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JOB DESCRIPTION 

	Title:  
Dispatcher
	FLSA Status:  
Exempt
	Shift: First

	Reports to:  Dispatch Manager
	Department: Operations
	Employment Status: Full-Time

	Supervisory Responsibilities:  
Yes
	Location: Selma, NC Facility
	Date Created/Last Evaluated: June 15, 2017

	Summary 
 This position will be responsible for logistics planning, scheduling, equipment, and delivery activities.  


	Qualification Requirements
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.


	Minimum Qualifications
· [bookmark: P41_2615]4 Year College Degree or Equivalent Transportation Experience 
· Ability to read and interpret documents such as safety rules, operations manual, and written directions.
· Ability to write reports, and create and maintain spreadsheets
· [bookmark: _GoBack]Ability to organize and process daily delivery documents.


	Knowledge, Skills and Abilities 
· [bookmark: P22_1386][bookmark: P33_1461][bookmark: P35_1546][bookmark: P37_1725][bookmark: P15_1802][bookmark: P21_1068][bookmark: P22_1145]Must be proficient in MS Word, Excel, and PowerPoint software programs.  
· Excellent verbal and written communication skills required. 
· Must be able to work in a team building environment

	Supervisory Responsibilities
[bookmark: P32_2439]20 employees including truck drivers.

	Essential Functions
· Ensure work coverage is sufficient to provide quality customer service on a continuous basis. This includes monitoring driver absences, customer orders and responding as needed to efficiently prevent potential adverse business impact.
· Work closely with Dispatch Manager to fulfill all customer related service obligations. 
· Thoroughly analyze customer trends, critique deficiencies & weaknesses, propose alternatives to improve service
· Identify and act on opportunities to increase revenues, reduce costs and improve profitability 
· Meet with senior management as needed to discuss results and offer recommended solutions
· Adhere strictly to guidelines and/or instructions provided by senior management
· Balance ongoing customer delivery demands with available equipment and driver resources in order to maximize income opportunities
· Inform customers of current problems and expedite resolutions
· Monitor customer orders declined and identify specific reasons and offer recommended solutions
· Make sure customer delivery instructions are handled as required and insure sufficient documentation is retained for validation 
· Develop high proficiency with vital company programs including TMW, PeopleNet, Simmons, Microsoft Outlook and Excel
· Maintain targeted inventory levels at all times to avoid product outages and schedule deliveries at price savings whenever possible
· Continually develop and implement improved planning methods, processes, and program enhancements to elevate performance of dispatch functions
· Determine driver and equipment needs and submit all such recommendations to senior management for critique and approval 


	Physical Demands
[bookmark: P36_2863]Must be able to lift up to 50 pounds frequently

	


The above statements are intended to describe the general nature and level of work being performed by individuals assigned to this job. They are not intended to be an exhaustive list of all responsibilities, duties and skills required of the position.  All employees may have other duties assigned at any time.
Employee Name Print:______________________________________________

Employee Signature:_______________________________________________	Date:______________________________
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