CYBERSKILLS MANAGEMENT
SUPPORT INITIATIVE

PUSH BUTTON POSITION DESCRIPTION TOOL

Renee Forney
Executive Director

=




PushButtonPD

CMSI Push-Button PD Tool (Mational Version)

DHS CyberSkills Management Support Initiative (CMSI) POP 9 START OVER
Push-Button Position Description (PD) uP H (CLEAR ALL)

‘ START HERE - PRESS THIS BUTTON FIRST

‘ Management Directorate ﬁl
05-1 Task

| GS | 2210 IT Specialist | All-Agencies | GS-14
Monitor external data sources (e.g., Enterprise Network Defense (END) vendor sites, Computer TR
Emergency Response Teams, SANS, Security Focus) to maintain currency of END threat condition and 05-3 Task
determine which security issues may have an impact on the enterprise. DHS KSA

Perform Enterprise Network Defense (END) incident triage, to include determining scope, urgency, and
potential impact; identifying the specific vulnerability; and making recommendations that enable

il
2|2

expeditious remediation. 052 KSA
053 KSA
Employ approved defense-in-depth principles and practices (e.g., defense-in-multiple places, layered NIST KSA
VIEW ALL
TASK / KSA
SELECTIONS -

HELP STEPS 1 & 2 HELP STEPS 3 & 4 HELP 5 (Repeat if 1 - 4 change) HELP STEP 6 HELP STEP 7
SELECTIVE

PLACEMENT
STEP 1: STEP 2: = * FACTOR STEP bA- §l STEP bB: |§ STEP 5C: STEP 6AC STEP 6B: STEP 7TA- STEP 7B:
ORG PAY PLAN (OPTIONAL) % TIME TITLE FAC LVL PD LANG ANNOUNCE DRAFT PD HR FORMS




MAIN INTERFACE:

[Tl | SCOPE AND EFFECT combined. Directs a program
SETTING ml' o i o ithon that s ¢
EETEl | 7o meet this v, positions must exarciss sl or
m| Frequent contacts comparable to any of those bel
SN Xl | e purpose of contacts is to justity, defend, or n
angt level of

Wl&lhﬂnﬂim‘wﬂﬁmmmm‘dn
| FLsummary: [ 18] 22| 33| ana | 483 | 55| 63| +(64) |Rowroins:| 3870

| Point Range- | 3605 | 10| 4050 | GradeRange: | 6514 | 0| 6514 _-:Losl:]

POSITION DESCRIPTION OUTPUT:

WIOGEING BRAEY [eares 1 Gsview)

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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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: SO

CMS] Push-Butten PD Tool (National Version)

=
CLOSE

5 e (=1 e 508: Compatible with JAWS version
T ey T E Ff 14 or higher and Microsoft Narrator
i“i e Pll: May be emailed or posted to an

e Agency website. Fully self-

mi?ns)\l

| contained, stand-alone within a
o 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

T —— provisions for other pay scales similar to GS —
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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.
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