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Nothing in this job description restricts management's right to assign or reassign duties and 

responsibilities to this job at any time. 

 

DUTIES   Serves as the Print Production Technician at the Metropolitan Washington Airports 

Authority (Airports Authority).  Performs a variety of administrative and clerical/service 

functions to coordinate in-house and contracted copy/printing services for the Airports 

Authority’s centralized print production program; they include operating and performing 

operator-level maintenance on high volume copy machines, binding and finishing printed work, 

and procuring printing supplies and services. Processes mail and assists and backs up the Motor 

Vehicle Assistant, as necessary.  Performs related functions. 

 

Print Production 

 

--Informs customers of the proper procedures for submitting work orders and transferring 

data files for printing/copying.  Receives and reviews work orders and hard-copy and 

electronic files of submitted print projects to ensure they are complete and in appropriate 

format. Reviews work orders to identify priority/scheduling issues, sensitive or confidential 

matters, potential copyright issues, and determine whether in-house or contracted production 

and/or delivery is the most appropriate method. Calculates charges for jobs and follows up 

with customer or other approval authorities as required to obtain approval prior to 

production.  Enters work orders and production information into the billing system including 

data regarding binding, completion, delivery method, and distribution activities. Responds to 

customer inquiries about job status and notifies customers of job completion. 

 

--Sets up, operates, and adjusts a variety of copiers and finishing equipment  

including large format copiers and plotters, and performs binding and finishing work using 

binding, stuffing, cutting, drilling, folding, shrink wrap, and perforation/scoring equipment. 

Folds, collates, glues, jogs, trims, pads, binds, assembles, stuffs, and packages/addresses 

envelopes and boxes for distribution.  Loads, unloads, moves or stacks paper, supplies, and 

printed materials by hand, hand truck, or other equipment. 

 

--Maintains hardcopy and electronic files of job documents (such as order forms, 

correspondence, contractor invoices, and proofs) of in-progress and completed jobs 

according to established procedures.  

 

--Coordinates the collection of, and collects, used toner cartridges from copier machines and 

printers from Airports Authority facilities. Returns recyclable cartridges to vendors and 

disposes non-recyclable toner cartridges.  

  

--Assists in the procurement of printing/copying goods and services in collaboration with the 

Supervisor by preparing purchase orders for printing supplies, materials, equipment, and 

services and serving as the Contracting Officer’s Technical Representative (COTR) for 

service contracts that support the day-to-day print services operations.  As COTR, monitors 

vendor activity to ensure compliance with contract terms and coordinates with the 

Contracting Officer, as necessary; reviews and reconciles invoices from 

courier/messenger/delivery and printing contractors against pickup and delivery logs, and 
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shipping manifests; certifies invoices for payment and resolves routine payment issues; 

updates and maintains automated databases and spreadsheets with financial activity of 

contracts; and generates reports and summaries for the Supervisor.  

 

--Ensures the schedule of equipment covered by service maintenance agreements is kept 

current by adding and deleting the make, model, serial number details of equipment to be 

added or removed. Reviews property inventory reports and schedules and conducts periodic 

equipment and material inventories. Inputs data into an automated database and spreadsheets 

and generates reports for the Supervisor to monitor inventory accountability. 

  

Mail Services 

 

--Performs, and may coordinate, based on a pre-determined daily cyclical schedule, the 

processing, delivery and pick up of mail from various Airports Authority offices at Ronald 

Reagan Washington National Airport (DCA) and the Corporate Office Building (COB) – 

date stamps incoming mail, sorts incoming and outgoing mail for proper distribution, 

determines most appropriate delivery methods, verifies addresses and corrects improperly 

addressed mail, packs mail in delivery crates to be delivered to the US Postal Service (USPS) 

or the contracted Washington Dulles International Airport (IAD) mail messenger, tracks mail 

counts of different mail types (such as packages, internal vs. external, first-class, certified, 

etc.), weighs outgoing mail to determine proper postage and class (as specified by published 

USPS rates and fees), runs mail items through postage machine, and logs all outgoing 

certified and overnight delivery mail.  

 

--Processes outgoing mail by double-checking that mail is addressed properly (address is 

clearly written or typed, postal code is annotated correctly, and return address has been 

affixed to mail) and correctly sealed and wrapped. Corrects any deficiencies that are easily 

rectified (such as, re-wraps packages to be mailed, seals envelopes that have become undone, 

etc.). Consults with sender or Supervisor to rectify unusual problems. Follows up with local 

USPS stations and long distance and local contracted carriers regarding the tracking and 

status of lost or special mail items (such as registered, certified, or special delivery mail 

items). 

 

--Maintains appropriate postage levels on primary electronic postage meter and back-up 

postage meter. Notifies Supervisor to request funds to refill postage when primary postage 

meter indicates balance of postage is less than $1,500. Electronically refills postage by 

removing meter from the mail machine, connecting it to the vendor via phone line, 

downloading postage, and reconnecting meter to the mail machine, after receiving 

notification from the Accounting Department that payment for postage has been made. 

