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Residential Builders / Developers - 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 coordination for dispatching field crews and ensuring residential building projects proceed on schedule. Collaborate with on-site teams to update schedules, assign tasks, and track project progress. Enhance project efficiency and communication between the field and office environments. Contribute to the positive customer experience by ensuring timely and accurate crew assignments.
2. Essential Duties and Responsibilities
1. Assign field crews to residential building projects based on skill set and availability.
1. Update and maintain site schedules to ensure optimal resource allocation.
1. Track job progress and communicate status updates to project managers and team members.
1. Coordinate with on-site supervisors to address any schedule changes or delays.
1. Document daily activities and crew assignments accurately for reporting purposes.
3. Key Tasks / Daily Activities
1. Monitor project timelines and adjust crew assignments in real time.
1. Communicate with field teams to confirm task completion and gather progress feedback.
1. Update scheduling software and databases with current project statuses.
1. Resolve conflicts or scheduling issues by quickly collaborating with other departments.
1. Liaise between residential builders, developers, and field crews to enhance customer satisfaction.
4. Key Performance Indicators (KPIs)
1. Crew Assignment Accuracy: Achieve 98% accuracy in crew assignments per schedule.
1. On-Time Dispatch Rate: Maintain a dispatch punctuality rate of >95%.
1. Schedule Update Frequency: Update site schedules within 15 minutes of any change.
1. Project Progress Reporting: Ensure 100% of projects have real-time progress updates available.
5. Required Qualifications and Skills
1. Bachelor's degree or equivalent experience in operations, logistics, or related fields.
1. A minimum of 2 years of experience in dispatching, scheduling, or field coordination.
1. Strong communication and interpersonal skills with a keen attention to detail.
1. Proficiency in using scheduling software and Microsoft Office applications.
1. Ability to multi-task in a fast-paced, deadline-driven environment.
6. Preferred Experience
1. Previous experience dispatching for residential construction or development projects.
1. Familiarity with residential building processes and on-site coordination.
1. Experience working in a high-volume environment with multiple simultaneous projects.
1. Background in logistics or operations within the home services industry.
7. Physical Requirements
1. Ability to work at a desk for extended periods while using a computer and telephone.
1. Occasional lifting of materials up to 25 lbs may be required.
1. Basic mobility to move around within an office setting and occasional site visits.
1. Visual and auditory acuity to monitor multiple communications channels.
8. Work Environment and Schedule
1. Typical work hours are Monday through Friday, 8:00 AM to 5:00 PM.
1. Occasional overtime or weekend hours may be required during peak project periods.
1. Primarily an office-based role with occasional visits to job sites.
1. On-call duties during high-demand periods may be necessary to ensure project continuity.
9. Compensation and Benefits
1. Hourly rate ranging from $20 - $25 per hour, based on experience.
1. Performance-based bonuses tied to on-time dispatch and schedule accuracy metrics.
1. Comprehensive health, dental, and vision benefits.
1. 401(k) plan with company matching contributions.
1. Additional fringe benefits such as paid time off and professional development opportunities.
10. Company Culture and Overview
1. We are a forward-thinking and innovative company dedicated to excellence in residential development.
1. Our culture promotes continuous growth, collaboration, and commitment to customer satisfaction.
1. We value diversity, encourage creative solutions, and provide ample opportunities for career advancement.
1. Our team is passionate about the home services industry and strives to deliver exceptional service on every project.
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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