HVAC CUSTOMER SERVICE REPRESENTATIVE / DISPATCHER
R.E.S. Air Conditioning INC. is a locally owned Licensed HVAC contractor providing Air Conditioning and Heating services, maintenance, repair, replacement, retrofit, and new construction services to Henderson and the surrounding East Texas area since 1957. We are the GO-TO HVAC contractor for customers searching for Quality Services.

Located @ 980 North Marshall St.
                     Henderson, Texas 75652
                     903-657-5349
                     Website: www.resairconditioning.net 

RES Air Conditioning is currently searching for: HVAC CUSTOMER SERVICE REPRESENTATIVE/DISPATCHER (CSR)

An HVAC Customer Service Representative/Dispatcher acts as the vital frontline link between Homeowners, businesses, and Service/Install Technicians. They manage the initial contact for heating and cooling issues, handle heavy call volumes, are responsible for booking calls aligned with the Senior Service Advisor, optimizing technician routes, and ensuring prompt high quality customer service.

CORE RESPONSIBILITIES
*Inbound call management: Answering incoming customer requests with speed, clarity, and professionalism by using empathy and active listening.
*Appointment Scheduling: Booking preventative maintenance visits, diagnostic calls, and system replacement estimates, while matching technicians to jobs based on skill level, urgency, and geographic locations to minimize drive time and fuel costs.
*Basic Troubleshooting/Coordination: Gathering preliminary details about HVAC malfunctions to better prep techs, necessary parts, and payment information before arrival.
*Billing and Contracts: Handling initial payment processing, invoice generation, and explaining service agreement options.
*Database Maintenance: Log client information, process work orders, update dispatch software, and document all phone calls, notes, and historical data precisely in corporate CRM software.

Key Skills and Qualifications 
1. Industry Software Mastery: Hands-on proficiency with trade platforms like IS2, Service Titan, Field Edge, and House Call Pro.
1. High Emotional Intelligence: Strong active listening and empathy skills to handle frustrated customers dealing with extreme temperatures.
1. Multitasking Under Pressure: The ability to toggle between phones and digital scheduling boards during peak summer and winter rush periods.
1. HVAC Literacy: Familiarity with basic climate terminology (e.g., heat pumps, compressors, condensers, and seasonal maintenance protocols.)
1. Education: A high school diploma or equivalent is universally required, while customer service certifications are a plus and offer an edge.

WORKPLACE EXPECTATIONS
*Location: Primarily an in-office/call center environment located @ our 980 North Marshall St. Henderson, Texas 75652 location.
* Hours: Standard 8-5 Monday/Friday (We do prefer a 7:30 am arrival to review calls with the senior service advisor), with an occasional ½ day on Saturdays during peak seasonal demands.
*Salary based upon Experience and qualifications

*** Please send complete Resume with contact information and references to rrt@resairconditioning.net and/or call 903 657 5349 to get a job application or schedule an interview.
