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Flooring Installers - Dispatcher
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Operations Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Serve as the central communication hub for scheduling, coordinating, and dispatching flooring installation crews to ensure efficient and timely service delivery. Enhance operational efficiency by aligning field crews’ activities with customer appointments and project timelines. Act as a liaison between field teams and management, ensuring clear communication and prompt issue resolution.
2. Essential Duties and Responsibilities
1. Assign flooring installation crews to respective job sites based on skill set and availability.
1. Update daily and weekly schedules to reflect customer appointments, project changes, and crew availability.
1. Coordinate real-time communication with field crews to address on-site issues and provide support.
1. Monitor progress of assignments and ensure adherence to project timelines and quality standards.
3. Key Tasks / Daily Activities
1. Review and manage work orders and dispatch schedules each morning.
1. Communicate with flooring installers throughout the day to relay schedule updates and job instructions.
1. Address and resolve scheduling conflicts and last-minute job changes promptly.
1. Maintain accurate records of crew assignments and project statuses for reporting purposes.
4. Key Performance Indicators (KPIs)
1. Crew utilization rate: Achieve a minimum of 90% efficiency.
1. On-time scheduling rate: Ensure 95% of jobs are dispatched as scheduled.
1. Dispatch error rate: Maintain less than 3% errors in crew assignments and schedule updates.
1. Customer Confirmation Rating: Secure an average rating of >4.8 stars on post-service feedback.
5. Required Qualifications and Skills
1. High School Diploma or equivalent; associate degree preferred.
1. Minimum of 2 years’ experience in dispatch or scheduling roles in the home services industry.
1. Excellent organizational and time-management skills.
1. Proficient in using dispatch software and Microsoft Office applications.
1. Strong verbal and written communication skills.
6. Preferred Experience
1. Experience working in flooring installation, construction, or related home services industries.
1. Familiarity with field service management systems.
1. Proven track record in high-pressure dispatch environments.
1. Prior experience coordinating multi-disciplinary teams.
7. Physical Requirements
1. Primarily a sedentary office-based role with occasional periods of light physical activity.
1. Ability to sit for extended periods while working at a computer.
1. Occasional lifting of personnel files or small office supplies (<10 lbs).
1. Comfortable working in a standard office environment.
8. Work Environment and Schedule
1. Typical work hours: Monday through Friday, 8:00 AM to 5:00 PM.
1. Occasional flexibility required for emergency dispatching during off-peak hours.
1. Primarily office-based with occasional visits to job sites if necessary.
1. Minimal travel expected between local job sites and the main office.
9. Compensation and Benefits
1. Salary range: $40,000 - $50,000 per year depending on experience.
1. Eligibility for performance-based bonuses.
1. Comprehensive Health, Dental, and Vision coverage.
1. 401(k) plan with company match.
1. Additional fringe benefits such as paid time off and professional development opportunities.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we are passionate about delivering exceptional home service experiences by fostering a culture of teamwork, innovation, and continuous improvement.
1. We recognize and reward dedication, and we empower our employees to grow both personally and professionally.
1. Our collaborative environment encourages open communication and mutual support, ensuring success for our team and satisfaction for our customers.
1. Join us to be part of a forward-thinking company that values your contribution and invests in your future.
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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