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Residential - Home Inspection - Inspection Scheduler
Company Name: [INSERT COMPANY NAME HERE]
Department: Admin
Reports to: Operations Manager
Location: [INSERT LOCATION HERE]
1. Position Summary
You'll book our home inspections and add-on tests. You take calls and online requests from buyers, sellers and real estate agents, quote the right price, send the pre-inspection agreement, and assign each job to a licensed inspector who can get there before the buyer's inspection deadline. Fast, accurate booking keeps agents sending us business.
2. Essential Duties and Responsibilities
1. Answer calls, texts and online requests from buyers, sellers and agents, and book inspections in [your inspection software].
1. Quote prices from the price list based on square footage, age, foundation type and added services.
1. Offer add-on services where they fit, such as radon testing, sewer scope, mold sampling, and [wood-destroying insect inspections, where your company is licensed for them].
1. Send the pre-inspection agreement and payment request, and track both until they're complete, following company policy and your state's rules.
1. Assign inspectors and Specialty Testing Technicians by area, license and skills, and book radon monitor drop-off and pickup times.
1. Arrange access through the listing agent or showing service, and confirm that water, gas and electricity will be on.
1. Track each buyer's inspection contingency deadline and flag any booking that puts it at risk.
3. Key Tasks / Daily Activities
1. Confirm tomorrow's inspections with clients, agents and inspectors, and resend unsigned agreements.
1. Rework the schedule when a deal falls through, an inspection runs long or an inspector is out.
1. Answer client and agent questions about what the inspection covers and when the report will arrive.
1. Return missed calls and web requests within [your target time].
1. Log the source of every call and booking so the company knows which agents and channels send work.
1. Book re-inspections when a client or agent asks for one.
4. Key Performance Indicators (KPIs)
1. Inquiries booked as inspections: [your target].
1. Inquiry response time: [your target].
1. Agreements signed before the inspection: [your target].
1. Add-on services booked per inspection: [your target].
1. Reschedules caused by scheduling errors: [your target].
5. Required Qualifications and Skills
1. [1+] years of scheduling, call center or front desk experience, ideally booking appointments for a service business.
1. Clear, friendly phone manner and quick, accurate typing during calls.
1. Ability to manage a changing calendar across many inspectors and service areas.
1. Comfort learning [your inspection software], online booking, e-signature and payment tools.
1. Good judgment about when to pass a technical question to an inspector instead of answering it.
6. Preferred Experience
1. Experience at a home inspection company, real estate office, title company or mortgage lender.
1. Familiarity with real estate timelines: option and contingency periods, closings and re-inspections.
1. Knowledge of local neighborhoods and drive times.
1. Bilingual in English and [a language your clients speak].
7. Physical Requirements
1. Sit at a computer with a headset for most of the day.
1. Type and use a mouse for long periods.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Office-based or remote: [your setup].
1. Hours: [8 a.m. to 6 p.m., Monday through Friday, with rotating Saturday mornings].
1. Call volume climbs in spring and summer and right after offers are accepted.
1. Evening and weekend text coverage on a [rotation], if your company offers it.
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 inspection scheduler 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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