CLAIRE DAO
Vancouver, BC | +1-236-514-1754 | clairedao.ca@gmail.com | linkedin.com/in/claire-dao
Marketing Position
Analytical and detail-oriented Digital Marketing Post-Baccalaureate student with hands-on experience in marketing operations, content creation, and cross-functional project coordination. Skilled in social media management, campaign support, and marketing process optimization. Experienced with Jira, Confluence, Figma, Google Workspace, and Microsoft Office Suite. Motivated to support Marketing team in delivering impactful campaigns and streamlining marketing operations.
SKILLS
Project Coordination& Workflow Optimization		Cross-functional Team Collaboration
Marketing Operations & Administration			Campaign Support & Digital Asset Management
Marketing Management tool (Jira, Confluence, Google Workspace, Canva, MS Office), AI Tools
Content Creation (Blogs, LinkedIn, Social Media)		Analytical, Detail-Oriented, Adaptable, Proactive
Education
Douglas College, New Westminster, BC	(expected completion) September, 2026
Digital Marketing Post-Baccalaureate Diploma | GPA: 3.81

Foreign Trade University, Ho Chi Minh City Campus, Vietnam	July, 2022
Bachelor of Business Administration | GPA: 3.26
Academic Coursework and Projects

MARK 3340: Promotional Strategy – B2B Promotional Strategy for Luna Glamping	.  September - December, 2024
· Collaborated with 6 peers to develop a B2B marketing strategy. 
· Created content proposals, tracked campaign progress, and ensured alignment with marketing goals.
· Applied project management and stakeholder analysis principles to meet deadlines and deliverables.

MARK 4360: Customer Relationship Management – Business Simulation (Team Project)	May - August, 2025
Role: Team Leader & Strategic Coordinator
· Led a team of four in a 9-period business simulation focused on customer relationship management & market growth.
· Managed task assignments, ensured deadlines were met, and monitored team progress.
· Result: 2nd place overall performance in class for strategic execution and customer growth.
Relevant Work experience
Standard Security Systems Ltd, Burnaby, BC	September 2025 – December 2025
Digital Marketing Intern
· Created and scheduled 3+ LinkedIn posts weekly, achieving engagement with target audience, including visuals using Canva.
· Assisted in campaign planning and content calendar management, and conducted market research to support content strategy and audience engagement.
· Maintained project documentation and ensured alignment with marketing goals. 

Bin Tech Inc, New Westminster, BC	April 2023 – April 2024
Business Developer
· Supported project coordination, task tracking using Jira and Confluence.
· Maintained project documentation, calendars, and progress dashboards for internal stakeholders.
· Collaborated with cross-functional teams to deliver project milestones on schedule.
· Assisted in identifying process improvement and potential project risks.

KMS Technology, Vietnam	June 2021 – June 2022
Process Admin Intern
· Assisted CoE team with internal audits, process updates, and goal tracking.
· Conducted research and recommended improvements for new projects.
· Supported IT and business teams in requirements gathering for internal tools.
· Maintained documentation and performance reports for stakeholders.
