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Home Inspection - Inspection Scheduler
Company Name: [INSERT COMPANY NAME HERE]
Department: Admin
Reports to: Office Manager
Location: [INSERT LOCATION HERE]
1. Position Summary
You'll book and coordinate our commercial site visits. You match each project to an inspector, arrange access with property managers and tenants, send document requests before the visit, and keep clients posted. When you do it well, inspectors arrive with what they need and reports meet closing and lender deadlines.
2. Essential Duties and Responsibilities
1. Schedule site visits for property condition assessments and inspections based on deadlines, inspector skills and location.
1. Arrange access with property managers, building engineers and tenants, including roofs, mechanical rooms and a sample of units.
1. Send pre-site questionnaires and document requests, such as permits, prior reports and repair records, and track what comes back.
1. Book subconsultant visits, such as roof, elevator or MEP specialists, to match the inspector's site visit.
1. Plan multi-site portfolio schedules and travel routes with the Inspection Manager.
1. Keep the schedule current in [your scheduling or inspection software] and confirm details with each inspector the day before.
3. Key Tasks / Daily Activities
1. Book new projects as proposals are signed and send confirmations to clients.
1. Call or email site contacts to confirm access, parking, keys and escorts.
1. Send inspectors their site packets: contacts, access notes and documents received.
1. Reschedule visits when access falls through or weather stops roof work.
1. Tell clients their visit dates and when to expect the report.
4. Key Performance Indicators (KPIs)
1. Site visits completed on the first scheduled date: [your target].
1. Document requests returned before the site visit: [your target].
1. Time from signed proposal to scheduled visit: [your target].
1. Wasted trips caused by scheduling or access errors: [your target].
5. Required Qualifications and Skills
1. [2+] years of scheduling, coordination or dispatch experience.
1. Clear phone and email skills with property managers and busy clients.
1. Ability to track many deadlines at once and keep a calendar exact.
1. Comfort with scheduling software and spreadsheets.
6. Preferred Experience
1. Experience in commercial real estate, property management, inspection or engineering.
1. A basic understanding of what a property condition assessment covers.
1. Experience booking travel.
7. Physical Requirements
1. Sit at a computer with a headset or phone for most of the day.
1. Type and use a mouse for long periods.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Office-based or remote: [your setup].
1. Hours: [8 a.m. to 5 p.m., Monday through Friday], with flexibility for clients in other time zones.
1. Busy stretches when large portfolio projects or quarter-end closings stack up.
9. Compensation and Benefits
1. Pay: [range and hourly or salary basis].
1. Additional pay: [overtime, bonus or incentive terms, or none].
1. Benefits: [health, dental, vision, retirement, paid time off, and when they start].
10. Company Culture and Overview
1. [Two or three sentences on what your company does, the area you serve, and the support a new inspection scheduler gets in the first 90 days.]
11. How to Apply
[Apply link or email]. Our process: [phone interview, in-person interview, and next steps]. Contact [hiring contact] if you need an accommodation during the application process.
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