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What's in this presentation

1. the hard side of Project Management
2. visual representation to keep track of our workflow

time-management matrix =2 timelines / Gantt charts
v'what they are
v'How to create them

3. tools and software (paid and free)

4. Demo of ASANA & Dropbox Paper
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Who | am

« 25 years experience as a Language Professional
* Managing Director & Co-Founder of My Language Hub Ltd.
o Author: Cambridge IGCSE™ Espanol como Primera Lengua
* Chartered Linguist (CIOL)

o Translator (Certified) (English-Spanish)

o Education (FL Teacher, Language Assessor Specialist)
» Chartered Institute of Linguists (MCIL)
» Chartered Institute of Educational Assessors (ACIEA)
 ATA (Corporate)

* Certified Localisation Professional (CLP L1)

* MA (Merit) Management (London Metropolitan University)

* MA Applied Linguistics and TESOL (Leicester University)

* Diploma in Translation (IoLET) (DipTrans)

* BA (Hons) in English Language and TEFL

* BA (Hons) in Translation (National University of Cordoba, AR)
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https://www.amazon.co.uk/Cambridge-IGCSETM-Espa%C3%B1ol-Primera-Lengua/dp/1510478531/ref=sr_1_12?dchild=1&keywords=Cambridge+IGCSE+First+Language+Spanish%2C+Hodder+Education&qid=1596709331&sr=8-12

Disclaimer

The tools and software mentioned in this presentation are
ourely informative and under no circumstances should this

be understood as a form of advertisement of such tools.
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2 sides of Project Management (PM)

Hard side Organisation

Project

Management

Soft side

People
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Poll 1

* How do you usually manage your tasks? Do you use a ...
OTo-do list
dTime-management matrix

U Calendar view
L Gantt charts
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Hard side of PM - Organisation

Time-management
Matrix

Prioritise

Calendar

keep track of our

Q
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workfow

Timeline/Gantt Chart
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Time-management / Eisenhower Decision Matrix

Urgent Not Urgent

N

A ¢ Tasks that need immediate B - Habitual, proactive actions
attention * Translation tasks in a timely
« all the critical deadlines manner
» exceptional requests * training, invoicing/ finances
» Reactive =2 ‘fire-fighting’ * updating website
NECESSITY - REDUCE QUALITY = AIM

i)
-
3
C
O
Q
£

C - Things that gopearto be urgent D ° Time-wasting activities
* Distractions, interruptions » Chats/ WA that lead to
* “internal” team emails / chats / nowhere
WA messages * Marketing emails
» Scrolling Social Media

DECEPTION > MANAGE/DELEGATE WASTE - AVOID/ ELIMINATE
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Time-management

matrix in practice
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Calendar (This computer only)

Calendar

Monday Tuesday
27 Jul 28

3 4

10 11

17 18

24 25
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Wednesday

29

12:00 Boost with
Facebook UK:
carina.balbo@mylan...
15:00 Fundamentals
of Translation;

https:Afusi2web.zoo...

5

12

15:00 Fundamentals
of Translation;
https:/fusd2Zweb.zoom
us/f 82639565101 7pw
d=S2MN5T 3 IxLIWZgWiJ
Sd2pOYig2SkIid=0g

19

26

14:00 #CLConf online
webinar - FREE;
carina.balbo@mylan...

I 15:00 Fundamentals

of Translation;
https:/fust2web.zoo...

Thursday Friday Saturday

30 31 1 Aug

f« 18:00 Carina & Hugh -
5 Mandy Rodgers'

¥ Zoom Meeting;

ﬁ https:/fusi2web.zoom
¥ us/ /868434251117 pw
v d=dUSBSDInc0SyMN1M
¥ KZNduME12a3EBzdz0...

6 7 8

11:00 Instagram for
translators - Vasiliki
Prestige; hittps://glo...

1500 Educating our
clients, Share your
success stories!; cari..

I 17:00 ATA Webinar -

13 14 15
20 21 22
27 28 29

14:30 Personal
Finance for
Translators and Inter...

