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Lighting Installation - Dispatcher
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: Operations Manager
Location: [INSERT LOCATION HERE]
1. Position Summary
You'll schedule and route our install crews and service technicians. You build daily routes for holiday installs and takedowns, fit in service calls, book lift rentals for commercial jobs, and rework the board when weather, wind or a long job changes the day.
2. Essential Duties and Responsibilities
1. Build daily routes for install crews and technicians by area, job length and crew skills.
1. Schedule holiday installs and takedowns in route order and keep the customer service team updated.
1. Book scissor and boom lift rentals for commercial jobs and confirm delivery and pickup times.
1. Rank service calls by urgency and assign each to a technician with the right skills.
1. Hold or move lift and roof work with the Operations Manager when wind, rain or ice exceed your safety limits.
1. Keep job status, notes and time current in [your field service software].
3. Key Tasks / Daily Activities
1. Check the weather and crew attendance before crews leave the shop.
1. Send crews their routes, addresses, access notes and material lists.
1. Track progress and move jobs when a crew runs long.
1. Arrange after-hours work windows at stores and offices for commercial retrofits.
1. Tell customers and the customer service team about arrival changes.
4. Key Performance Indicators (KPIs)
1. Jobs completed on the scheduled day: [your target].
1. Drive time per crew: [your target].
1. Time from service request to dispatch: [your target].
1. Lift rentals on site when crews arrive: [your target].
1. Return trips caused by scheduling errors: [your target].
5. Required Qualifications and Skills
1. [2+] years of dispatch or scheduling for field crews.
1. Knowledge of local roads and your service area, or the ability to learn them quickly.
1. Calm decisions when weather and jobs change the plan.
1. Experience with field service or dispatch software.
6. Preferred Experience
1. Experience scheduling lighting, electrical, landscape or construction crews.
1. Experience booking equipment rentals.
1. Experience with route planning tools.
7. Physical Requirements
1. Sit at a computer and on the phone or radio for most of the day.
1. Long screen time across several monitors.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Works at the dispatch desk in [main office location].
1. Early starts to send crews out: [your start time].
1. [Six]-day weeks during holiday install and takedown [if your company runs them].
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 dispatcher 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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