
 
Scheduler – Home Modifications 
 
Mobility Access Modifications is a building company that specializes in modifying homes for the 
elderly and mobility impaired. We have over 21 years of experience in servicing Melbourne and 
surrounds. Check us out online! www.mobilityaccess.com.au 
 
As a Scheduler, based in our Coburg North office, you will be an essential member of the team by 
being the central point of reference for our tradesmen. 
 
Working with our Tradesmen and Customers you will make sure the transition from creation of a job 
to its completion is done, along with supporting the business with administration duties. 
 
This is a busy and varied role, requiring a ‘hands-on’, flexible approach. 
 
Responsibility: 
 

 Develop and manage the installation schedules of our tradesmen  

 Coordinating external sub-contractors 

 Booking in jobs with clients 

 Processing customer orders  

 Placing orders with external suppliers 

 Monitor, track and report progress of scheduled work 

 Follow up customers on quotation  

 Reschedule jobs 

 Prioritise schedules to urgent call outs 

 Communicate with the team and customers 

 Respond to email enquires and incoming calls 

 Reception and administrative support when required 
 
We require a highly organised person, who is proactive with good attention to detail. 
 
Selection Criteria: 
 

 A minimum of 2 years experience in a similar role would be advantageous 

 Experience using Xero and Aroflo would be ideal (training will be provided) 

 Strong MS Office skills 

 Excellent time management skills 

 Bright, energetic and enthusiastic demeanour 

 High ability to multi-task  

 Customer service focussed 

 Team player 
 

Why choose us? 
 

We make coming to work easy!  We have a great work environment across our office, warehouse and 
tradesmen.  Our managers and owners of the business are open and friendly.  We have ongoing 
feedback, with job assistance and support from our dedicated management team.  There are 
opportunities for your professional growth, bonus and CPI system in place.  We support your 
wellbeing. 
 
We take care of our people, like you take care of our customers! 
 
Roles like this don't come around often and if this sounds like you please send us your application. 
 
 
 
 

http://www.mobilityaccess.com.au/
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