I 14:30 Personal

The hard side of
Project Management

Finance for
Translators and Inter...
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23
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Poll 2 - Gantt chart

e How experienced are you with Gantt charts?
OVery experienced
dMore or less experienced
dComplete novice
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Gantt Chart / timeline

Assign file
Project to

Start date: translator
Date:
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File back Assign fil
ile bac ssign file File back

from proof
Date:

from to
translator proofreader
Date: Date:
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Final
revision
Date:

Deliver to
client
End date:

.. My Language Hub
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Gantt Chart / timeline

PC  XOE THO | <
Baseline Star... Baseline Fini... ‘ Planned Finish Date ‘

2 7 4/28/ 14/2020 5/14/2020 |

3| M/zozo 5/4/2020

4 I akeholder Requiremen 5/8/2020 5/8/2020

5 I Finalize Stakeholder Requi 5/14/2020 5/14/2020

6 I 4/2020 5/1/2020

7 I 5/1/2020 5/5/2020 5/5/2020

8 Design 4/28/2020 5/22/2020 5/22/2020

9 Design Database 4/28/2020 5/4/2020 5/4/2020

10 Software Design 5/5/2020 5/8/2020 5/8/2020

11 Interface Design 5/11/2020 5/15/2020 5/15/2020

12 Create Design Specificatio 5/18/2020 5/22/2020 5/22/2020

ai& American Translators Association
The Voice of Inferpreters and Tanslofors

= =

S

M

N
O/O ug

APR, 26 20

MAY, 320

G| 0

—
5/1/2020

00 [ BE Y Qe

MAY, 10 20

MAY, 17 '2C

WTFSSMTWTTFSSMTWTTFSSMTWT|

= —

e 0%

The Hard Side of Project Management

© Carina Balbo

—

. My Language Hub

’  Translation | Education | Business

(ﬁ 5/11/2020




Poll 3 - PM software and tools

* Which tools are you most familiar with or use regularly?
Spreadsheet (Excel/ Google sheets)
Asana

Freedcamp

Trello

Dropbox Paper

Monday.com

Wrike

Smartsheet

ProjectManager.com

MS Project

None of the above

COo000000o000
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PM software and tools - PAID

e ASANA

R 7rellor

s.monday.n  V/ smartsheet

Wrike
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PM software and tools - FREE

B 7rellr

e ASANA

==

&8 Paper

£

i 6

’
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PM software and tools - Functionality

Search
File Home Insert Draw Page Layout Formulas Data Review Wiew Help Acrobat FPower Pivot Table Design
d""'b Cut A A o —_— o a 1
|:I Calibri ~ 11 ~ A — — = T c%WrapTEl{t General ~ 7 Date
Paste E@CDp}r - = — — = o .00 Conditional Format as pyg it 1
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Extra day to Lo Fisk Translator GEc HHEEEEE 1
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| Fieturn files rlilestone Translator HEHHEHHH 1 F’
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i | Title 3
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PM software and tools - Functionality =

L Drive
I— New

Folder
Ia File upload
u Folder upload
Projectr
B Google Docs
Google Sheets
Google Slides
GANTT CHART More
e SRR - - -]
—— Lt}
J-'_.l—l—
Gantt chart

by Smartsheet

[ e S|
ad& American Translators Association
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Q, Search in Drive

ess

CHART TEMPLATE

Blank spreadsheet

From a template
LINE TERERLATE ===+

Project timeline
by Smartsheet
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Project tracking
by Smartsheet
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PM software and tools - Functionality

(O Recently Viewed

--

A Personal Boards

[ Boards
il Templates
“ Home
TEAMS

+ Create ateam

)
and=201D

ai& American Translators Association

i0S

*Tutorial Board (Start

Here!)

IB Exam Wo

Create ng

£

@ [ Boards

Project Management ¥

Project Resources

-—— e e
Trello Tip: Card labels! What do they
mean? (Click for more infa)

Project "Teamwork Dream Work™
Launch Timeline

= B0k
Stakeholders
Weekly Updates

+ Add another card

The Voice of Inferpreters and Tanslofors

Personal & Private

VA

Questions For Next Meeting

-—
Trello Tip: GSI\de your Q's into this
handy list so your team keeps on
flowing.

