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Roofing - Commercial - Dispatcher
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Production Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
The Dispatcher is the critical link between our commercial roofing crews and the operations department, ensuring efficient assignment of tasks, accurate scheduling, and timely updates of daily job flow. This role is essential in maintaining smooth operations, reducing downtime, and enhancing customer satisfaction through proactive communication and coordination.
2. Essential Duties and Responsibilities
1. Assign crews to specific roofing projects based on priorities and skill sets.
1. Track and update calendars to reflect project schedules and ensure on-time task completion.
1. Monitor daily job flow and make adjustments as needed to accommodate changes in project scope or emergencies.
1. Liaise between field crews and management to facilitate clear, prompt communication.
1. Maintain records of crew assignments and job status for performance tracking and reporting.
3. Key Tasks / Daily Activities
1. Review and update the daily schedule to reflect new projects and changes in existing ones.
1. Coordinate with crews to confirm arrival times, job start times, and completion status.
1. Respond to urgent calls and dispatch backup crews as necessary.
1. Communicate project details and updates to customers and internal teams as required.
1. Document and report discrepancies or delays to ensure continuous process improvement.
4. Key Performance Indicators (KPIs)
1. Crew Dispatch Accuracy: 98% or higher.
1. Calendar Utilization Efficiency: 95% or above.
1. Daily Job Flow Update Completion Rate: 100% on time.
1. Customer Callback Rate: Less than 5%.
5. Required Qualifications and Skills
1. High school diploma or equivalent; additional certification in logistics or scheduling is a plus.
1. Minimum of 2 years’ experience in dispatching, scheduling, or a related role.
1. Strong organizational and time management skills with attention to detail.
1. Proficiency in using scheduling software and communication tools.
1. Excellent verbal and written communication skills.
6. Preferred Experience
1. Experience in the commercial roofing or construction industry.
1. Familiarity with project management and dispatch software.
1. Proven success managing multiple projects in a fast-paced environment.
1. Demonstrated ability to work collaboratively with field crews and management.
7. Physical Requirements
1. Ability to sit or stand for prolonged periods while working at a computer.
1. Occasional lifting of files or light equipment (up to 20 lbs.) as necessary.
1. Visual acuity to read detailed schedules and job updates.
1. Minimal exposure to outdoor environments when accompanying teams if required.
8. Work Environment and Schedule
1. Standard office environment with regular use of a computer and phone.
1. Typical work hours: Monday to Friday, 8 AM – 5 PM.
1. Occasional on-call duties during peak project periods or emergencies.
1. Minimal travel between job sites or company locations.
9. Compensation and Benefits
1. Hourly rate range: $18 - $25 per hour, commensurate with experience.
1. Performance-based bonuses available.
1. Health, Dental, and Vision insurance plans provided.
1. 401(k) with company matching benefits.
1. Additional fringe benefits including paid time off and professional development opportunities.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we value collaboration, integrity, and a commitment to excellence. Our culture fosters continuous growth and innovation while supporting our team members in achieving their professional and personal goals. We believe that every individual plays a crucial role in our success, and we are dedicated to providing a work environment that inspires creativity, teamwork, and mutual respect.
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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