[image: ]
General Contractor - Dispatcher
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Operations Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Serve as the critical link between field teams and management by efficiently assigning crews, updating schedules, and managing job logistics to ensure that projects are completed on time and to customer satisfaction. Enhance operational efficiency through proactive communication and problem-solving, contributing to the overall success of the company.
2. Essential Duties and Responsibilities
1. Assign crews to specific jobs and projects in a timely and organized manner.
1. Update and maintain daily schedules to reflect changes in project timelines and crew availability.
1. Manage job logistics including equipment, materials, and transportation requirements.
1. Coordinate with General Contractors and field personnel to ensure seamless workflow between office operations and job sites.
3. Key Tasks / Daily Activities
1. Monitor and adjust daily work schedules based on real-time project updates and crew feedback.
1. Communicate with field crews and contractors to relay job details and any changes in plan.
1. Utilize dispatching software and tools to manage logistics and job assignments efficiently.
1. Follow up with crew and management to confirm task completion and address any scheduling conflicts.
4. Key Performance Indicators (KPIs)
1. On-Time Crew Dispatch: Achieve a rate of at least 95% on-time assignments.
1. Schedule Accuracy: Maintain schedule update accuracy at 98% or above.
1. Customer Satisfaction Rating: Ensure a customer satisfaction rating of over 4.8 stars.
1. Response Time: Keep communication response times within a target of 15 minutes during working hours.
5. Required Qualifications and Skills
1. High School Diploma or equivalent and a minimum of 2 years of experience in dispatching or scheduling within a similar industry.
1. Proficient in using scheduling, dispatch, and job management software.
1. Strong organizational and multitasking skills with a keen attention to detail.
1. Excellent verbal and written communication skills with a customer-focused attitude.
6. Preferred Experience
1. Previous experience in the home services or construction industry.
1. Familiarity with operations within a general contracting environment.
1. Demonstrated experience in managing field logistics and coordinating between multiple teams.
1. Prior exposure to dispatching systems or ERP platforms related to job scheduling.
7. Physical Requirements
1. Ability to sit for extended periods while using a computer and phone systems.
1. Occasional lifting of light office supplies and communication equipment.
1. Frequent use of visual and auditory senses to manage communications and screens.
1. Capable of working in a standard office environment with minimal physical strain.
8. Work Environment and Schedule
1. Typical work hours are from 8:00 AM to 5:00 PM with potential for overtime during peak periods.
1. May require occasional on-call availability for urgent job dispatches or schedule updates.
1. Work is primarily office-based with frequent communications to and from field locations.
1. A dynamic and fast-paced work environment requiring effective stress management and quick decision-making.
9. Compensation and Benefits
1. Annual salary range typically between $45,000 and $55,000 USD.
1. Eligibility for performance bonuses based on operational efficiency and customer satisfaction metrics.
1. Comprehensive benefits package including Health, Dental, and Vision insurance.
1. 401k plan with company match and opportunities for professional development.
1. Additional perks such as paid time off and potential flexible scheduling options.
10. Company Culture and Overview
1. We are a growth-oriented company that values innovation, collaboration, and excellence.
1. Our commitment to creating a supportive and dynamic environment enables employees to develop and succeed professionally.
1. We believe in empowering our team with the tools and training necessary for both personal and career advancement.
1. Join a culture where every team member’s contribution is recognized and valued as part of 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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