
Dispatcher and Lead Operations Support  

As a leading motorcoach operator who provides services to tour operators, corporate clients, sports 

teams, government and community groups, we are looking for an experienced and reliable dispatcher 

and operations team member. The successful candidate for this position needs to be able to adjust to 

last minute changes, be able to work under pressure while remaining calm and act on behalf of the best 

interests of the client and the company while insuring safety and customer service. The ideal candidate 

would be a self-starter, thrive in a highly visible role where they are considered a ‘go-to’ staff member, 

have a strong attention to detail, and are willing to roll up their sleeves in order to complete time 

sensitive tasks.  This position will report to senior management and be part of a team-spirited and 

collaborative work environment. 

Dispatcher responsibilities and duties 

 Allocate coaches and schedule drivers  
 Collaborate with senior management to modify routes to accommodate the needs of 

customers, road conditions and vehicle safety 

 Support customers through solution-based relationships  

 Act as a communication liaison for customers and answer incoming phone calls from drivers 
on the road  

 Cultivate strong relationships with drivers and customers to reduce the stress that comes 
with last minute schedule changes  

 Monitor any sudden route changes or road construction issues and work with drivers to 
establish new routes based on client needs and driver hours of service 

 Prioritize calls according to urgency and importance 

Lead Operations Support responsibilities and duties 

 Verifies invoices and work orders 

 Maintains, enters, adjusts, and researches inventory, equipment,  and permit records 

 Completes and updates department regulatory reports 

 Performs related duties, as required 

 

 

 

 

 

 



Job requirements 

 High school diploma/GED required  

 Minimum of 3 years’ experience in a similar role 

 Proficient in English (oral and written) 

 Outstanding organizational and multitasking abilities 

 Strong written and oral communication skills are essential  

 Active listener with excellent communication skills 

 Sound judgement and critical thinking 

 Previous motorcoach operations strongly preferred 

 Have a full understanding of DOT hours of service and ELD and be able to review itineraries to 
insure compliance while understanding the needs of the customer 

 Experience working with Coach Manager/Distinctive Systems an asset 

 Be knowledgeable of routing throughout BC and Alberta 

 Proven experience as dispatcher or relevant position 

 Fast typing with experience in data entry 

 Must be able to work a flexible schedule that includes occasional evenings, weekends and 
holidays  

 Ability to work in a team environment in high pressure situations  

Note: Only suitable candidates will be contacted for interviews. No phone calls please. 

Who we are: 

We are the provider of safe, reliable, and professional executive - class motorcoaches, servicing tour 

operators, sports teams, events and conferences, schools and corporations. We are a progressive, 

dynamic and people first company and are leading the way in the “next generation of group travel”. 

Passion, team spirit, collaboration, professionalism and work-life balance are a few of our many core 

values.  

Location:  

Kelowna 

Compensation:  

 Base wage  

 Benefits Package  

 Cell phone and laptop  

Seniority Level 

Assistant 



 

 

 

 


