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Electrical - Commercial - Dispatcher
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Operations Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Serve as the central point of contact for scheduling and dispatching commercial electrical service jobs. Ensure timely assignment of work orders, tracking of technician locations, and updating of scheduling software to promote operational efficiency. Play a critical role in enhancing customer satisfaction and supporting field operations by maintaining seamless communication channels.
2. Essential Duties and Responsibilities
1. Assign jobs to technicians based on skill level, availability, and proximity.
1. Track technician locations in real-time to optimize job routes and response times.
1. Update and manage scheduling software to reflect accurate job statuses and technician availability.
1. Communicate with customers and technicians to address scheduling changes and resolve conflicts.
3. Key Tasks / Daily Activities
1. Monitor incoming service requests and prioritize them according to urgency and resource availability.
1. Coordinate daily work assignments and update the electronic scheduling system promptly.
1. Facilitate clear communication between technicians, customers, and management.
1. Generate daily reports on technician performance and operational efficiency for review.
4. Key Performance Indicators (KPIs)
1. Job Assignment Accuracy: Achieve a 98% accuracy rate in dispatch assignments.
1. Technician Utilization: Maintain a technician capacity efficiency rate of at least 90%.
1. Customer Callback Rate: Keep the customer callback percentage below 5%.
1. Scheduling Software Updates: Ensure 100% of job statuses are updated in real-time.
5. Required Qualifications and Skills
1. High school diploma or equivalent; further technical training is a plus.
1. 2+ years of experience in a dispatch or scheduling role in the home services or commercial electrical industry.
1. Proficient in using scheduling software and other digital communication tools.
1. Excellent multitasking, communication, and problem-solving skills.
6. Preferred Experience
1. Experience working in the commercial electrical or home services industry.
1. Background in utilizing advanced dispatch systems or enterprise resource planning (ERP) solutions.
1. Demonstrated ability to thrive in a fast-paced, dynamic environment.
1. Knowledge of electrical systems terminology and industry-specific protocols.
7. Physical Requirements
1. Ability to work in a standard office environment.
1. Occasional lifting of documents and small devices (up to 10 lbs).
1. Extended periods of screen time; ergonomic awareness required.
1. Frequent telephone and computer use throughout a full workday.
8. Work Environment and Schedule
1. Typical work hours are Monday through Friday from 8:00 AM to 5:00 PM.
1. May require occasional evening or weekend availability during peak service periods.
1. Minimal travel requirements; primarily office-based with remote coordination.
1. On-call duties may be assigned as needed during emergency service situations.
9. Compensation and Benefits
1. Hourly rate ranging from $18 to $24 per hour, based on experience and qualifications.
1. Eligibility for performance-based bonuses.
1. Comprehensive benefits package including health, dental, vision, and 401(k).
1. Paid time off, including vacation and sick leave.
10. Company Culture and Overview
1. We are a growth-oriented company that values innovation, teamwork, and excellence in service delivery.
1. Our inclusive culture fosters continuous professional development and personal growth.
1. We encourage proactive problem-solvers who are passionate about making a difference in the community.
1. Join us to be part of a dedicated team that prioritizes customer satisfaction and operational 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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