 

--Uses an automated database to input data related to contracted carrier services, special 

mailings and general mail services to document those activities and generate reports used to 

reconcile submitted invoices against activities in recorded in the database.  

 

--Drives an Airports Authority vehicle to and from various offices at DCA, the COB, and 

IAD to deliver and pick-up mail from Airports Authority offices as well as local USPS 
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stations and branches. 

 

Operator Maintenance 

 

--Daily, inspects print production and mail center office machines and equipment (such as copy 

machines, mail meter machines, printers, and weigh scales) to ensure equipment is operable, and 

monitors inventory levels of stock and supplies to ensure that supply levels are properly 

maintained. Reads equipment usage meters and records readings in log book(s). Performs 

operator-level routine maintenance (such as cleaning glass, reloading paper and staples, and 

changing regular and waste toner cartridges), troubleshoots malfunctions and performs operator-

level repairs (such as clearing paper-jams and staples). Coordinates preventive maintenance and 

repairs of machines and equipment with contractors; maintains records of service calls.  Orders 

and delivers office supplies from inventory stock or orders office supplies and forms, etc., as 

necessary.  

 

Motor Vehicle Assistant Back-up 

 

--As a backup to the Motor Vehicle Assistant, performs special messenger/courier services by 

delivering packages, letters, etc., to appropriate delivery points within the Metropolitan 

Washington area, and chauffeuring Airports Authority personnel to meetings, training courses, 

seminars, etc.). Registers vehicles and transports vehicles for inspection, maintenance, and 

cleaning to assist with motor pool functions. 

 

--Assists the Motor Vehicle Assistant during auctions of Airports Authority vehicles by 

reviewing titles to verify the Vehicle Identification Numbers (VIN) of the vehicle matches the 

VIN on the title, odometer readings, lien releases, and that the titles contain no alterations. 

Verifies that data on bills of sale are accurate.  Prepares vehicle titles with buyer information for 

signature by the Supervisor and makes copies of all documents for record keeping.   

 

Other Work 

 

--Monitors subscription-based periodicals and notices, such as labor law posters, that are posted 

throughout the COB. Prepares order forms for new posters as necessary, replaces outdated 

posters, and updates the database tracking expenditures for the subscriptions.    

 

--Assists short- and long-term budget preparation by compiling and updating data, producing and 

reviewing monthly, quarterly and year-end budget reports, and making recommendations for 

funding levels.     

 

--May occasionally move furniture or office equipment, as requested. 

 

--Communicates and interacts effectively with internal and external business contacts including, 

but not limited, to other members of the unit/team, other Airports Authority employees (such as 

managers, supervisors, professionals, and support staff), and vendors/suppliers. 

 

--Uses a computer and office productivity software for various applications (such as email 

communication, planning, scheduling, word processing, compiling/inputting data into databases 
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and spreadsheets, and producing reports). 

 

--Drives a sedan or similar vehicle to fuel and deliver vehicles for cleaning, to chauffeur passengers, 

to pick-up and deliver mail and supply items, and to attend to other business, landside and airside. 

 

-- *Performs other duties as required and as assigned.* 

 

Critical features of this job are described under the headings below.  They may be subject to 

change through reasonable accommodation or otherwise. 

 

MINIMUM QUALIFICATIONS (MQs) 

 

To be rated qualified for this job, an applicant must meet all of the MQs listed below at the time 

of vacancy announcement closure. 

 

1. A high school diploma, a Certificate of General Educational Development (GED), or an 

equivalent combination of education, experience, and training. 

 

2. Five years of progressively responsible experience (post high school) (a) performing a variety 

of copying/printing and mailroom services using a variety of high volume copiers/printers, 

large format copiers and plotters, binding, folding, stuffing, cutting, drilling, shrink 

wrapping, and perforation/scoring equipment, and mail processing equipment, (b) working 

effectively with business contacts, (c) working effectively as a team member, (d) providing 

effective customer service, and (e) demonstrating ability to monitor contracts for high 

volume, special binding, and multi-color digital and offset production and reproduction of 

documents. 

 

Education and training beyond what is needed to satisfy MQ 1 above may be substituted for 

up to two of these five years of experience (MQ 2) provided the education and training 

provide evidence of the knowledge, skills and abilities required by MQ 2. 

 

PREFERRED QUALIFICATIONS 

 

The qualifications listed below (if any) are preferred and may be considered in the selection 

process, but they are not required to be rated qualified for this job.   

 

None  

 

KNOWLEDGE, SKILLS, ABILITIES AND OTHER FACTORS (KSAOs)  

 

The following KSAOs are required for successful performance of this job and are a basis for 

rating and ranking applicants who are found to meet the MQs.  Local, Federal, airport industry, 

or Airports Authority-specific bodies of knowledge listed below may be acquired on the job, 

typically; ability to rapidly acquire them is required at the time of vacancy announcement 

closure. 

