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Carpet Cleaning / Floor Care - Dispatcher
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Operations Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
The Dispatcher will play a crucial role in our operations team, managing and coordinating field staff in our Carpet Cleaning / Floor Care department. They will handle job assignments, track field staff, and effectively communicate scheduling updates to ensure high-quality services are delivered promptly and efficiently.
2. Essential Duties and Responsibilities
1. Assign and schedule jobs to field staff based on priority and availability.
1. Track field staff to ensure timely completion of assignments.
1. Communicate scheduling updates and changes to all relevant parties.
1. Collaborate with the Operations Manager to optimize field staff utilization.
3. Key Tasks / Daily Activities
1. Prepare daily schedules for field staff.
1. Answering customer inquiries and communicating with field staff to address concerns.
1. Regularly update field staff and management on job status.
1. Monitor field staff performance and provide feedback to management.
4. Key Performance Indicators (KPIs)
1. Job Assignment Efficiency: >90%
1. Field Staff Utilization: >80%
1. Timely Communication: 100%
1. Customer Satisfaction Rating: >4.5 stars
5. Required Qualifications and Skills
1. High School diploma or equivalent.
1. Minimum 2 years experience in a dispatcher role.
1. Excellent communication and organizational skills.
1. Proficient with scheduling and tracking software.
6. Preferred Experience
1. Prior experience in the home services industry, particularly Carpet Cleaning / Floor Care.
1. Experience in a fast-paced, customer-oriented environment.
7. Physical Requirements
1. Ability to work in a typical office environment.
1. Able to sit for extended periods of time.
8. Work Environment and Schedule
1. Typical work hours: Monday to Friday, 8:00 AM - 5:00 PM.
1. May require occasional weekend or holiday work based on business needs.
9. Compensation and Benefits
1. Hourly rate: $15 - $20.
1. Health, Dental, and Vision Insurance.
1. 401k with company match.
1. Paid holidays and vacation.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we believe in creating an enriching and supportive work environment that nurtures growth and development. We value our team's contributions and continually strive to reward their efforts. Our goal is to provide the best services to our customers, and we are committed to fostering a culture of respect, inclusivity, and excellence.
11. How to Apply
If you meet the above criteria and want to be part of a growth-oriented company focused on customer satisfaction, please send your resume to [INSERT EMAIL HERE] or apply online at [INSERT WEBSITE LINK HERE].
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