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1. Accounting Assistant
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[Position Summary]

- Responsible for Timely payment / Bank reconciliation/ bank receiving reconciliation with sales data/deferred
income recognition/credit exposure reporting

- Responsible for generating sales invoicing and reconciliation of customer accounts. Communicates with internal
and external contacts regarding billing matters and performs related research.

[Roles & Responsibilities]

- Banking related

- Make payment

- Voucher entry

- Supporting Revenue accounting
- Supporting VAT filing

- Cash room Back up when required
[Skill, Experience & qualifications]

- Experience less than two years
- Must be fluent in Korean, fluent English is preferred (TOEIC Speaking Lv. 6 / OPlc IM or equivalent)

- Must be willing to work on other accounting and administrative tasks during the development stage due to a
limited number of staff members in the office.

[Education]
- Preferred major in Management, Accounting or Finance
[Other Requirements]

- Must be willing to work flexible hours, including evenings and weekends

- Must be willing to take new roles and responsibilities after completion of the project
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2. PR Assistant
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[Position Summary]

Build strong “WOW” moment along with the journey toward the opening of LEGOLAND Korea Resort across all
media platforms. Plan, develop, implement, and manage brand communication via all types of media and
coordinate effective partnerships and working relations with the media, school and community groups. Manage
Marketing’s administrative affairs while developing & improving core competency & focuses on the public
relations for the post grand opening assignments.

[Key Objective]

Assists PR and Social media manager to maximize media exposure via building strong relationships to key media
and execute PR activities and events. Coordinates daily inquiries coming from various groups including media and
governmental entities and support communication with global stakeholders. Manage Marketing’s practical day to
day administrative affairs

[Scope and Responsibilities]

- Develop and manage LLKR presence on various media channels with the guidance of PR manager.

- Receive inquiries coming from media, government or other types of groups on front

- Create internal news release regularly to update employees

- Manage internal administrative process such as payment, co-working among teams and other inter departmental
inquiries coming into Marketing department.

- Assist written and verbal communication between local external partners and LLKR/ Merlin’s stakeholders

- Support LLKR marketing activities in line with governmental bodies

- Plan and execute site tour for visitors

- Work with various agencies including PR agency on the production & delivery of marketing collaterals and various
types of content

[Skill, Experience & qualifications]

- Ani kind of experience in PR or related fields

- Experience in a theme park, hotel, resort, attraction, or entertainment a plus preferred

- Basic understanding on brand communication and overall marketing strategy & tactics

- Ability to collaborate effectively with cross-functional stakeholders and external partners

- Demonstrated ability to manage a large volume of work effectively and efficiently based on priority.

- Good Coordination and project management skills

- Computer proficiency with ability to use Microsoft Office Products (Word, PowerPoint, and Excel), desktop publishing
and other presentational took

- Language: demand to fluent verbal and written English ((TOEIC Speaking Lv. 6 / OPIc IM or equivalent)



[Education]

Majoring in Marketing Communications, Business administration, Languages, Multimedia, Design or other related
fields preferred

[Other Requirements]

- Maintaining confidentiality within the organization and protect any information that classified as confidential.
- Maintaining honesty and integrity with superior, subordinates and guests

- Must be willing to work flexible hours, including evenings and weekends to support park operations.

- Requires a valid driver’s license and passport.

- Must be willing to travel locally and regionally to conduct business, and occasional travel within Korea.



