
SALLEE HORSE VANS 

Job Description  
 

Job Title:     Dispatcher & Customer Service Representative/Sales 
Department:    Dispatch & Horse Sales  
Reports To:     OTR Lead Dispatch Manager 

FLSA Status:     Non-Exempt  

SUMMARY 
Works with Agents and Dispatch team to maximize vanning, revenue, and customer 

service.  

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other 
duties may be assigned.  

Coordinates with local dispatch to obtain maximum utilization of trucks for pickup 

and delivery of OTR horses as needed. 

Work with Dispatch team members in answering the phones to provide excellent 
customer service.  Work within the dispatch weekend schedule.  Help maintain 

order within the Dispatch office. 

Travel to horse sales as requested by management to provide excellent customer 
service and sales.  

Recruit new business and provide customer service to increase sales. 

Communicate with drivers, dispatch, agents, and Payroll/Billing on pertinent trip 

details. 

 Notify agents when trucks are in their area to maximize horses on the return 
trip.   

 Dispatch local trucks and drivers with safety, customer satisfaction, cost 

effectiveness and efficiency in mind. 
 Print and proof Bills of Lading pertaining to trips. 

 Communicate to the Dispatch team the need for an attendant so that when 
attendants call in, they can schedule attendants. 

Consider operational performance, costs of operation, Safety and Compliance with 

DOT regulations, and Company policy. 

Communicate and Coach drivers to maintain positive driver relations and excellent 
customer service. 

 Communicate trip detail to help driver(s) be well prepared for the trip(s). 

 Call drivers when trip changes or comes up after normal call-in times. 
 Communicate and respond to phone calls from Drivers.  

 

Coordinate trips for individually designated areas. 



Build loads to maximize revenue and capacity while keeping customer service 
paramount. 

RESPONSIBILITIES 

Responsibilities include planning, assigning, and directing work; keeping supervisor 
apprised of both negative and positive performance; resolving problems.  

Review weekly revenue with Controller to review week’s revenue to prior year.  This 

will be a key indicator on sales.   

BEHAVIOR STANDARD 
Maintain a positive work atmosphere by acting and communicating in a manner so 

that you get along with customers, clients, co-workers and management. 

QUALIFICATIONS 
In order to perform this job successfully, an individual must be able to perform 

each essential duty satisfactorily. The requirements listed are representative of the 
knowledge, skill, and/or ability required.  

EDUCATION and/or EXPERIENCE 
Related experience in management, customer service, and organizational skills.  

LANGUAGE SKILLS 

Individual must have the ability to read and interpret documents such as Safety 
regulations, Company Policies and Procedures. Ability to write routine reports and 

correspondence.  Must have the ability to speak effectively to customers and 
employees of organization.  

MATHEMATICAL SKILLS 

Ability to calculate time/distance for dispatching. 

REASONING ABILITY 
Ability to solve practical problems and deal with a variety of concrete variables in 
situations where only limited standardization exists. Ability to interpret a variety of 

instructions furnished in written, oral, or schedule form.  

COMPUTER SKILLS 
Basic Windows Environment to include Microsoft Office and NAV.  Additional 

computer training may be required. 

CERTIFICATES 
Certified in Reasonable Suspicion Drug Testing.  

WORK ENVIRONMENT 

At times, the noise level in the environment is loud.  Seasonally, the work 
environment is busy and hectic. 

 

 
 
Signed        Date 
 


