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HVAC - Commercial - 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 for coordinating and assigning job orders for commercial HVAC service calls. Ensure the efficient routing of field technicians to maximize service delivery and customer satisfaction. Support the operations team by updating service schedules and maintaining clear, timely communication between customers and technicians.
2. Essential Duties and Responsibilities
1. Assign incoming job orders to the appropriate field technicians based on location and availability.
1. Update and maintain daily service schedules with precision and accuracy.
1. Coordinate field routes to optimize service efficiency and minimize technician downtime.
1. Communicate proactively with both customers and field staff to resolve scheduling conflicts or service issues.
1. Monitor and ensure timely dispatch of technicians according to established service standards.
3. Key Tasks / Daily Activities
1. Receive incoming service requests via phone and digital channels.
1. Input service orders into the scheduling system and assign them to field teams.
1. Adjust routes in real-time based on traffic conditions, technician availability, and customer needs.
1. Follow up with field technicians to confirm appointment completion and to gather feedback.
1. Maintain clear records of job orders, routing changes, and customer interactions.
4. Key Performance Indicators (KPIs)
1. On-time dispatch rate: 95% or higher.
1. Schedule accuracy: 98% error-free assignments.
1. Customer satisfaction rating: greater than 4.8 stars.
1. Reschedule call rate: less than 5%.
5. Required Qualifications and Skills
1. High school diploma or equivalent required.
1. Minimum 2 years of dispatch or scheduling experience, preferably in a service-oriented environment.
1. Proficient in scheduling software and standard office productivity tools.
1. Excellent communication and problem-solving skills.
1. Ability to multi-task and perform under pressure in a fast-paced environment.
6. Preferred Experience
1. Experience within the commercial HVAC or home services industry.
1. Familiarity with HVAC service protocols and field operations.
1. Previous exposure to computerized dispatch systems in a similar industry.
1. Demonstrated success in managing high-volume scheduling environments.
7. Physical Requirements
1. Ability to work in an office environment with standard desk equipment.
1. Occasional lifting and transport of files and office supplies (up to 25 pounds).
1. Prolonged periods of sitting, with frequent use of a computer and telephone.
1. Ability to maintain concentration and accuracy throughout extended work shifts.
8. Work Environment and Schedule
1. Standard work hours typically Monday through Friday, 8 am to 5 pm.
1. Occasional overtime during peak service periods.
1. Minimal travel required within the local service area.
1. On-call duties may be required during urgent service emergencies.
9. Compensation and Benefits
1. Hourly rate range: $18 - $25, dependent on experience.
1. Performance-based bonus opportunities.
1. Comprehensive health, dental, and vision insurance packages.
1. 401(k) matching contributions.
1. Paid time off, holiday pay, and additional fringe benefits.
10. Company Culture and Overview
1. We foster a dynamic and inclusive culture that values innovation, integrity, and teamwork.
1. Employees are empowered to share their ideas to drive operational improvements and personal growth.
1. Our training programs and career development initiatives support continuous learning and advancement.
1. We believe in promoting a healthy work-life balance while striving for service excellence.
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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