JOB DESCRIPTION

Job Title: Dispatcher Reports To:  Dispatch Manager
Location: Various Classification: Salary, Exempt
Position(s) Supervised: None Pay Level:

Incumbent:

JoB SUMMARY
Primarily responsible for coordinating the timely delivery of concrete from plant locations to job sites according to
customer requests and expectations while using the most efficient and cost effective processes possible.

EssenTiaL JoB DUTIES/FUNCTIONS

e Receives customer order from order taker or telephone call.

e Probes customer for information to determine proper quantity, mix, delivery time and job site location for each
order. Also makes note of any special or unusual customer requests.

e Suggests value-added products to customers to enhance product performance based on the nature of the
customer’s job.

e Advises customer of any potential issues/concerns regarding product order such as load limits, scheduling
conflicts, vehicle weight limitations, etc...

e Enters the customer order timely, accurately and completely into the dispatch system.

e Schedules mixer trucks to ensure maximum utilization and efficiency while meeting the needs and expectations of
customers.

e Generates accurate and complete delivery tickets to the plant manager in a timely manner.

e Communicates with mixer drivers, plant managers, production managers and operations manager on a frequent
and regular basis to avoid or address issues, concerns or problems.

e Monitors mixer truck status on a constant basis to ensure customer satisfaction and maximum equipment and
labor utilization.

e Works closely with operations to ensure drivers are in compliance with local, state and federal DOT guidelines
and regulations.

e Works closely with remote dispatch offices to move equipment and people to meet customer demands.

e Attends sales meetings to get/give information regarding scheduling of plants and equipment to meet customer
needs.

e Adjusts dispatch schedule as needed to reflect current and accurate information.

e Communicates with plant manager daily to advise of mixer driver start and finish times.

Other duties as assigned by manager or other member of management

KNOWLEDGE/SKILLS/ABILITIES/ EXPERIENCE (REQUIRED = R; PREFERRED = P)
High school diploma or equivalent required.
Minimum three years of work experience required with construction or concrete industry experience preferred.
Experience as a concrete mixer driver is preferred.
Must be able to read, write, speak and understand English.
Demonstrated effective oral and written communication skills.
Knowledge of geographic area where dispatching is strongly preferred.
Demonstrated ability to handle multiple competing tasks.
Demonstrated experience working with personal computer.
Demonstrated ability to work independently and with minimal supervision.
Demonstrated ability to work with basic mathematics to include addition, subtraction, multiplication and division
(including fractions)
e Demonstrated ability to read and interpret maps and directions.
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JOB DESCRIPTION

EqQuipMENT USED

e Dispatch console (keyboard and screen)
Adding machine
Credit card processing machine
Telephone
Two-way radio

PHYSICAL REQUIREMENTS
e Extended periods of sitting in chair, looking at CRT screen.
Occasional standing, bending, kneeling and stooping.
Occasional reaching, grabbing and pulling.
Frequent use of fingers, wrists and hands to enter data using a keyboard.
Extended periods looking at CRT screen.

ENVIRONMENTAL CONDITIONS (PERSONAL PROTECTIVE EQUIPMENT IS PROVIDED WHERE REQUIRED OR REQUESTED)
e Job is performed exclusively indoors in a climate-controlled office environment.
e Extended eye exposure to CRT screen.

I understand the description of this job, the essential functions that are described, and that some of this
information could vary slightly from location to location. I also understand that all of the job duties are
not described above and that I will perform those duties listed as well as any other related duties as
directed by my supervisor or any other member of management.

Employee Signature Date Supervisor Signature Date
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