialist (#5211)

DEPARTMENT: Printing, Graphics and Direct Mail

LOCATION/HOURS: Landover, MD 9:00am - 6:00pm

SUMMARY: This is systems administration and data production work. Work
includes maintaining and monitoring networks and computer
operations, assisting users with applications, ensuring system
security, performing backups and database administration.
Work also includes operating computer peripherals to set
production jobs, setting printers and queues for off-site printing,
and providing technical assistance as needed. Work requires
assessing production failures and problems and taking
corrective action, conducting tests and demonstrations of new
and modified applications, and coordinating data processing
requirements with outside vendors or in-house programming
staff.

SALARY RANGE: $68,418 - $102,626

HOW TO APPLY: All applicants must use the link below and follow instructions.
https://sen.gov/4LRL

POSTING DATE: Monday, January 13, 2020 to Monday, January 27, 2020
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SYSTEMS AND DATA PRODUCTION SPECIALIST 

NATURE OF WORK 

This is systems administration and data production work.  Work includes maintaining and monitoring 
networks and computer operations, assisting users with applications, ensuring system security, performing 
backups and database administration.  Work also includes operating computer peripherals to set production 
jobs, setting printers and queues for off-site printing, and providing technical assistance as needed.  Work 
requires assessing production failures and problems and taking corrective action, conducting tests and 
demonstrations of new and modified applications, and coordinating data processing requirements with 
outside vendors or in-house programming staff.  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.) 

● Monitors and maintains production equipment including servers and workstations; evaluates processing 
capabilities, hard drive space and performance. 

● Assists users with computer needs such as adding of users to system and installing and configuring 
software/hardware; troubleshoots problems with user systems. 

● Integrates new software and hardware for Production Services; researches and tests new applications 
prior to product delivery; works with outside vendors and SAA staff to implement new technology. 

● Assures the final quality control step is performed on all electronic documents, media duplication and 
microfilm conversions so that the product is promptly and accurately distributed to the customer. 

● Provides technical printing and electronic file maintenance support to Senate staff. 

● Assists with customized forms, signatures, letterhead, graphic files and programs to enhance 
performance. 

● Performs routine maintenance; develops and tests back-up devices and recovery procedures.  

● Monitors and maintains various software databases to ensure data integrity. 

● Maintains password and access control of the Document Management system. 



 OFFICE OF THE SERGEANT AT ARMS AND DOORKEEPER 

 UNITED STATES SENATE 

PAGE 2 OF 2 

The statements contained herein reflect general details necessary to describe the principal functions of this class, knowledge and skill typically 
required and the physical demands and working conditions, but should not be considered an all-inclusive listing of work requirements. 

CODE:  7631 REVISED:  6/14/12, 8/7/19 

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. Work exposes the employee to noise and cold temperatures 
from the computer equipment.   

MINIMUM QUALIFICATIONS 

Work requires an Associate’s Degree in computer science or a related field, and at least three years of 
experience in systems administration; or any equivalent combination of education and experience that 
provides the following knowledge, abilities and skills: 

● Knowledge of, or ability to learn, departmental rules, regulations, procedures and functions, including 
policies and regulations set by the Senate Rules Committee and the Senate Committee on Ethics. 

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

● Knowledge of Windows software, servers, MS SQL Server/OnBASE, Xerox Highlight Color Printers, 
and TCP/IP Networking Applications. 

● Ability to plan, organize and conduct system analysis, system maintenance and security. 

● Ability to troubleshoot user and network problems. 

● Ability to stay abreast of technological developments and implement new technology. 

● Ability to create and maintain database structure for Senate users. 

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

● Ability to communicate effectively. 

LICENSES, CERTIFICATION AND OTHER REQUIREMENTS 

None. 



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.  
	


