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Job Description

[Support on corporate governance matters]

= Support in preparing for meetings of BOD(Board of Directors), shareholders by drafting meeting
minutes and coordinating schedules of participants

*  Organize and maintain corporate documents (e.g. Articles Of Incorporation, meeting minutes, original
contracts with 3rd parties, litigation documents, business certificates, etc.) in filing systems, both pa-
per and electronic

= Initial review of contracts with 3rd parties

[Support on management of external legal consultants]

= Timely update the legal expense tracker and process payments of legal expenses

= Organize and maintain external legal opinions and internal legal advices for development and man-
agement of legal database

= Support on the communication and coordination with the external law firms

[Cooperation with requests from other departments and external authorities]

»  Coordinate data requests and notices from FSS(Financial Supervisory Service) with relevant business
departments under supervision of the department head

» Handle data requests or simple inquiries from other business departments under supervision

=  Participate in simple projects led or driven by other business departments under supervision

[Others]
= Perform other required tasks requested by the department head (e.g. legal researches, proofreading
legal documents, drafting documents, etc.)

= Leadingtraining level projects or participating in projects led by the department head
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Additional Information
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