
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Sample 1 
 
 
This is a translation I did, of an article that was published in “Traduire”,  
a magazine by the CIOL, the Chartered Institute of Linguists, the leading  
UK-based membership body for language professionals.   

 
  



Working with Translation Agencies 

 

 

 

 

 

 

 

 

 

In March 2015 I was invited to speak at The Translation and Localization Conference in 

Warsaw, Poland, and the topic of my presentation was ‘Working with Translation 

Agencies – Benefits for Clients and Translators Alike’. Why this topic? There were two 

main reasons: first of all, as I am sure you are aware, agencies are sometimes seen as 

the villain of the translation industry, an image I would like to debunk. Sure, there are bad 

agencies, just like there are bad translators, accountants, lawyers and so forth. 

Secondly, when writing the proposal for the conference, I did a survey among the 

translators we work with, asking them what they would like to hear about, what they 

would be interested to find out from a translation agency owner. 72% said they were 

interested to know more about what happens at our end, some insights about 

applications, CVs, project allocation and so on, hence the topic. 

Working with a translation agency – what happens at our end 

 

 

 

 

 

 

 

 

 

  

 

 



 

 

 

Applications with a personal touch 

 

The application is the first step, the first contact a translator has with an agency. And, as 

cliché as this may sound, you know what they say: first impressions count. Or, better 

yet, ‘You’ll never get a second chance to make a great first impression’. Studies have 

shown that it takes as little as 7 seconds for someone to form an opinion. So, you need 

to be the red bird, to stand out. And there are a few things you need to do and some you 

need to avoid.  

I am sure that, at one point in your career, you received an email starting with ‘Dear 

translator’, ‘Dear all’ or, my pet hate, ‘Dear Vendor’. I am just as sure that you didn’t like it 

and most likely you chose to ignore such an email and to not reply. Similarly, if you start 

your email to an agency with ‘Dear Project Manager’, ‘Dear HR’, ‘Dear Sir or Madam’ 

and the like, chances are your email will be ignored. Why? Because hundreds of similar 

emails are received every day/week. 

How to make sure yours doesn’t end up in the bin and gets the attention it deserves? 

Well, all it takes is a bit of research to find out who the people behind the business are. A 

personal approach that shows them it is them you want to work with (and not just any 

agency that will reply), that certainly goes a long way. In our case, less than 4% of the 

cover emails we receive are personal, which means they stand out. And, of course, each 

and every one of them receives a reply. 

 

Once you’ve written your personal, tailored email, it’s time to apply the Santa rule. What 

is the Santa rule, I hear you ask? Well, if Santa has time to check his list twice for billions 

of children, you have time to check your email. Not just when applying, of course. And 

take it from someone who has learnt it the hard way. After calling someone ‘Booby’ 

instead of ‘Bobby’ (*blushing*), trust me, I check, double-check and triple-check my 

emails.  

 

 

 
 
 



Always follow instructions 

What I mean by that is: if you are looking to apply or register as a translator with an 

agency, take a couple of minutes to find out what their application procedure is.  

 

Do you need to email them? Do they have a form? This ensures that:  

1. Your application goes where it should.  

2. No one’s time is wasted. 

Get references the right way 

One of our requirements (and of many agencies’ as well) is asking for references. One 

very important piece of advice: always ask your referees’ permission to pass on their 

details and let them know you have. Some companies’ policy is to not give references, 

which means your application will not be approved. Not to mention the referee may 

actually be less than thrilled to have had his details passed on without permission. 

 

Make the most out of your CV 

CVs are an essential part of the application process. A well written CV will emphasize 

your skills and, again, make you stand out. But what makes a good CV? This is separate 

and complex topic in itself, but there are a few general guidelines you need to follow. 

 

Language combination: the first thing an agency client needs to know about you is your 

language combination.  So don’t bury it somewhere at the bottom of your CV (the 

Europass format is not ideal for translators in my opinion). Highlight it, put it at the top of 

the CV, even in the name of the CV file (Alina_Cincan_ENRO translator). 

 

Another important aspect is tailoring your CV according to whether you are just starting 

out or are a seasoned translator. The CV needs to do you justice and be a help, not a 

hindrance. 

