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Seminar Topics 

 
1. Introduction – What is a job description about? 

2. It’s about clients of the job holder, as well as skills associated with the job. 

3. It’s about what clients need to achieve, as well as who they are. 

4. It’s about how clients work, as well as what they need to achieve. 

5. It’s about value the job holder needs to provide to clients’ work, as well as how clients work. 

6. It’s about how the job holder needs to work, as well as value the job holder needs to provide to 
clients’ work. 

7. It’s about measuring candidates’ qualifications, as well as how the job holder needs to work. 

8. It’s about hiring a person, as well as measuring candidates’ qualifications. 

9. It’s about setting expectations with a new hire, as well as hiring a person. 

10. It’s about using job descriptions continually and during performance reviews, as well as setting 
expectations. 

11. It’s about reusing what you learned, including about using job descriptions. 

12. Next Steps – What do you plan to reuse from what you learned? 

 
 

Seminar Leader’s Bio 

 

Thomas J. (Tom) Buckholtz 
 
Dr. Thomas J. Buckholtz brings practical perspective from serving in leadership and hiring roles in large 
and small organizations, including leading a $1 billion business unit, leading a growing organization within 
a multi-billion dollar enterprise, and serving as a corporate officer for startups.  His book Innovate 
Incisively: Gain Impact. Save Time. provides a template for a practical “combined job description and 
performance review” that avoids pitfalls of traditional practices.  
 

Pivotal Achievements 
 
During the early 1990s, a grassroots coalition of private-sector, news-media, academic, and government 
employees and organizations spotlighted for the United States the opportunity to improve governmental 
service to the public.  Previously, individual government agencies had worked in near isolation on 
improving “service to the citizen.”  Dr. Thomas J. Buckholtz led the team that catalyzed this coalition, 
which built significant momentum toward “e-government” in general and toward “one-stop permitting” for 
construction permits. 
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Previously, by negotiating groundbreaking contracts and obtaining news-media coverage, Tom 
established a new business practice – the enterprise software license – in the world software 
marketplace. 
 
Tom’s ideas led to the creation of Rotary International’s Donations-in-kind Information Network, the Palos 
Verdes Estates (California, U.S.A.) Shoreline Preserve, the Republican National Committee’s Grassroots 
Division, and two United States federal government procurement practices (the Government-Wide 
Acquisition Contract and the Indefinite Delivery - Indefinite Quantity (IDIQ) Multiple Award Contract). 
 

Current Professional Focus 
 
Tom Buckholtz is a business advisor, innovation consultant, executive coach, seminar provider, author, 
and speaker.  He helps enterprises and individuals define and achieve business strategies, improve 
profitability and productivity, catalyze innovation, develop and market products and services, augment 
corporate culture, and work effectively and efficiently. 
 
Tom anticipates that his Direct Outcomes techniques will catalyze widespread enhancement in business 
and personal effectiveness.  His books support people’s benefiting from the techniques.  People use 
Innovative Incisively: Gain Impact. Save Time. to learn and teach Direct Outcomes techniques.  This book 
suggests dozens of applications.  Information Proficiency: Your Key to Information Age (English, Chinese, 
and Korean editions) provides people a roadmap for their Information Age opportunities.  A former 
Executive Director for Japan of the International Monetary Fund states, “With the publication of Tom 
Buckholtz’s book, we have moved into a New Information Age.” 
 
Dr. Buckholtz has presented Direct Outcomes programs face-to-face in 5 countries – China, Japan, 
Mexico, South Korea, and the United States.  He teaches Incisive Leadership and Innovation for the 
University of California, Santa Cruz, graduate-level certificate program in Knowledge Services and 
Enterprise Management.  He provided an 8-session course, Catalyzing an Information Proficient Society, 
via the World Bank’s Global Development Learning Network (videoconferencing) for participants in 
Afghanistan, Ghana, and Sri Lanka.  He included Direct Outcomes segments in an innovation program for 
leaders of a PetroChina business unit and in Philosophy and Principles of Public Administration programs 
for 12 groups of visiting provincial and local government officials from China. 
 

