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Windows & Doors - Dispatcher
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Operations Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Responsible for coordinating daily operations and ensuring seamless crew assignments, timely updates to schedules, and efficient delivery coordination for Windows & Doors services.
2. Essential Duties and Responsibilities
1. Assign crews to service calls and installations based on location and crew availability.
1. Update and maintain daily schedules to ensure optimal workflow and minimal downtime.
1. Coordinate and confirm delivery schedules with suppliers and service teams.
1. Communicate effectively with service crews, customers, and vendors to resolve any scheduling issues promptly.
1. Ensure adherence to company policies and safety standards during all dispatching and scheduling activities.
3. Key Tasks / Daily Activities
1. Monitor incoming service requests and dispatch the appropriate crew while updating the central scheduling system.
1. Communicate with customers to confirm appointments, provide service updates, and manage any changes.
1. Track delivery progress and adjust routes as necessary to meet time-sensitive project demands.
1. Maintain consistent communication with operational teams to ensure job completion and customer satisfaction.
4. Key Performance Indicators (KPIs)
1. On-Time Dispatch Rate: 95% or higher.
1. Crew Utilization Rate: Achieve a minimum of 90% efficiency.
1. Customer Satisfaction Rating: Exceed a rating of 4.8 stars.
1. Delivery Coordination Accuracy: Maintain less than 5% rescheduled or delayed deliveries.
5. Required Qualifications and Skills
1. High school diploma or equivalent required; Associate’s degree a plus.
1. Minimum of 2 years of experience in dispatching or operations coordination.
1. Excellent organizational and time-management skills with strong attention to detail.
1. Proficient in using scheduling software and basic computer applications.
6. Preferred Experience
1. Experience in the home services industry, particularly with windows and doors installations or repairs.
1. Previous experience in dispatching roles within a fast-paced operations environment.
1. Familiarity with logistics and delivery coordination in the construction or renovation sectors.
1. Background in working with multi-disciplinary teams and managing customer appointments.
7. Physical Requirements
1. Ability to sit and work at a computer for extended periods.
1. Occasional lifting of files or small equipment up to 20 lbs.
1. Capable of working in a fast-paced environment that may occasionally require standing or walking.
1. May be required to work in varying office temperatures according to seasonal changes.
8. Work Environment and Schedule
1. Typical work hours are Monday through Friday, 8:00 AM to 5:00 PM.
1. Occasional overtime may be required during peak project periods.
1. Minimal travel within local service areas to visit job sites if necessary.
1. May involve on-call duties during high demand or emergency situations.
9. Compensation and Benefits
1. Competitive hourly rate of $18 - $25 per hour based on experience.
1. Eligibility for performance-based bonuses or commissions.
1. Comprehensive benefits package including Health, Dental, and Vision insurance.
1. 401k retirement plan and paid time off available.
10. Company Culture and Overview
1. We are a growth-oriented, customer-centric company committed to excellence in the home services industry.
1. Our culture supports professional development, continuous learning, and team collaboration.
1. We celebrate diverse perspectives and value each team member’s contribution to our success.
1. Join us to elevate your career while making a meaningful impact on our customers’ lives.
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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