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Garage Door - Dispatcher
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Service Manager or Office Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Responsible for efficiently assigning jobs, routing technicians, and tracking job progress within the garage door service sector to ensure timely and high-quality service delivery.
2. Essential Duties and Responsibilities
1. Dispatch incoming service calls and assign jobs to technicians based on proximity, expertise, and availability.
1. Route technicians to service locations and monitor their progress in real time.
1. Maintain effective communication with field teams and customers to provide updates and resolve issues.
1. Ensure adherence to safety and quality standards during all service operations.
3. Key Tasks / Daily Activities
1. Monitor and manage the daily work schedule using dispatch software.
1. Coordinate with technicians to confirm job details and estimated arrival times.
1. Update and maintain accurate records of job assignments and completions.
1. Respond to customer inquiries and provide timely service updates.
4. Key Performance Indicators (KPIs)
1. Average response time: <15 minutes.
1. Customer Satisfaction Rating: >4.8 stars.
1. On-time job dispatch rate: >95%.
1. Callback Rate: <5%.
5. Required Qualifications and Skills
1. High school diploma or equivalent.
1. Strong computer skills with proficiency in dispatch software and basic MS Office applications.
1. Excellent verbal and written communication skills.
1. Exceptional organizational and multitasking abilities.
1. Problem-solving skills and the ability to work under pressure.
6. Preferred Experience
1. 1-2 years of experience in a dispatch role within the home services industry.
1. Previous exposure to the garage door or related service industry.
1. Familiarity with CRM and scheduling software.
1. Experience working in a fast-paced operational environment.
7. Physical Requirements
1. Ability to sit for extended periods while using a computer.
1. Minimal physical lifting (up to 15 lbs.) required occasionally.
1. Primarily office-based role with periodic visits to operational areas if needed.
1. Standard office environment with typical lighting and climate control.
8. Work Environment and Schedule
1. Monday to Friday, 8:00 AM to 5:00 PM.
1. Occasional overtime during peak service periods.
1. Fast-paced and dynamic work environment.
1. May involve on-call duties in emergency situations.
9. Compensation and Benefits
1. Salary Range: $40,000 - $50,000 per year.
1. Performance-based bonus opportunities.
1. Comprehensive Health, Dental, and Vision insurance.
1. 401k retirement plan with company match.
1. Paid time off and holiday benefits.
10. Company Culture and Overview
1. Cultivates a collaborative and inclusive work atmosphere where every team member is valued.
1. Committed to employee growth, offering continuous training and career development opportunities.
1. Fosters a culture of innovation, integrity, and customer-first service.
1. Promotes a dynamic, growth-oriented environment designed to help individuals and the company succeed together.
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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