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Restoration Contractors - Dispatcher
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Operations Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
The Dispatcher plays a critical role in our restoration operations by efficiently assigning crews, updating schedules, and coordinating logistics to ensure timely service delivery. This position acts as the command center for our field operations, directly contributing to customer satisfaction and overall company success.
2. Essential Duties and Responsibilities
1. Coordinate and dispatch restoration crews to assigned job sites with precision and speed.
1. Update and manage daily schedules to ensure optimal allocation of resources.
1. Communicate effectively with field teams to relay job details and any schedule modifications.
1. Maintain accurate records of crew assignments, job progress, and operational issues.
3. Key Tasks / Daily Activities
1. Monitor incoming service requests and prioritize dispatch based on urgency and crew availability.
1. Provide real-time updates and assistance to crews via phone, email, or dispatch software.
1. Verify completion of jobs and cross-check work orders against scheduled assignments.
1. Collaborate with customer service to relay updates to clients and address any immediate concerns.
4. Key Performance Indicators (KPIs)
1. On-Time Dispatch Rate: Achieve a rate of 95% or higher for dispatching crews on schedule.
1. Customer Satisfaction Rating: Maintain a rating above 4.8 stars for service efficiency.
1. Schedule Accuracy: Ensure schedule accuracy of at least 98% across daily operations.
1. Response Time: Maintain an average response time of less than 30 minutes from job request to crew assignment.
5. Required Qualifications and Skills
1. High school diploma or equivalent required.
1. Minimum of 2 years’ experience in dispatch, coordination, or a related field.
1. Excellent communication, multi-tasking, and organizational skills.
1. Proficiency in scheduling software, GPS navigation, and basic computer applications.
6. Preferred Experience
1. Experience working in the restoration or home services industry.
1. Background in emergency or time-sensitive dispatch operations preferred.
1. Proven ability to manage dynamic and fast-paced field operations.
7. Physical Requirements
1. Ability to sit for extended periods while operating a computer and phone.
1. Capability to lift up to 25 pounds if necessary for handling documentation or minor equipment.
1. Frequent use of telephone and computer in an office setting.
8. Work Environment and Schedule
1. Office-based environment with a fast-paced and dynamic workflow.
1. Standard work hours from 8:00 a.m. to 5:00 p.m. with occasional extended hours during peak periods.
1. Minimal travel required for occasional site visits or meetings.
1. On-call duties may be required during high-demand periods.
9. Compensation and Benefits
1. Hourly rate range: $18 - $25 per hour, commensurate with experience.
1. Performance-based bonus structure to reward exceptional dispatch performance.
1. Comprehensive Health, Dental, and Vision insurance packages.
1. 401(k) plan along with other fringe benefits.
10. Company Culture and Overview
1. We foster a collaborative and inclusive work environment that values every team member.
1. Our culture emphasizes innovation, accountability, and continuous improvement in all aspects of our operations.
1. We are committed to the professional growth and development of our employees through ongoing training and support.
1. We celebrate success as a team and provide clear pathways for career advancement.
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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