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Company: REMAX Real Estate Services				
Company Address: 5215 N Navarro St, Victoria, TX 77904
Company Website: https://news.remax.com/ 
Point of Contact: Gary Ruebsamen Agency Manager
Email and Phone: 3615730445 GaryR@remaxrealestateservices.com 
Position: Office Clerk
Job Location: 5215 N Navarro St, Victoria, TX 77904
Job Type: Part-time (general work);
Pay Rate:  $20 per hour
Job Details: 	We are seeking a reliable and organized Part-Time Office Clerk. This is an excellent opportunity for students to gain practical office experience while balancing their academic commitments.  Position Details Pay: $20 per hour Schedule: Flexible hours to accommodate student’s class schedules Location: On-site  Responsibilities Perform filing, data entry, scanning, and other clerical tasks. Organize and maintain office records. Answer phone calls and assist with inquiries. Help with scheduling and daily administrative duties. Maintain office supplies and keep the workspace organized.
Desired Skills: Strong organizational and communication skills. Basic knowledge of Microsoft Office or similar software. Dependable, punctual, and willing to learn. Ability to balance work responsibilities with academic commitments.  Benefits Flexible scheduling for students. $20 per hour compensation. Valuable hands-on office experience. Supportive work environment and opportunities to develop professional skills.

Apply Online: Email resume to GaryR@remaxrealestateservices.com
Application Close Date: 11/16/2026


