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Fireplace & Stove Installation - 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, coordinating and dispatching installation crews to ensure timely, efficient, and safe fireplace and stove installations that meet customer expectations and company standards.
2. Essential Duties and Responsibilities
1. Assign installation crews to scheduled jobs based on skill set and location.
1. Manage daily schedules and ensure crews are dispatched promptly.
1. Monitor job progress and address scheduling conflicts or delays.
1. Communicate any issues or updates between the field and management in a timely manner.
3. Key Tasks / Daily Activities
1. Review daily service orders and update dispatch schedules.
1. Coordinate with installation crews to confirm job details and customer requirements.
1. Provide real-time support for troubleshooting logistical challenges.
1. Update job tracking systems with status reports and completion confirmations.
1. Maintain ongoing communication with customers regarding estimated arrival times and any delays.
4. Key Performance Indicators (KPIs)
1. On-Time Dispatch Rate: 98%.
1. Job Completion Accuracy: 95%.
1. Customer Satisfaction Rating: >4.8 stars.
1. Average Response Time: <30 minutes.
5. Required Qualifications and Skills
1. High school diploma or equivalent; additional technical training or certification is a plus.
1. Minimum of 2 years’ experience in a dispatch or scheduling role, preferably within home services.
1. Proficient in using dispatch and scheduling software.
1. Excellent communication and problem-solving skills.
1. Strong organizational skills and attention to detail.
6. Preferred Experience
1. Previous experience in the fireplace, stove installation, or home services industry.
1. Familiarity with routing and navigation tools.
1. Experience working in a fast-paced, customer-focused environment.
1. Demonstrated ability to manage multiple tasks simultaneously.
7. Physical Requirements
1. Ability to sit or stand for extended periods while performing dispatch duties.
1. Occasional lifting of files or equipment up to 20 lbs.
1. Comfortable working in an office environment with periodic exposure to field conditions.
8. Work Environment and Schedule
1. Office-based with periodic coordination visits to field sites.
1. Typical work hours: Monday through Friday, 8:00 AM – 5:00 PM.
1. Occasional after-hours support may be required during high-demand periods.
1. Minimal travel to installation sites as needed.
9. Compensation and Benefits
1. Hourly rate range: $18-$25 per hour, based on experience.
1. Performance bonuses available based on key KPIs.
1. Health, Dental, and Vision insurance provided.
1. 401k retirement plan with company match.
1. Paid time off and opportunities for professional development.
10. Company Culture and Overview
1. We foster a collaborative and supportive work environment where every team member’s contributions are valued.
1. Our commitment to excellence encourages continuous learning and career advancement.
1. We pride ourselves on delivering high-quality service and building lasting customer relationships.
1. Join us to be part of a forward-thinking company where innovation and customer satisfaction are top priorities.
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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