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Custom Closets - Dispatcher
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Operations Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Serve as the central coordination point for our install teams, managing daily calendars and ensuring timely execution of custom closet installations. Enhance operational efficiency by synchronizing schedules, communicating updates to field staff, and supporting seamless customer service delivery.
2. Essential Duties and Responsibilities
1. Coordinate daily install teams ensuring that all personnel are assigned and prepped for scheduled projects.
1. Update and maintain accurate calendars to reflect appointments, installations, and team availability.
1. Communicate schedule changes, delays, or emergencies promptly to team members and management.
1. Collaborate with sales and customer service teams to resolve any scheduling conflicts or service issues timely.
3. Key Tasks / Daily Activities
1. Review and update the installation schedule every morning to address changes or last-minute adjustments.
1. Contact install teams to confirm assignments and provide detailed installation instructions.
1. Respond to customer inquiries regarding appointment confirmations and potential rescheduling needs.
1. Document and report daily progress, challenges, and successful completions for further analysis.
4. Key Performance Indicators (KPIs)
1. On-Time Dispatch Rate: Achieve a target of at least 95% on-time deployments.
1. Schedule Accuracy: Maintain an error rate of less than 2% in calendar updates and dispatch assignments.
1. Team Utilization: Ensure install teams are scheduled at a 90% capacity efficiency.
1. Customer Satisfaction Rating: Achieve a rating of greater than 4.8 stars post-installation feedback.
5. Required Qualifications and Skills
1. High school diploma or equivalent; additional certifications in scheduling or logistics are a plus.
1. Minimum of 2 years of experience in dispatch, scheduling, or operations coordination.
1. Strong communication skills with the ability to multitask and handle high-pressure situations.
1. Proficiency in calendar management tools and dispatch software.
6. Preferred Experience
1. Experience within the home services or custom closet industry.
1. Familiarity with installation team operations and logistics coordination.
1. Background in customer service and conflict resolution in a fast-paced environment.
7. Physical Requirements
1. Ability to sit at a desk and work for extended periods, with occasional light lifting of scheduling materials or equipment.
1. Prolonged exposure to a regular office environment with minimal physical hazards.
1. Visual and auditory acuity to manage phone, computer, and in-person communications effectively.
8. Work Environment and Schedule
1. Regular office hours are typically Monday through Friday from 8:00 AM to 5:00 PM.
1. Occasional evening or weekend work during peak installation periods may be required.
1. Minimal travel may be necessary for team meetings or operational briefings.
1. On-call duties may apply during high-demand business periods.
9. Compensation and Benefits
1. Competitive hourly rate ranging from $18.00 to $24.00 depending on experience.
1. Eligibility for performance-based bonuses tied to key operational metrics.
1. Comprehensive benefits package including Medical, Dental, and Vision coverage.
1. 401(k) plan and paid time off, along with other employee wellness programs.
10. Company Culture and Overview
1. Our company is dedicated to providing exceptional service in the custom closets industry, fostering a collaborative and growth-oriented environment.
1. We value innovation, teamwork, and a commitment to quality, ensuring every employee has opportunities to advance their career.
1. Our dynamic culture is built on mutual respect, continuous improvement, and a passion for exceeding customer expectations.
1. We are proud to support our team with professional development initiatives and a work-life balance that promotes both personal and professional success.
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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