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OVERVIEW

Part 1
Economics: How does freelancing work?

It is very likely that you, the person browsing this
book right now, have studied languages, translation or
perhaps the literature and culture of the languages you
are passionate about. None of the courses or degrees you
completed have probably given you a solid foundation in
economics or explained how markets work. Maybe you
never thought you would need any of these concepts.

Yet here you are, making your own business work in the
languages industry. While you are very good at your craft,
somewhere deep down you may feel you could benefit
from learning some of the core theories and models.
You may also think that you could benefit from finding
out why translation agencies are getting bigger and
bigger (market structures), why rates seem to be falling
(opportunistic behaviour), and why some clients accept
a rate increase and some walk away (price elasticity).
These concepts may make your head spin now, but they
are key to understanding the market and growing your
business.

In this first chapter, [ show you how each term, theme
and mechanism applies to you, your business and our
industry. In a very practical way, I explain how you can
benefit from all thirty concepts.

In terms of the contents of each topic, this is what we
will cover:

o Introduction to the topic

o Application of the topic in the languages
industry

« Invitation to act in a practical way.

As you browse through the list of contents below,
prioritise and select which topics to read first. However,
only careful reading of them all will give you the bigger
picture that you need.
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Aggregate supply and demand
Asymmetric information
Bounded rationality
Capital

Consumer surplus
Demand curve
Diminishing returns
Economic cost
Economic profits
Economies of scale
Economies of scope
Externality

Fixed and variable costs
GDP

Inflation

Investment

Law of supply and demand
Macroeconomics

Margin

Market

Market institutions
Market structures
Microeconomics
Opportunistic behaviour
Opportunity cost
Perfect competition
Price elasticity

Return on investment
Scarcity

Transaction cost
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OVERVIEW

Part 2
Strategy: How do freelancers respond?

As a result of the economic pressures described in the
first chapter, you have developed a certain strategy for
your business. Even if it wasn’t a conscious exercise
following careful planning, you are in fact managing and
running your business in a specific way.

Many of our colleagues, perhaps you included, are pretty
good at strategising intuitively without drawing on
formal analysis and other strategies. But imagine how
much better you could make your business if you knew
just a few of the tools of the trade that big businesses use
on a regular basis.

Chapter 2 is all about just that. It takes you from the
definition and importance of strategy, through some of
the mostimportantaspects to consider when formulating
your strategy, to analytical tools and strategy models.

By the end of this chapter you will have a solid foundation
to formulate, implement and evaluate a winning long-
term strategy for your business.

In terms of the contents of each topic, this is what we will
cover:

« Introduction to the topic
« Application of the topic in the languages industry
« Invitation to act in a practical way.

Strategy may perhaps sound a bit daunting, or you may
be thinking at this point that you don’t really need one,
but bear with me until the end of this chapter. You will
see how it will transform the way you think about your
language business.

Strategy: Definition
Strategy: Steps

a. Formulation
b. Implementation
C. Evaluation

Generic competitive strategies
Core competency
Competitive advantage
Value curve

Customer segmentation
Porter’s five forces

Value chain

PESTEL framework

SWOT analysis

Balanced scorecard
Resource-based view, VRIO
Business model canvas
Blue ocean strategy
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OVERVIEW

Part 3
Business management: How can you manage your business effectively?

In this chapter, | want to walk you through the business life cycle, or the birth, growth and
development of a business. You are probably already doing some of these things in your
business, but I would like you to be able to see the big picture so that you know what is
involved and what should be considered when managing your own business.

This part covers topics traditionally taught in MBA courses, where aspiring managers learn
how to manage organisations. Yet again, none of these courses teach you how to manage
yourself as a freelancer. I took the liberty of looking at the business life cycle and applying it
to our setting.

The order of topics here follows the natural development of a business. Don’t jump around
topics or wander back and forth unless you know specifically what is missing in your
business. I divided the life cycle into three sections: preparing for doing business, delivering
outstanding value, and growing and improving for success. In each section, you will receive
an introduction to the topic, an explanation of its application in the languages industry, and a
list of practical tasks.

1. Preparing for doing business
a. Researching the market
b. Assessment
C. Business structure
d. Business strategy
Business plan
2. Delivering outstanding value
a. Finances
b. Setting goals
C. Creating value
d. Marketing
e. Sales
f. Customer service
3. Growing and improving for success
a. Strategies for growth
b Sourcing
C. Diversification
d Innovation
e Expert status
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OVERVIEW

Part 4
Business practice: How can you make freelancing
work for you?

So far we have covered the groundwork and foundations
of your business. Now it is time to take a different
perspective and see what happens when your business
works, that is what processes are set in motion when a
client contacts you.

If you have ever been paid for translation work, you
already have some business processes and practices
in place. You are probably wondering if you are doing
everything the way it should be done and questioning
whether there is room for growth.

In initial drafts, I hesitated to include this chapter. It
is always difficult to give suggestions or pointers to
good business practice that apply to everybody in
every context, every situation and every language pair.
Moreover, there are plenty of resources out there, such
as blogs, books, and webinars, that deal with almost
every area covered in this chapter in much more detail.

But then I realised that perhaps perhaps what the
market was missing was a more holistic approach, which
would allow you to focus on all aspects of your business.
In other words, this chapter won't tell you how to write
a marketing brochure or what to include in a payment
reminder letter (although it will point you in the right
direction of resources that cover that). Instead, you will
find outwhatyouneedtodoinordertointroduce efficient
business practices from initial contact to aftercare.

Information in this chapter follows the stages of a real-
life exchange between your business and your client.
In each section, you will receive an introduction to the
topic, an explanation of its application in our industry,
tips and suggestions from colleagues, a thorough list of

resources, and a list of tasks.

1. Contact phase -
Make the first impression count
a. Visibility
b. Contact
C. Business rules
d Quoting, estimating
and charging
e. Sales letters
f. Customer relationship
management
2. Negotiation phase -

Stand your ground

a. Ground rules of
negotiation
b. Techniques of
persuasion and appeal
C. Negotiation strategies
d. Lost cases
3. Translation phase -

Get the back-end right

a.
b.

C.

d.

Project management
Tools and resources
Quality assurance
Support network

4, Delivery phase -

Wow your client

a.

S

Delivering work
Invoicing
Insurance
Handling queries
Tracking money
Accounting and
financial services
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