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FULL BOOK DESCRIPTION

How can you succeed in your career as a language professional and at the same

time harness a healthy work-life balance?

For years, the language industry has been known for its daunting demands.
Language professionals work so hard to boost their financial value. Nonetheless,
most of us find ourselves struggling to build successful careers and attain timely
success. For most of us, the clock is always ticking so much that we race to secure
enough investment portfolios before we retire and forget about work-life
balance. Many young entrepreneurs get stuck as they row across the industry to
stand out from the crowd and create successful careers. Can goal setting and

priority redefinition help alleviate this predicament?

The evolution of technology has made the language service provision even harder
for linguists to navigate let alone rely on. The only hope that remains for language
experts in this professional cosmos is to foster, maintain, and rely solely on their
competitive edge. With actionable success tips and prompts, Essentials of Career
Management for Language Professionals provides a seamlessly fail-safe

approach to successful mastery of the language career, both at work and in real

life.

Through this treatise, | demonstrate how thriving language professionals will
succeed based on how well they define their goals, streamline their services, and
promote their brands. In this competitive era, being enterprise savvy, harnessing
language technology, and sticking with your niche will bring your career success

to your fingertips.

This workbook is designed to help you to brainstorm about your career, whether
you already are working as a language professional or are looking to start. The
essentials outlined herein are based on the full version of the book. | encourage
you to add questions of your own as you brainstorm so that you can design your
dream career the way you dream it. | hope the actionable tips that | unpacked
here will help you to overcome the challenges facing language professionals and

be the key to the success you aspire to in your career.
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Tips for Choosing a Strong Start

Add at least five questions of your own to the list below.
Before you submit your application for a job, have you:

e Laid out your application properly?
Tip: In ascending order, review the email components from the subject line to the

closing to ensure nothing was missed.

 Proofread your content?
Tip: Before you hit send, check and recheck your draft. Give yourself enough time.
You can stand up and distract yourself as you think over your email content to see
if anything needs to be changed or added.

e Done your homework about the organization?

Tip: Make sure to learn about the organization before you write to them so that

your application resonates with their management.

e Researched your target contact person?
Tip: It would be helpful to know the addressee of your email instead of sending an

anonymous or general request. By addressing your application to the right person,

you will increase your chances of standing out from the crowd.

e Determined your motivation behind applying to this organization?

Tip: Knowing the reason you are applying to this organization will help you to be
straightforward and confident.

e Applied your language skill sets to the best of your ability?
Tip: Use your communication skills as a fail-safe way to secure your career and

business relationships.
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Tips for Nailing the Job Application

For your job application to be successful, you need to connect the dots between
your professional competencies and winning application package. Use the
following questions as a guide. Be sure to add at least five questions of your own to
the list below.

e What does the employer need to know about me?
Tip: Knowing the job requirements will help you to craft a winning application by
providing relevant pieces of information. Remember to be precise, concise, and

straightforward.

e Did I follow the guidelines and checklist in my application?
Tip: If the application was solicited or the job was advertised, make sure to follow

the recruitment requirements and use them as a checklist against your package.

e Are there any supporting documents that | should submit along with my
application?
Tip: While supplying optional information about yourself is not a must, it can help
you to stand out. If you are convinced this is your dream job, you should do your
best to prove it to the recruiter by providing additional documents to support your
application and request an interview. You do not have anything to lose by
supplying the information, but you may lose the job opportunity by not supplying

those details.

e Dol agree with the organization’s code of ethics?
Tip: As you cultivate your balance between work and life, you will notice that your
work environment and job demands will tremendously influence your success.
If you predict failure to balance the two based on your goals, you should listen to

your heart and decide otherwise sooner than later.

e |s there anything else that | am missing regarding this job offer?
Tip: If there are some details that you wrote down off the top of your head, you
should consider removing them or doing in-depth homework to avoid any

hindrances.
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Tips for Reaching Out to Potential Clients

