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Elevator Maintenance - 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 communication for dispatching elevator maintenance technicians. Ensure timely and efficient assignment of jobs and optimal route planning to maximize productivity. Play a key role in coordinating field operations by updating schedules and responding to service requests promptly. Contribute to customer satisfaction by maintaining a smooth and responsive maintenance service process.
2. Essential Duties and Responsibilities
1. Assign daily job orders and route plans to elevator maintenance technicians.
1. Track technician progress in real-time and update scheduling systems accordingly.
1. Communicate effectively with field staff and customers regarding changes or delays.
1. Monitor and review dispatch performance metrics to ensure high service level standards.
3. Key Tasks / Daily Activities
1. Review incoming service requests and assign jobs based on technician availability.
1. Update scheduling systems, ensuring accurate and real-time job status for all ongoing tasks.
1. Coordinate with technicians via phone and digital communication to confirm assignments and troubleshoot issues.
1. Conduct end-of-day audits to reconcile job completions with dispatch logs.
4. Key Performance Indicators (KPIs)
1. Scheduling Efficiency Rate: Achieve on-time dispatch for at least 95% of assignments.
1. Technician Route Optimization: Maintain 90% or better capacity utilization.
1. Customer Satisfaction Rating: Exceed a 4.8-star average rating across service calls.
1. Job Assignment Accuracy: Ensure a rework rate of less than 3% on scheduled tasks.
5. Required Qualifications and Skills
1. High School Diploma or equivalent; relevant technical training is a plus.
1. Minimum of 2 years’ experience in a dispatch or service coordination role.
1. Strong proficiency with scheduling software and communication tools.
1. Excellent organizational, communication, and problem-solving skills.
6. Preferred Experience
1. Experience in elevator maintenance, building services, or related industries.
1. Familiarity with field service management systems and route optimization techniques.
1. Previous exposure to fast-paced, high-volume dispatch environments.
1. Experience in customer service or operations management in home services.
7. Physical Requirements
1. Ability to remain seated and work at a computer station for extended periods.
1. Occasional lifting of items weighing up to 20 lbs during office or field visits.
1. Capacity to occasionally visit maintenance sites or field offices.
1. Comfortable working in a typical office environment.
8. Work Environment and Schedule
1. Typical work hours: Monday through Friday, 8:00 AM – 5:00 PM.
1. Primarily office-based with occasional visits to field locations as required.
1. On-call duties during peak or emergency service periods may be expected.
1. Minimal travel to local job sites as part of field operations support.
9. Compensation and Benefits
1. Hourly rate: $18 - $22 per hour, commensurate with experience.
1. Eligibility for performance-based bonus opportunities.
1. Comprehensive benefits package including Health, Dental, and Vision coverage.
1. 401k retirement plan with company matching contributions.
1. Paid time off, holidays, and other fringe benefits as applicable.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we foster a collaborative and inclusive environment where professional growth and innovation thrive.
1. Our team is committed to excellence and dedicated to providing exceptional service in the elevator maintenance industry.
1. We value integrity, clear communication, and continuous improvement, ensuring every team member has the opportunity to excel.
1. Join us in a culture that supports your development and celebrates your contributions to our collective 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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