 

One thing that novice translators complain about is the chicken/egg issue. Because they 

are newly qualified (or have little experience), they can’t get enough projects, which in 

turn will lead to them not getting experience. In this case, what should they do both to get 

the experience and tailor their CV?   

 
 
 
 
 



There are several things you can do when you are starting out: some examples can be 

volunteer work (choosing the right projects to do volunteer translations for can be 

another long discussion) and CPD courses (such as those offered online by eCPD 

Webinars). They do count and they show one’s commitment to this wonderful profession. 

A blog to showcase your writing skills (as translators also have to be good writers), your 

knowledge and your passion, will also go a long way. 

 

Seasoned translators have their experience as their biggest advantage. It is a powerful 

USP. That, along with their individual areas of expertise.  

Another thing to mention regarding CVs: they need to be short and relevant. At the 

time of my presentation for The Translation and Localization Conference, the record 

for the longest CV we had received was held by one which was 16 pages long. If this 

shocked you, maybe you should make sure you’re sitting down, as the record was 

broken shortly after that by one of… no more and no less than 86 pages! It listed all 

(probably) the projects the translator had ever done. Not only that, but what was 

concerning is that it also listed 52 names and contact details of their clients, which I 

doubt they had permission to do. No one will ever read that! Keep it under 2 pages. 

You can of course list projects you have worked on, but limit yourself to the most 

important or relevant ones. And I advise against including your clients’ contact details 

on your CV. 

In terms of formatting, a .pdf works best for two reasons: 

 

• It will preserve the layout and formatting (unlike Word documents which, due to 

different versions of MS Office may be displayed differently and sometimes look 

messy). 

• They make it more difficult for scammers to steal your CV and even your identity. 

According to the Translator Scammers Directory, there are almost 4,000 CVs that are 

known to be fake or stolen and which are being circulated (there may be even more 

that we don’t yet know about). Don’t help scammers by making yours readily 

available. 

 

And last but not least, apply Santa’s rule again.  
 

 
 
 



Do memberships count? 

Another aspect that people wanted to know about was memberships: do they matter? In 

short, yes.  

To go a little more into details, I’d say that the only con of memberships may be the cost. 

However, the pros certainly outweigh the costs. Two of the most important pros: being a 

member of a professional translators’ association shows your commitment. It 

shows that what you do is not just a hobby, but a profession (which is, not surprisingly, 

one of the dictionary definitions of being a professional). A second and very important 

pro worth mentioning is that most of these associations organise events, conferences, 

CPD courses that enable you to grow professionally. 

Of course, when it comes to which association to choose, you must admit translators and 

interpreters are certainly spoilt. However, there’s a downside to this: which one(s) to 

choose? Well, I’d say it depends on where you live or where most of your work comes 

from. In the UK, I’d recommend the CIoL (The Chartered Institute of Linguists) and the 

ITI (The Institute of Translation & Interpreting). IAPTI (The International Association of 

Professional Translators and Interpreters) is an international association, widely 

recognised and respected, so it is certainly a good choice too. In Belgium, the best 

known one, which also received royal association title, is the CBTI-BKVT – Belgian 

Chamber of Translators and Interpreters.  

Some translators mentioned ProZ – while it is not a bad idea to create a profile, please 

bear in mind that ProZ is more of a job board rather than an association. It can however 

be a great place for translators to network, exchange ideas, help each other, find clients 

etc.  

To help with choice making, we (and by ‘we’ I mean Inbox Translation) have put 

together a resource listing all the professional associations of translators and interpreters 

around the world, with links to their website and short descriptions to help you select the 

most suitable ones for your purposes. It can be found on our website, under ‘Resources’ 

(http://inboxtranslation.com/resources/). 

When it comes to project allocation, one question keeps coming up: what matters the 

most? Qualifications, experience, memberships, rates, specialisation? Well, to 

paraphrase a favourite joke among translators: it depends on the context (or project). 

Working WITH and not FOR agencies 

 

 
 
 



 

Another survey I did among translators revealed that these are some of the reasons they 

don’t like working with agencies (see picture below).  