Financial expectations are a key part of your career. However, before answering their
money-related questions, consider the following points. Be sure to add at least five
questions of your own to the list below.

e Have you wondered why they might be asking you the money-related question?
Tip: Reading your client’s mind (or putting yourself in their
position) will help you to nail the interview questions. Apply your
discretion and put the client first, not their money.

e Have you put yourself in their shoes and wondered how much you would pay
a professional such as yourself?
Tip: Knowing your worth is crucial and your salary expectation
should be based on just that. Do not settle for too little but go slow
and negotiate wisely.

e Have you done your homework as to whether they could afford your proposed
payment?
Tip: If their remuneration history does not align with your
expectations, thatis a red flag.

e Have you decided whether your requested salary matches your professional
experience?
Tip: There should be congruence between your expertise and
salary. If you are a senior executive, you should not be paid an
entry-level salary except in special circumstances or unless further
arrangements have been made between you and your employer.

e Have you done some research about how much similar organizations pay other
professionals?
Tip: Doing your homework is the most crucial part of your
onboarding journey.

e Have you weighed the salary you have in mind through the lens of your goals and
values?
Tip: Since your ultimate goal is career fulfillment, you should be
happy about your pay too.

e Are you focusing on long-term relationships, or just immediate business?
Tip: Determining the nature of your envisioned relationship
with the client will help you to choose the right approach in your
negotiation process.
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Tips for Securing Relationships with Your Clients

Add at least five questions of your own to the list below. Consider the following

questions in terms of your relationship with your clients.

e Are you being realistic in the way you manage your assignments, meet the clients’
expectations, and approach money-related topics?

Tip: Successful relationships depend on a solid rapport between you and your clients.

e Are you communicating effectively when responding to inquiries?
Tip: Communication is key—if something goes wrong and remains unaddressed, that

will constitute a hindrance in your relationships.

e Do you have an evaluation plan in place to measure where your relationships

are at?

Tip: Have a plan in place, such as checking in on them regularly or requesting their
feedback.

e Are you making the time to be available for the client when they need you,
or suggesting alternatives otherwise?

Tip: Your commitment to the relationship with your clients will boost your rapport.

e Are you asking them the right questions and requesting feedback from them on the
quality and timeliness of your services?
Tip: Do not just ask mere questions. Be strategic and aim to improve your relationship

and the quality of your services.

e Are you constantly repairing any breaches that arise out of your relationships
with clients?

Tip: Address issues to make your clients more satisfied with your services.
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Tips for Creating
New Connections to Expand Your Market

Add at least five questions of your own to the list below.

e Have you created your professional profile on major social platforms?
Tip: Recruiters cross reference your professional background to check you out. Make

sure that your online presence is up-to-date.

e Are you a member of a professional association and are you constantly pushing

the professional boundaries to ensure growth and development?
Tip: Belonging to a professional association will help you to grow and provide you with

professional endorsements.

e Do you have a website or blog where people can find out about your services and

contact you?
Tip: To expand your market and increase your exposure to a wider audience, you need

to create a platform where people can find you and interact with you. Your voice

cannot reach everyone, but anyone can search and find you online.

e Have you defined your brand, broken down your niche, and chosen a strategic

location to base your services?
Tip: It is important to strategize and stick with your brand. It will help you to spread

your wings wider and faster.

e Are you consistent and are you tracking your performance to stay on track?

Tip: Have a consistent evaluation plan against which to measure your performance.

e How would you rate your competitive edge?
Tip: To ensure market expansion, you must stick with your distinctive qualities, tools,

resources, and the value you offer to your clients.
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Tips for Managing
Language Consultancy As a Career

Add at least five questions of your own to the list below.

e Are you constantly improving and perfecting your foreign language skills?

Tip: To be a successful language consultant, you need to master at least one foreign
language.

e Are you continually sharpening your linguistic skill sets to stay on top of cross-

cultural trends?