Who's the best person to fix my HTML
snag?

How can | get access to the super
secret document?

+ Add another card =]

Reconfirm your email address now to prevent possible loss of access to your Trello account.

To Do

-—
Trello Tip: This is where assigned tasks
live so that your team can see who's
working on what and when it's due.

-—
Sketch site banner

Edit email drafts

Curate customer list

Sketch the "Teamy Dreamy” Font

+ Add another card

Pending

-—
Trello Tip: [For those in-between
tasks that are almost done but also
awaiting one last step.

Legal review

-—
Social media assets

+ Add another card

The Hard Side of Project Management
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Blocked

e

-—

Trello Tip: Splash those redtape-heavy
issues that are slowing your team
down here.

@1

Freelancer contracts

Budget approval

+ Add another card =]

L

Trello Tip: % Be proud! You're done!
For all your finished tasks that your
team has hustled on.

Finalize Campaign Name: Teamwork
Dream Work ¥

Submit Q1 report
® Dec

, 2018

Campaign Proposal
@ Jan31

+ Add another card

1

About This Board
Change Background
Search Cards
Stickers

More

Butler
Automate cards and more...

Power-Ups
Calendar, Google Drive and more...

Add Power-Up...

Activity

Carina Balbo copied this board from Project
Management

34 minutes ago

View all activity...

. My Language Hub
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https://trello.com/carinabalbo1/boards
https://trello.com/b/iaUNslmw/project-management

PM software and

® Choose Project +
HOWdy! Never, never, never give up!

My Work

tools - Functionality i fr

|:| Home Projects Tasks Calendar Widgets

wes My Projects

o ATA Webinar PM

You don't have any items In Progress!

Always have at least 1 item in progress to indicate to your
team what you're working on. Dismiss

Start Existing

PROOF-READING DD & USP
PROOF-READING DD & USP
Time Management Matrix
» |nvite people!
» Accept our Congratulations!
Learn more abour applications
Group Applications and Marketplace

Visit Widgets page

and>20> iOS
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MAY 12, 2017 » AUG 8, 2017

MAY 12, 2017 » AUGT. 2017 0 Welcome to Freedcamp

DUE AUG 3
° MAPI 058993 - Toronto Aortic Stenosis QoL (TASQ) into English UK

Agenda

“ Wesk <« Day AUgUSt

Time Management Matrix

The Hard Side of Project Management
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New project: 059266 - Daily Diary, Pregnancy test, Used Sanitary Protection, Pain VAS, PGI-5 into UK English

Upgrade () :‘f' |] w

A,

9 Carina

My Language Hub
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Day >

Intelligent

Week »

W



PM software and tools - Functionality “# freedcamp

Global Teams Global Modules Add Group € New Project <

MLH Educational Division MLH Educational Division
No Description. . :
ATA Webinar PM Project Project Group Apps Users
MLH Translation Division _
. ATA Webinar PM » S W E O RCLHEILTECIERS Invite Global Team
New Mapi Project #059018- End...
New p!’OjE‘Ct.' 059266 - Da!fy Dfary, Available project App”cations Project Users P[’Ojec‘t Teams @ Create New Team

Team Player -

Carina’s Work Projects © Tasks (o [ %, Discussions o [l @ Pro User
@® Welcome to Freedcamp @@@@@ @@@@@ @ Organizer -+

® AQA Admin

Cambridge International Examina... I- Milestones ﬂ:] o Time ﬂ:] @ Observer ---
Read-Only
© cio Counel @@®®® @@®®® — =

D

and>201d> 10S
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PM software and tools - Functionality :: freedcamp
Upgrade 0 a CarinaB. v

LR 2]

- 0g o= Ofe
® ATA WebinarPM v Q 0o ¢S Ba8 0
Sort Set Order Asc v Filter Choose v Contains text Save Search
v Task List
(® Researeh-PM-ools Completed on 9 Aug Carina B. Due 1 Aug 0

(O |
‘ = b Time Management Matrix 0/1 CarinaB. Due 3 Aug 0

s Look for explanation and examples

=] P g

Add Task v

keep track of time

Add A New Task List
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B -

Assign to drag to assign

Everyone Carina B. HughO.

