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Deck & Patio Builders - Dispatcher
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Operations Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Responsible for managing crew assignments, coordinating schedules, and tracking job statuses to ensure seamless service delivery in the deck and patio construction industry.
2. Essential Duties and Responsibilities
1. Assign crews to various job sites based on skill set and availability.
1. Coordinate daily schedules to maximize efficiency and on-time service delivery.
1. Track job progress and update internal systems to reflect work completion and potential delays.
1. Communicate effectively with field teams and management to relay scheduling adjustments.
1. Provide accurate job status reports to support decision-making at the operational level.
3. Key Tasks / Daily Activities
1. Monitor and adjust daily schedules to accommodate changes and emergencies.
1. Communicate with crew members to confirm assignments and provide updates on job progress.
1. Utilize scheduling software to record and track job details and status updates.
1. Liaise with customers to confirm appointments and provide timely updates on service status.
1. Troubleshoot scheduling conflicts and ensure optimal workforce deployment throughout the day.
4. Key Performance Indicators (KPIs)
1. On-time job assignment rate: 95%.
1. Job completion tracking accuracy: 98%.
1. Customer callback rate: <5%.
1. Schedule adjustment responsiveness: within 15 minutes of a request.
5. Required Qualifications and Skills
1. High school diploma or equivalent.
1. Minimum of 2 years’ experience in dispatch or field scheduling roles.
1. Excellent verbal and written communication skills.
1. Proficient in scheduling software and Microsoft Office applications.
1. Strong problem-solving abilities and effective multitasking skills.
6. Preferred Experience
1. Experience in the home services industry.
1. Prior experience working with deck and patio construction teams.
1. Familiarity with common dispatch software and GPS tracking systems.
1. Experience coordinating multiple crews across diverse job sites.
7. Physical Requirements
1. Ability to work in an office setting with occasional visits to job sites.
1. Prolonged periods of sitting while working at a computer.
1. Occasional lifting of up to 10 lbs for transporting essential equipment.
1. Adequate visual acuity to review schedules, reports, and digital displays.
8. Work Environment and Schedule
1. Typical office-based work schedule from Monday through Friday.
1. Occasional weekend or evening availability during peak service periods.
1. Minimal travel requirements between office and job site locations.
1. Occasional on-call responsibilities during high demand periods.
9. Compensation and Benefits
1. Salary range: $40,000 to $50,000 per year.
1. Eligibility for performance-based bonuses.
1. Comprehensive Health, Dental, and Vision Insurance plans.
1. Access to a 401k plan with company contributions.
1. Paid Time Off (PTO) and holiday benefits.
10. Company Culture and Overview
1. We foster a collaborative and inclusive work environment where every team member is valued.
1. Our company emphasizes a strong culture of growth, innovation, and customer-centric service.
1. Continuous professional development and training are integral to our mission.
1. We are dedicated to work-life balance and ensuring the well-being of our employees.
1. Our supportive team atmosphere encourages proactive problem-solving and excellence in service delivery.
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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