Tip: A good language consultant is the one who keeps learning—culture and language

evolve.

e Are you building strong connections with colleagues and creating solid synergy

to support your consultancy career?

Tip: Your success depends upon the synergy and mutual support between you and your
professional network.

e Are you studying your clients’ cues to learn how you can serve them better and
win their full trust?

Tip: Be observant, learn, and apply your experiences.

e Have you started putting together a dedicated team of resources—human and

material—if you don’t have one already?

Tip: Develop a team for synergy and robust service to your clients.
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Tips for Mastering Technology

In the list below, write down your strategic approach to mastering your work-related

software, handling technological tools, and upgrading your technology skill sets.

e Whatis your approach to staying on top of technology trends in your job?

Tip: Use the space below to pen as many details as possible.

e How often do you follow your plan and evaluate where you are?

Tip: Set up a plan and intervals to keep up with your technological skill sets.

e What technological tools should you focus on to do better at
delivering your services?
Tip: Write down your standard language services and the tools you usually need to

perform your assignments.

e Which software and tools should you invest in based on the nature
of your work?
Tip: Write down a list of software and tools you need on a regular basis and determine

their costs.

e What else should you consider doing to invest in your career?
Tip: Write down any professional courses and training that you could take to stay on

top of the technology trends or to expand your skill set.
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Tips for Mastering a Healthy Work-Life Balance

Ask yourself the following questions to determine whether your work-life
balance is healthy or needs some adjustments. Be sure to add at least five

questions of your own to the list below.

Are you managing your working hours so that you have time for other activities?
Tip: If your work is taking up all your daily hours, that pattern is not leading to a

sustainable balance. Consider making the necessary adjustments.

e What boundaries have you already set or are considering setting in the near
future to take better care of yourself?
Tip: Consider setting aside the time for other things, especially physical and social

activities.

e Have you set career objectives and goals and are you sticking to them?
Tip: Set smart goals that lead to career success. Write them down and conduct a

regular self-evaluation.

e What are some of the actions you are taking to achieve your career
goals?
Tip: Write down some tangible actions toward attaining your career goals. For example,
if you wish to enhance your technology skill sets, consider taking a professional course

or learning how to use various software and tools.

e What are your challenges when it comes to your setting of goals?

Tip: Use the S.M.A.R.T. formula*** to measure your short and long-term goals.

NOTES:

*** The S.M.A.R.T. formula is explained in the full version of Essentials of Career

Management for Language Professionals.
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Tips for Harnessing Your Happy Ending

Add as many questions as possible to the list below to help guide your research and
to refer to when speaking to your accountant and financial planner. Make sure your
questions are targeted to help determine your financial status, to look into your

retirement options, and to make smart decisions about your money.

e Given the volatility of freelance jobs, have you started to save accordingly? If not,
do you at least have a specific plan and timeline about how and when to start?
Tip: Calculate an average portion that you can set aside or lock away based on your
monthly income (for regular savings) or annual income (for retirement savings such as
RRSP or into a TFSA).

e How do you know whether you are making the right financial decisions?
Tip: Elaborate on a financial evaluation plan. If you feel unsure, you should seek help

from a Professional Financial Planner or an accountant.

e How are you managing your monetary priorities based on the Eisenhower
Important/Urgent Matrix***?
Tip: Stick to the plan and set a reminder to focus on the ultimate goal instead of simply

reacting to urgent needs.

e Whatis your most favourite type of savings plan?
Tip: Decide which option between regular, TFSA, and RRSP you should start investing

Into as soon as you can.

e What are some of the ways you can invest your money to build a secure
investment portfolio?
Tip: Choose whether you should consider investing into investment-grade bonds,
mutual funds, or stocks. Remember to seek financial advice and counterbalance the

pros and cons before you get started.

NOTES:

*** The Eisenhower Matrix is explained in the full version of Essentials of Career

Management for Language Professionals.



