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Remodeling - Dispatcher
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Operations Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Serve as the central coordinator for remodeling crews, ensuring all projects are assigned efficiently and calendars are maintained with precision. Drive daily logistics and scheduling to support the timely completion of remodeling projects. Contribute to overall operational excellence by acting as the essential communication hub between field crews and management.
2. Essential Duties and Responsibilities
1. Assign remodeling crews to projects based on skill set and availability.
1. Update and manage project calendars to ensure optimal scheduling and resource allocation.
1. Coordinate logistics including material orders, crew transportation, and on-site requirements.
1. Communicate effectively with field teams and supervisors to relay project updates and changes.
3. Key Tasks / Daily Activities
1. Review incoming project requests and crew availability each morning.
1. Update and maintain an accurate schedule of remodeling projects on a centralized calendar.
1. Monitor crew progress and reassign tasks as necessary throughout the day.
1. Address any logistical challenges promptly to maintain smooth operations.
4. Key Performance Indicators (KPIs)
1. Crew Assignment Turnaround Time: <2 hours per assignment.
1. Schedule Accuracy: Achieve a 98% accuracy rate in calendar updates.
1. Customer Satisfaction Rating: Maintain a rating of >4.8 stars on project follow-ups.
1. On-Time Project Start Rate: Ensure >95% of projects begin as scheduled.
5. Required Qualifications and Skills
1. High school diploma or equivalent required; additional certifications in logistics or operations management are a plus.
1. 2+ years of experience in dispatching or scheduling roles within the home services industry.
1. Proficient in using scheduling software and digital calendars.
1. Strong communication, problem-solving, and organizational skills.
6. Preferred Experience
1. Experience as a dispatcher or scheduling coordinator in a remodeling or construction environment.
1. Familiarity with home improvement project workflows and field crew management.
1. Prior exposure to customer service and conflict resolution in fast-paced settings.
7. Physical Requirements
1. Able to sit for prolonged periods while managing digital tools and software.
1. Occasional local travel between office and project sites may be required.
1. Capable of maneuvering in a typical office environment with minimal physical strain.
8. Work Environment and Schedule
1. Typical work hours: Monday to Friday, 8:00 AM to 5:00 PM.
1. Possibility of on-call duties during peak remodeling seasons.
1. A dynamic office environment with frequent communication via phone and email.
1. Occasional extended hours during high-demand project periods.
9. Compensation and Benefits
1. Hourly rate: $18 - $25 per hour, based on experience.
1. Eligibility for performance-based bonuses.
1. Comprehensive benefits package including Health, Dental, and Vision insurance.
1. 401k plan with company match and other fringe benefits.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we pride ourselves on cultivating a culture of growth, collaboration, and excellence in every project we undertake.
1. Our team is dedicated to supporting professional development and fostering an environment where every member can contribute to our mission of outstanding customer service and quality remodeling projects.
1. We strive to empower our employees with the tools and support they need to bring creativity and precision to every task.
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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