ZTX Foundation, Job Description of Executive Assistant

Hello from ZTX! We are a crypto metaverse project co-incubated by Zepeto and a top-tier L1
blockchain company.

With a vision to provide an unrivaled crypto-centric metaverse experience for users, ZTX is
building an open platform (“ZepetoX”) that empowers 3D creators to monetize their fanbase
through NFTs and allows users to apply DeFi to the metaverse and build their own
community via interactive games and entertainment.

Founded in 2022, ZTX carries on the legacy of Zepeto, the web2 metaverse business

backed by Korea'’s largest tech conglomerate Naver alongside investors including SoftBank
and Hybe, the $8 billion music label behind K-pop group BTS. Zepeto is widely regarded as
the largest 3D avatar/metaverse platform based in Asia with over 300 million lifetime users.

We are looking for a passionate top-class Executive Assistant who can support our
leadership and be part of bringing our vision into reality. If you are passionate about
designing new worlds, characters and assets, and want to seize the opportunity of building
what could possibly become one of the largest crypto-centric metaverse platforms in the
world, we look forward to hearing from you!

What you will be doing:

Managing bookings or reservations to support an executive.

Coordinate with third party vendors to arrange taxi services.

Managing domestic and international travel.

Assist in visa entry applications and manage tasks associated with travel restrictions.
Managing expense report coordination and submission.

Organizing, executing, and assisting with team activities. (staff meeting, all-hands
meetings, and team social events)

Working closely with the leadership team to provide support to the organization.

e Document writing, editing, and readiness.

What we are looking for in you:
¢ You can speak both Korean and English
We offer:

o Competitive Salary
e Flexible work environment (100% remonte)
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Managing bookings or reservations to support an executive.

Coordinate with third party vendors to arrange taxi services.

Managing domestic and international travel.

Assist in visa entry applications and manage tasks associated with travel
restrictions.

Managing expense report coordination and submission.

Organizing, executing, and assisting with team activities. (staff meeting, all-hands
meetings, and team social events)

Working closely with the leadership team to provide support to the organization.
Document writing, editing, and readiness.
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