+ Invite More People

Due Date drag to assign

-

Choose date then drag me

.. My Language Hub
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PM software and tools - Functionality ## freedcamp
o AawesinarPM v () B i5 38 wore O OO L §oame v

Filter ~ Choose v Contains text Save Search B o]
/_ setting milestones

Today = 4 3 fAugust,?_OQ[] Day Week m Agenda

Sunday Manday Tuesday Wednesday Thursday Friday Saturday

26 27 28 29 30 31 01
< @ Research PM tools

02 03 04 05 06 07 08
< (@ Time Management Matrix

- 10 n 12 13 14 15
calendar view ] Email presentation

16 17 18 19 20 21 22
23 24 25 26 27 28 29
X Webinar rehearsal ATA Webinar: The hard side ...
'ﬁ' ‘, 30 31 01 02 03 04 05
and2pp iOS
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PM software and tools - Functionality %, asana

@ Task

My Tasks

Tasks Due Soon See all my tasks
Inbox @ = .
Portfol 'ZEZ' Lesson 4: Speech Acts + Implicature and Presuppositions Today 3:00pm PrOJeCt
‘ortfolios
Besis © Develop freedcamp PM Webin... RELES D .
_ Conversation
() Develop paid apps Tod
'323' Dropbax paper Dema Tomorrow w0
/=~ Team
() Asana demo PM Webin... Bl
Translation Division () Part2 - certificati — .
(») Part 2 - LSP's certification standards day I_Q+ Invite
H
Favorites =
2496 - Venti
DMST-Mavantia
@ RlTrans PO5152 o
L]
L]
Education Division
o i Foundations of Language School PM Webinar for ATA
'é]. ) + Invite People Translation Education Divisian Education Division
Foundations of Translati... =duestion Divisien
PM Webinar for ATA
8 KTLC2020 Online Conf
CIOL Exam Centre Recent Projects
® Language School
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https://app.asana.com/0/home/385748551717650

PM software and tools - Functionality £ Paper

IOI Paper Home Q Search by keyword or person ‘0.- 9

Pa per All Starred Docs Folders Viewed recently

Sample timeline

Home 4

UNFILED - You viewed 21 seconds ago - Edited 6 days ago
[ Create new folder

4y |GCSE L1 Spanish @WB [] Create with templates
Visible to everyone in My Language Hub and 3 external members - 6 docs and O folders

D Create meeting notes

Project: IGCSE First Language Spanish
|GCSE L1 Spanish - You viewed 6 days ago - Edited last year

TN

an>201D i0OS
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5 Take-aways

v How to organize tasks visually

v How to keep track of project workflow

v How to create a TM matrix, timeline, or Gantt chart

v Understanding what tools are available on the market

v' How to use some tools to manage our projects: ASANA &
Dropbox Paper

ad& American Translators Association The Hard Side of Project Management My Language Hub
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Further information and useful links

* PM software and tools
o MS Project
o ProjectManager.com
o Wrike
o Smartsheet
o Monday.com
o Trello
o Freedcamp
o Asana
o Dropbox Paper
o Google Sheets - Gantt Chart
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https://www.microsoft.com/en-gb/microsoft-365/project/project-management-software
https://www.projectmanager.com/
https://www.wrike.com/
https://www.smartsheet.com/
https://monday.com/
https://trello.com/en
https://freedcamp.com/
https://asana.com/
https://www.dropbox.com/paper/guide
https://docs.google.com/spreadsheets/d/1VHWkqPsxYI51-V4tkD_FG0t4Qm6ve9Htn74wXBTpZk0/edit?usp=sharing

Time-management / Eisenhower Decision Matrix

Urgent

Not Urgent

lmMportant

Not
lmportant
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Thank you!
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Any Questions?

o

carina.balbo@mulanguagehub.com

httos://mulanguagehub.com/
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