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Job Information: Marketing and Event Assistant / Intern
T 5EEE/LIEBERFE

Da Wo Law Firm Shanghai
RN E %

Position: Marketing & Event Assistant / Intern
BRAL: Tiin&iEah B/ ) 4

Location: Shanghai, Jing’An district

A BifiEgX

About DaWo Law Firm:
RTFIERK:

Da Wo Law Firm Shanghai is a full-service law firm established in China with international
lawyers specializing in the areas of commercial law, corporate & taxation law, employment
& compliance, Intellectual Property, data & privacy, criminal law, and family law.
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Our lawyers and paralegals (of different nationalities) are able to work in Mandarin,
Cantonese, and Shanghainese, as well as in French, English, Dutch, Spanish and German.
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In order to support its growth, our law firm is hiring a Marketing & Event Assistant / Intern.
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Report to: Digital Business Development Manager Z<BRA7 [a) MV 251 & & 1R

Full-time or part-time internship with possibility of employment after the internship

LTHRIRLF, A5EE

Description of the Position:
SEVATTLER
1. DaWo Law Firm is going digital: WeChat official account, Wechat Channel, Search

Engine Optimization (SEQ), Newsletter, brand identity. You will be responsible for
developing the identity of DaWo in all the above areas. In addition, you will be
responsible for developing DaWo’s presence on new platforms and the firm’s
partnerships in the Business-to-Business sector and with the media. You will work in
close collaboration with the Digital Business Development Manager.
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DaWo Law Firm is going physical: DaWo has recently launched DaWo Academy and
an increasing variety of legal events. Your role will be to design and to support the
operation of those events/trainings.
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Main Responsibilities:

FER

Tt

Draft the layout for the firm’s WeChat account messages and assist with publishing
TSRS A AT HERSOF U Bl A A

Design and prepare images, posters, PowerPoints, and other promotional materials
NEFTEANROHRIERISE, ik, PPT, FNHAhE L Bk}

Optimize the website for Search Engine Optimization and improve the design of the
website by enriching the content and by creating partnership with external websites
B DT T ks PRI 2R T AR AN S Rt BT AR T, B RN BR T Mk
T A i PR A1 B

Develop partnerships in the Business to Business sector and with the media

PrIT A B2B AU A AR S PO AA R &

Assist the marketing team with outreach and creating exposure for the firm

DB T 3 B BA R AR, D9 A ot 3

Assist with making videos and/or other promotional projects
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Translate or assist in the translation of documents from Chinese to English or from
English to Chinese

TS SRS (PR SRR

Provide administrative and operational support for and during events
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Candidate Requirements:

HITEER:

Pursuing a Bachelor’s degree or above in Communication/Marketing/Graphic Design
TEAEBRASAL A%/ 11T 7/ ST 88 AR DR AU 2 L B A 227
Experience gained through previous internship/work in a professional setting
A IR [ TR 25
Adequate knowledge in Chinese digital ecosystem
A& ERFESRAMTLE T #
Experience with Xiumi, WeChat backend, Canva, video editing tool, and/or other
design platforms
AREAFK, WEEG, Canva, MUARHIERATA/BHAR B & 45
Proficient in Chinese and in English (listening, speaking and writing)
REAAGME A il (I, U, 5D
Good command of Microsoft Office Suite (Word, Excel, PowerPoint, Outlook)
RE S8 ] 4535 Office N %1 (Word, Excel, PowerPoint, Outlook)
Good team spirit, positive working attitude, genuine commitment and absolute
integrity
A REF BN SR, BRI TARSTE, HiEsr R vF R mies

How to Apply:
B 7 3

Please send your resume and a cover letter in_ both English and Chinese to:

emily.wang@dawo-If.com

TR I B A 2 S T A S SOR RS A G£ F . emily.wang@dawo-If.com

Find more information about our practice and team on: www.dawo-If.com
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