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Facility Management - 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 coordination for facility management operations by efficiently assigning crews, tracking service requests, and updating scheduling software. Ensure optimal work flow and timely communication between crews and management to enhance service delivery and customer satisfaction.
2. Essential Duties and Responsibilities
1. Assign appropriate crews to incoming service requests based on skill set and availability.
1. Track work orders and monitor service progress to maintain high productivity.
1. Update and maintain scheduling software with accurate, real-time information.
1. Communicate promptly with both internal teams and clients regarding service updates and changes.
1. Notify management of any discrepancies, delays, or urgent issues.
3. Key Tasks / Daily Activities
1. Monitor and manage scheduling software to track and assign daily tasks efficiently.
1. Process incoming service requests and dispatch corresponding crews promptly.
1. Confirm crew assignments and communicate any schedule adjustments.
1. Provide detailed daily status reports to the operations manager.
1. Act as a liaison between crews and management to resolve on-site issues swiftly.
4. Key Performance Indicators (KPIs)
1. Assignment Accuracy Rate: 98% or higher.
1. Response Time to service requests: less than 15 minutes.
1. Crew Utilization Rate: over 90%.
1. Scheduling Efficiency Score: greater than 95%.
5. Required Qualifications and Skills
1. High school diploma or equivalent required.
1. Minimum of 2 years’ experience in a dispatch role or similar environment.
1. Proficiency with scheduling software and digital communication tools.
1. Excellent verbal and written communication skills.
1. Strong problem solving and multitasking abilities.
6. Preferred Experience
1. Experience within the facility management or home services industry.
1. Previous roles involving dispatch or operations coordination.
1. Familiarity with advanced digital scheduling platforms.
1. Background in fast-paced, service-oriented environments.
7. Physical Requirements
1. Ability to remain seated for extended periods during long shifts.
1. Occasional lifting of up to 20 lbs when required.
1. Mobility to move between workstations in the office environment.
1. Capability to work extended hours during peak service periods.
8. Work Environment and Schedule
1. Typical work hours consist of an 8-hour shift, Monday through Friday.
1. Occasional weekend or evening shifts during high demand periods.
1. On-call duties may be required during peak service times.
1. Standard office environment with potential opportunities for remote work.
9. Compensation and Benefits
1. Hourly rate between $20-$25 USD per hour.
1. Annual bonus structure based on performance and KPIs.
1. Comprehensive Health, Dental, and Vision insurance coverage.
1. 401k retirement plan with company matching contributions.
1. Paid time off and holiday leave benefits.
10. Company Culture and Overview
1. We are a dynamic, growth-oriented company that values innovation and professionalism.
1. Our team fosters a collaborative, inclusive environment where every member is encouraged to develop and succeed.
1. We emphasize continuous improvement and empower our employees to make impactful contributions.
1. Our culture is centered on delivering exceptional customer service and upholding a high standard of facility 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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