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Property Preservation Services - Dispatcher
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Operations Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Responsible for coordinating and dispatching property preservation crews to ensure timely and efficient service delivery. Acts as the communication hub between crews and management while monitoring daily progress. Contributes to company success by maintaining schedule accuracy and high-quality service standards.
2. Essential Duties and Responsibilities
1. Assign crews to property preservation tasks based on location, expertise, and priority.
1. Track daily progress and update schedules in real-time to reflect any changes.
1. Communicate effectively with crews, clients, and management regarding task status and adjustments.
1. Maintain accurate logs and documentation of dispatch activities and work progress.
1. Ensure timely resolution of issues by coordinating with team members and management.
3. Key Tasks / Daily Activities
1. Review and update daily work orders and crew assignments every morning.
1. Monitor active job statuses and provide necessary support to crews throughout the day.
1. Relay real-time updates and communicate any schedule deviations to supervisors immediately.
1. Coordinate with property owners and clients regarding service updates and potential changes.
4. Key Performance Indicators (KPIs)
1. On-time assignment rate: Achieve 98% of crew assignments completed on schedule.
1. Daily schedule accuracy: Maintain at least 95% accuracy in daily progress updates.
1. Response time to crew inquiries: Average response time under 10 minutes.
1. Customer Satisfaction Rating: Achieve a rating greater than 4.8 stars from client feedback.
5. Required Qualifications and Skills
1. High school diploma or equivalent; additional education is a plus.
1. Minimum of 2 years’ experience in dispatch or scheduling roles, preferably in home services.
1. Excellent verbal and written communication skills for effective coordination.
1. Strong organizational and time-management skills with attention to detail.
1. Proficiency in dispatch software and Microsoft Office applications.
6. Preferred Experience
1. Experience in the property preservation or home services industry.
1. Background in operations or logistics coordination for service-based companies.
1. Knowledge of local service areas and strong geographical orientation.
1. Familiarity with mobile workforce management tools and tracking systems.
7. Physical Requirements
1. Ability to sit or stand for extended periods while managing dispatch activities.
1. Occasional lifting or moving of equipment such as handheld devices may be required.
8. Work Environment and Schedule
1. Typical work hours: Monday through Friday, 8:00 AM – 5:00 PM.
1. Some on-call responsibilities during peak periods or emergencies.
1. Office-based role with potential remote work options as approved by management.
1. Frequent interaction with teams both in-office and in the field via phone or digital platforms.
9. Compensation and Benefits
1. Hourly rate range: $18 - $25 per hour depending on experience.
1. Performance-based bonuses available based on dispatch accuracy and customer feedback.
1. Comprehensive benefits package including Health, Dental, and Vision insurance.
1. 401k matching program along with paid time off and other fringe benefits.
10. Company Culture and Overview
1. We foster an environment of growth, collaboration, and continuous improvement, ensuring every team member feels valued and empowered.
1. Our culture emphasizes clear communication, innovation, and a shared commitment to outstanding customer service, making this an ideal place to build your career.
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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