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Design-Build Firms - Dispatcher
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Operations Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
This role is pivotal in ensuring seamless coordination of crew assignments, on-time delivery schedules, and accurate job status updates within our design-build operations. The Dispatcher supports overall operational efficiency and contributes to exceptional customer service and project success.
2. Essential Duties and Responsibilities
1. Manage crew assignments and effectively allocate resources across multiple projects.
1. Schedule and monitor deliveries to ensure materials and equipment arrive on time.
1. Update and maintain accurate job statuses in real-time to reflect project progress.
1. Communicate with field teams and vendors to resolve scheduling conflicts and emerging issues.
3. Key Tasks / Daily Activities
1. Review daily project schedules and assign crew members based on job requirements.
1. Coordinate and confirm delivery schedules with suppliers and transport personnel.
1. Update digital tracking systems with current job statuses and delivery confirmations.
1. Facilitate clear and timely communication between crews, clients, and management.
4. Key Performance Indicators (KPIs)
1. Crew Utilization Rate: ≥ 90%.
1. On-Time Delivery Percentage: ≥ 95%.
1. Customer Satisfaction Rating: ≥ 4.8 stars.
1. Job Status Update Accuracy: 100% compliance with reporting protocols.
5. Required Qualifications and Skills
1. High school diploma or equivalent required; relevant certifications preferred.
1. Minimum of 2 years’ experience in dispatching, scheduling, or a related field.
1. Strong computer literacy, with proficiency in dispatch software and MS Office.
1. Excellent communication, organizational, and problem-solving skills.
6. Preferred Experience
1. Previous work experience within design-build or home services industries.
1. Familiarity with project management and field service coordination in a similar role.
7. Physical Requirements
1. Ability to sit for extended periods while maintaining focus on computer and communication systems.
1. Occasional ability to lift light materials up to 15 lbs (if required for in-office tasks).
1. Adequate vision and hearing to effectively use dispatch technology and communicate with staff.
8. Work Environment and Schedule
1. Primarily office-based work in a modern dispatch center environment.
1. Typical work hours from Monday to Friday, 9:00 AM to 5:00 PM.
1. Occasional extended or early hours may be required during peak project periods.
1. Minimal travel requirements, primarily for on-site meetings if necessary.
9. Compensation and Benefits
1. Salary Range: $50,000 - $60,000 per year (USD), commensurate with experience.
1. Performance-related bonuses may be available.
1. Comprehensive benefits package including Health, Dental, and Vision Insurance.
1. 401(k) retirement plan with company matching and additional fringe benefits.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we cultivate a growth-driven and collaborative environment where every team member is empowered to excel.
1. We value innovation, open communication, and a commitment to outstanding service and quality in every project.
1. Our culture is centered around professional development and supporting our employees as they advance in their careers.
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].
Need help filling this role? HireBus posts the ad, Iris interviews every applicant by phone before you do, and you decide who to hire. Start hiring now: hirebus.com/hiring-audit · This template: hirebus.com/job-descriptions/design-build-firms/dispatcher
08b81b95bef320733cdc98c1631b0ac008b1bf6e.png
Iy
& Z
A Y Blueprint) n “ hirebus

Start hiring now «___» hirebus.com/hiring-audit