 

1. Knowledge of print production, photocopying, and mailroom services and processes, 
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including USPS postal regulations and rate schedules, sufficient to operate, and perform 

operator-level maintenance of, high volume copy machines; perform binding and finishing 

work; determine most appropriate production and delivery methods; assist with budget and 

procurement activities to ensure cost effective and efficient print services; and calculate 

domestic and international postage, insurance and fees for extra services (certified, insured, 

priority, etc.).  

 

2. Knowledge of the general functions and organizational structure of the Airports Authority to 

properly sort and distribute various categories of mail (such as internal, registered, certified, 

insured, priority, etc.) to ensure efficient and timely distribution of mail. 

 

3. Knowledge of Virginia, Maryland and Washington, DC requirements for safe, legal 

operation of a motor vehicle within the metropolitan Washington area.    

 

4. Knowledge of the policies and procedures governing selected programmatic and operational 

areas to carry out assigned duties/responsibilities.   They include, but are not limited to, 

policies and procedures for determining supply sources, monitoring expenditures, evaluating 

contractor performance, and resolving discrepancies in accounts or contract provisions to 

service as COTR. 

 

5. Skill in problem solving to select, organize and logically process relevant information (verbal 

or numerical) to solve a problem. This includes skill in operating, and performing operator-

level maintenance and troubleshooting of, print production and mailroom machinery and 

related equipment, skill in performing basic addition and subtraction problems to calculate 

quantities of supplies or postage needed and mail processed; and skill in using street and 

highway maps to find appropriate locations when chauffeuring or performing 

courier/messenger duties. 

 

6. Skill in using a computer and modern office suite software (such as MS Office) to plan, 

schedule, communicate (email), word process (light word processing only), use spreadsheets 

and databases, etc.  

 

7. Skill in oral communication to understand verbal information (including instructions, 

descriptions, and ideas) and to express such information verbally so that others will 

understand. Examples include exchange of routine information and straightforward facts, 

such as work order instructions, special delivery information and driving directions. 

 

8. Skill in written communication to understand written information (including instructions, 

descriptions, and ideas) and to express such information in writing so that others will 

understand. Examples include reading and understanding straightforward operator manuals 

and written instructions to operate machinery, identify addresses, apply instructions on mail, 

review invoices, and to understand USPS regulations and applicable Airports Authority 

procedures. 

 

9. Interpersonal skills to interact effectively with business contacts in a businesslike, customer 

service-oriented manner. 
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10. Ability to work safely and knowledge of the safety rules and procedures needed to do so.  

 

RESPONSIBILITY  Is responsible for performing and coordinating the administrative-clerical-

service functions of the Airports Authority’s print production operations, including determining 

whether print work is best performed in-house or contracted out, operating and maintaining 

copiers and related finishing equipment, serving as COTR to assist in the procurement of 

printing goods and services, performing mailroom operations in accordance with applicable 

guidelines, and performing other administrative support functions as an alternate or back-up to 

the primary employee. The work contributes to the reliable, cost effective and safe provision of 

print production and mail services Airports Authority-wide, which facilities effective 

accomplishment of the work of others.  

 

Reports to the Support Services Supervisor (Supervisor). Typically, receives assignments in 

accordance with established work-flow; receives special assignments from the Supervisor via 

oral instructions. Independently performs work and solves routine problems in accordance with 

established priorities, regulations, policies, procedures, and standards. Keeps Supervisor 

informed of progress and problems or conflicts requiring assistance. The Supervisor typically 

reviews work in progress and upon completion for quality, quantity, timeliness, teamwork, 

safety, customer service, performance management goals and measures, and other factors.  

 

Guidelines include baseline USPS regulations on rates, insurance, and extra services (such as 

delivery confirmation), Airports Authority policies and procedures regarding print production 

and mailroom operations, contracting and administrative functions, and working safely, maps, 

and directions. Incumbent selects, applies, and works in strict adherence to guides. 

 

EFFORT Stands, walks, or otherwise moves for long periods when operating copy machines 

and sorting or delivering mail. Uses a computer, copy machines, finishing equipment, and 

mailroom machines. Moves office equipment such as postage meters, boxes of office supplies 

(such as paper and toner cartridges), and mailbags and mail carts, weighing up to 75 pounds. 

Occasionally pushes or moves small pieces of furniture weighing up to 70 pounds. Reads small 

print in manuals and on envelopes. Communicates orally and by telephone regularly. Operates 

vehicle using judgment based on traffic, weather, and other factors.    

 

WORKING CONDITIONS  Primarily works in an adequately lighted, ventilated and temperature 

controlled office setting (mail room and copy/printing production room) but also outside in all 

types of weather conditions (snow, fog, ice, rain, etc.) when driving. Subject to noise, dust and 

some dirt/grease from motor vehicles and mailroom and copy room machines.  

 

OTHER SIGNIFICANT JOB ASPECTS May be subject to working overtime, holdover, or 

reporting to work during inclement weather conditions or during emergencies. 


