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Tool Purpose and Benefits 
What is the PushButtonPD Tool? 

PushButtonPD is a no-cost, self-contained, single 
Excel workbook file currently under 3 MB.  
 
Managers, supervisors, and HR Specialists can 
rapidly draft Position Descriptions (PDs) without the 
need for extensive training or prior knowledge of 
position classification.  
 
It is designed to present language from multiple 
authoritative sources and standards for duty, task, 
and KSAs (knowledge, skills, and abilities); rapidly 
capture the hiring official’s requirements; and 
present them in a package that can be easily 
integrated into the agency’s current HR processes.  
 
The entire PD generation timeline becomes a 
process that can be completed, not in days, but in a 
matter of hours.  
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POSITION DESCRIPTION OUTPUT: 
 



PushButtonPD Timeline 



Main Interface 
• Portability:  The tool is a single 3 MB Excel Worksheet file. 
• Scalability: Limited only by Microsoft Excel maximum limits. 
• Training: Currently in-person or remote sessions, but will be posting self-help 

videos soon.  Help buttons sufficient for some users. 
• Cost: The tool is free GOTS with no support or subscription  fees.  Current HW/SW 

capital and recurring expenditure to date: $0 

• 508: Compatible with JAWS version 
14 or higher and Microsoft Narrator 

• PII: May be emailed or posted to an 
Agency website. Fully self-
contained, stand-alone within a 
single Excel file under 3 MB without 
Privacy information. 

HSAC TASK TAB 
 



Occupational Series Task Tab 
• Occupational Series Supported: Thirty-six (36); cyber and non-cyber 
• Group/Individual Categories:  Ability to manually mark Task or Skill Tags (to 

identify qualifications for individual or group incentives / benefits) 
• HR Classification: Not a classification tool, but enforces critical “bright-line” rules; 

ex. 25% major duty; primary major duty determines occupational series; awards 
Occupational Series 0301 when no major duty achieves 25%; amongst others 

• HR Integration:  Automatically generates draft HR Forms to assist with adaptation 
to existing HR processes (ex. FLSA, Job Analysis, etc.) 
 

 
 
 

Title Prefix Support: Supervisory and Lead  
Title Parenthetical Support: Eight (8) 
occupational series and Project/Program 
Manager or IT Project/Program Manager 
Pay Scale Support: GS-pay scale (with 
provisions for other pay scales similar to GS – 
needs agencies willing to pilot) 
 OCCUPATIONAL SERIES TASK TAB 

 



NICE Task Tab 
• Integrated Capability.  Originally built from the ground-up to support cyberskill-

related Occupational Series and expanded later to accommodate other series. 
• NICE Framework: Assigns NICE Framework code according to Major Duty (or a 

general code when minor duties comprise 25% or more of duties) 
• Integrated Task and KSA Standards: DHS HSAC Mission-Critical Tasks and NICE 2.0 

(Draft) Framework Tasks and Knowledge, Skills, and Abilities (KSAs); OPM MOSAIC 
KSAs 

• Customization:  Editable text (templates or 
output) and can customize towards 
organization-specific requirements without 
tech support. 

• Security: Processed through Agency’s 
normal security process for Excel-based VB 
macro worksheets. Digitally signed by the 
program author. NICE TASK TAB 
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