 

 

But what I see here is: if you accept rates you are not happy with, deadlines you struggle 

to meet, relationships that you are not comfortable in, payment terms that don’t suit you, 

you are in fact working FOR an agency.  

In order to gear this towards working WITH an agency, you need to realise that this is a 

business, with two parties involved, and these two parties are on an equal footing; they 

need to be partners; neither party is forced to blindly accept the other’s conditions.  

Which brings me to the importance of a written contract, be it a PO or terms of business 

(only 3 translators have ever asked us to sign their T&C). As far as I know, the ITI has a 

standard agreement that translators can use. Others associations probably do too. 

Benefits of working with a translation agency 

Benefits for translators 

The same survey which revealed the downsides of working with an agency has also 

brought to light some of the benefits this sort of relationship has: steady work, industry 

know-how (as they don’t need to explain things like TM and CAT tools), project 

management, interesting projects, marketing (allowing the translator to do what they do 

best – translate), payment, good relationships, shield from the client, revision. 

 

 
 
 
 



  

 

 

Payment and relationships seem to have made it on both lists.  The freelancers who 

listed them on the benefits list must have found an agency they love working with. 

Everyone can find a good agency. All it takes is a bit of research (ask around, there are 

plenty of fora and groups dedicated to this) and maybe negotiation (in case one of you 

doesn’t agree with the other’s terms completely). 

Benefits for clients 

When it comes to end clients, the benefits may be a little more obvious: 

 

• Vetting and choosing translators 

As I mentioned earlier, there are almost 4,000 fake or stolen CVs being used. End clients 

are less likely to be aware of this issue. In fact, even 14% of translation agencies are not 

aware (data presented by João Roque Dias at the ATA conference in 2014), so for 

someone outside the industry it may be even more difficult to find out about this and to 

be able to spot scammers. So, having this aspect dealt with by someone in the industry 

sounds like a good idea.  

 

 

 

 
 
 



 

 

Choosing the right translator for the right project may not always be a piece of cake. 

Sure, if you, the client, work with one type of materials and one language combination, 

your best bet is indeed to find a freelance translator. However, if you have legal 

contracts, marketing collaterals and some technical manuals to translate, having an 

agency vet and find the right translators is handy. 

• Multilingual projects, faster turnarounds or bigger volumes 

Again, these are situations where a client will certainly benefit from working with an 

agency, as these sort of projects are time-consuming and require quite a bit of 

coordination.  

 

Last but not least: You are a professional, but can the others tell? 

 

What makes a professional? This is a complex question and the answer has many 

facets. In October 2015, I presented at an event organised by the Chartered Institute of 

Linguists, where I discussed some of these aspects. I will be holding a presentation for 

APTRAD in Portugal in June 2016 on the same topic. I could write about this a lot, but I 

will try to resume to one aspect only: behaviour. Be it online or offline, the way you come 

across will have an impact on your business – positive or negative. We have worked with 

certain translators because they were recommended by other translators.  If you are the 

sort of person who is always negative, moans about clients and colleagues, don’t expect 

to get many referrals.  

In conclusion, presenting yourself as a professional (from your cover email to your CV to 

the way you stand out and beyond) is essential.  

Working with an agency and not for an agency brings a lot of benefits. As an agency, we 

also benefit from a great working relationship; and a great relationship produces great 

results, so end clients benefit from it too.  

 

 

 

 

 

 
 

 
 



 

 

 

 

Whether you work for agencies or direct clients, always make sure you come across as 

the professional you are. If we all work together to raise awareness and standards, only 

good things will happen.  

Note: A version of this article was published in German in the MDÜ and in English in the 

ITI Bulletin.  

 

 
 



 

Sample 2 
 
This is a small sample of one the numerous projects I currently do for a LSP,  
whose end client is Brother Industries. 
Mostly printers, multifunction printers, label printers, etc. 

Although those translations are quite straightforward – no fancy language here and very close (literal) to the source text as required by the client 
 – they require from the translator to adhere to very strict guidelines set up by Brother Industries and using SDL Trados at a very advanced level. 
 
Below is the PO sent to me for this project (please note the name of the LSP has been erased for confidentiality purposes.) 
 

 
 
 



 

 

 



 
 
 
 
 

 

 


