VC Job Submission Form

Company:  			Greg Spears Realty			
Company Address:		2204 E Airline Rd, Victoria, TX 77901    
Company Website: 		www.gregspearsrealty.com
Point of Contact: 		admin@GregSpearsRealty.com	
				361-649-2906	

Position: 			Office Administrator	
Job Location: 			2204 E Airline Rd, Victoria, TX 77901
Job Status:			Full-time or Part-time 
Pay Rate:  			$14 to $20 per hour depending on skill level
Job Details: 			Assist the owner and sales agents with day-to-day transactions, 				entering data into CRM and software platforms, keep office 					organized
Desired Skills:		proficient in Word, Excel, Canva, computer skills, phone skills, 					organizational skills, AI use, assist broker & agents 
Apply Online: 			email admin@GregSpearsRealty.com for appointment for 					interview and to send resume'	
Application Deadline:	June 30, 2026