Previous Professional Work 
 
As a Commissioner in the United States General Services Administration, Tom led a $1 billion 
telecommunications and systems-integration business unit, served as co-chief information officer for the 
federal government’s Executive Branch and as GSA’s CIO, and oversaw $20 billion per year of 
computing and telecommunications procurement. 
 
Earlier, Dr. Buckholtz catalyzed innovation, teamwork, and $100 million in recurring annual corporate 
benefits throughout Pacific Gas and Electric Company.  He led the company’s Office Technology Project, 
which included developing automation strategy and a marketing program, supporting champions of 
projects that streamlined work, helping develop interpersonal networks of champions, developing a 
learning strategy that met needs of thousands of people who had not previously used computers, and 
deploying the company’s first 9,000 personal computers.  
 
Tom led operations for high-tech start-ups and helped pioneer 3 technologies (multi-participant computer 
games and simulations, automated libraries of document images, and hand-held computers).  He doubled 
the revenue of a consulting firm for two consecutive years, developed administrative information systems 
(including for insurance claims adjudication, screening of newborns for genetic diseases, and crime lab 
management), developed engineering information systems, and conducted scientific research.  He 
coauthored a paper announcing the observation of neutrons during a 1970s experiment in controlled 
fusion, a potential future source of energy.  He served as a Professorial Lecturer for George Washington 
University and as an Instructor for the University of California, Berkeley Extension. 
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His work has involved large and small enterprises in aerospace, agricultural research, business services, 
computing, defense, education, energy utilities, government, healthcare, high technology, innovation, 
insurance, Internet, law enforcement, politics, research and development, telecommunications, and 
venture capital. 
 

Education 
 
As a National Science Foundation Graduate Fellow, Tom earned a Ph.D. in physics from the University of 
California, Berkeley.  Previously, he received a B.S. in mathematics from the California Institute of 
Technology.  He also completed executive business administration programs at Stanford University and 
the University of Michigan. 
 

Current Volunteer Activities 
 
Dr. Buckholtz serves on the advisory board for the University of California, Berkeley, Goldman School of 
Public Policy.  Tom is a life member of the Associates of the California Institute of Technology.  He co-
produces and co-hosts Issues Today, a Silicon Valley television program. 
 

Previous Volunteer and Committee Activities 
 
Dr. Buckholtz served on the Board of Trustees of the Committee for Economic Development, the Wilson 
Council of the Woodrow Wilson International Center for Scholars, the California Information Technology 
Commission, a U.S. Department of Commerce Bureau of Export Administration advisory committee, and 
advisory boards for the California Trade Education Center and for the University of San Francisco School 
of Business and Management’s Telecommunications Management and Policy program.  He also served 
on the Board of Directors of Technology Network and of Watergate East, Inc. (a residential cooperative in 
Washington, D.C., U.S.A.). 
 
While serving in the U.S. General Services Administration, Tom co-chaired the Federal Information 
Resources Management Policy Council.  He served on the Office of Science and Technology Policy’s 
Joint Telecommunications Resources Board, a working group of the President’s Council on 
Competitiveness, the Department of Defense’s Military Communications Electronics Board, the 
Department of Commerce’s Inter-agency Council for Federal Laboratory Technology Transfer, and GSA’s 
Quality Council.  He attended regularly meetings of a Federal Coordinating Council for Science, 
Engineering and Technology committee and of GSA’s Business Advisory Board. 
 
Tom donated to the Computer History Museum the Thomas J. Buckholtz, Raymond deSaussure, and 
George Michael Computer Manual Collection.   
 

Speeches and Publications 
 
Tom has given hundreds of presentations, including keynote speeches for the 9th International Forum on 
Technology Management and the 11th IEEE-USA Biennial Careers Conference.  He provided speeches 
for the Business Marketing Association, Commonwealth Club of California, Joint Venture Silicon Valley 
Network, World Affairs Council of Northern California, Rotary clubs, and Keizai Doyukai (Japan 
Association of Corporate Executives).  He is an author or quoted interviewee for more than 100 articles. 
 

Recognition 
 
The California State Senate recognized Tom for his leadership, commitment to education, and community 
service.  He is profiled in Who’s Who in America and Who’s Who in the World. 
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