Job Description 

Date                                             
Job Title Dispatcher - Trucking 
Employer       
Contact Person       
Contact Number      
Work Hours per Day        Days per Week              
Percent of Time Spent:







Comments

	
Sitting:

80%
	     

	
Standing:
10%
	     

	
Walking:
10%
	     


For the following: Never 0% of time; Occasionally 1% – 33% of time; Frequently 34% - 66% of time; Continuously 67% - 100% of time

While working, the employee must:
	
	
	Frequency
	Comments

	A.
	Hand/Wrist Work
	
	     

	B.
	Grasping
	
	     

	C.
	Pushing/Pulling
	
	Doors, file cabinet drawers

	D.
	Fine Manipulation
	
	Writing and typing

	E.
	Reaching
	
	     

	F.
	Bend
	
	     

	G.
	Kneel
	
	     

	H.
	Squat
	
	     

	I.
	Climb
	
	Stairs

	J.
	Lift 01-10 lbs
	
	Paperwork, telephone receiver

	
	Lift 11‑20 lbs
	
	     

	
	Lift 21‑50 lbs
	
	     

	
	Lift 51-70 lbs
	
	     


General Description of the Job:

Assigns motor vehicles and drivers for conveyance of freight or passengers. 
Essential Functions of the Job:
Answers phone calls and determines scheduling. Compiles list of available vehicles. Assigns vehicles according to factors, such as length and purpose of trip, freight or passenger requirements, and preference of user. Issues keys, record sheets, and credentials to drivers. Records time of departure, destination, cargo, and expected time of return. Investigates overdue vehicles. Directs activities of drivers using two-way radio and telephone. May confer with customers to expedite or locate missing, misrouted, delayed or damaged merchandise. May maintain record of mileage, fuel used, repairs made, and other expenses. May establish service or delivery routes. May issue equipment to drivers such as hand trucks, dollies, and blankets. May assign helpers to drivers.   
Types of Machines, Tools, Special Equipment:

Writing instruments, computer, telephone, fax, copier, two-way radio
Vehicles or Moving Equipment Operated:

None
