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Linguist Jobs: A RS

Step by Step Sign-up Guide

Overview

Welcome to the Linguist-Jobs Sign-up page. This guide will help you through the sign-up process, to make it
as easy as possible and to ensure you fill in all the necessary data. Remember that projects are awarded
based on both user feedback and profile information, so be sure to be as thorough as possible when
completing your profile.

Important

Only go through the sign up process once. If you attempt to go through it again at some point and you try
to use your Linguist-Jobs account, the system will tell you that your account is taken. It will also prompt you
to enter another username. DO NOT enter a new ID. If you do, you will have duplicate accounts and contact
information. You no longer will be able to view your past jobs and feedback, and it will take longer for us to
assist you.

Instead, use the password retrieval process, or contact us to have your Linguists user account password
reset.

In order to get your account activated, you must complete all the pages in the sign up form. Once you
complete all the relevant pages in the form, you will receive an activation email with instructions on how to
complete the process.

Page Numbers

You will not need to read every page of this document as pages are relevant only to your particular
Application Type. For ease of reference here are the pages of interest to you:

e Translators:2>3>4>5>6>7>8>9>19

e |Interpreters:2>3>4>5>6 >10>11>19

e Intercultural Trainers:2>3>4>5>12>13>19
e Web Designers:2>3>4>5>14>19

e DTP:2>3>4>5>15>16>19

e Voice-Over Artists: 2>3>4>5>17>18>19
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Step 1 ¢ Getting Started

1. Open aweb browser, and go to http://linguist-jobs.com/user/user_pre_sign_up.php

2. Ifyou are a Translator or Interpreter, make sure you take a look at the Practice Guides
(http://linguist-jobs.com/user/practice_guides.php), so that you are fully aware of the relevant
policies.

- A A

3. Clickonat NEOSSR¢ fAy] (2 3ISG GKS LINRPOSaa adl NIS|
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Step 2 C Filling Personal and Contact Information

Once you enter the Sign-up page, you will find the first page of the sign-up form, which contains questions

about your contact information. This information is not shared with any third party and is only collected to
contact you and provide a better service.! f 1 K2dzZaAK A G Qa y20 YI yRIdSBMES 4
account for faster communication.

One important part of the form is the Application Typgwhere you can select the services you want to
advertise on the site. It is very important that you only check those services that you can actually provide.

Sign up to Linguist Jobs

Username

Password (at feast 5
characters)

Title kAr v

First Name

surmame

Date of Birth Crany manth Year

User Type O Individual O agency

O Transtator O Interpreter O intercultural Trainer
Application Type [ wiebsite Designer- SEQ [ Desktop Publisher
O voice Over Artist

Address {1st Line)

Address {2nd Line)

City

County ¢ State
Region

Post Code / Zipcode

Country — A= it

E-miail

Telephone

Maobile Phone

Skype account Ifyou do not have Skype, why not download it free from Bkype?@

FAX

Website
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The second part of the page contains questions about your general professional experience and asks you to
upload your CV/(in DOC or PDF formats) and (optionally) a picture of you. To do so, press cBrowse€ and
OK2aS GKS t20FG4A2y 2F GKS FA{S 2y @&2dzNJnt./ & ¢KS

If you own a website you can speed the processing of your sign-up request by adding a link to
Kwintessential.co.uk6 2 dzZNJ Y2 G KSNJ 6S0aA0S0d , 2dz Oy FAYR 2 dzi
on the form. Once you have added the link, add the URL of the page with the link into the space provided.

Please also enter details of Professional Memberships you have, what software (if any you use) and a short
statement on why you want to work with Kwintessential (100 words is enough).

CV: Please upload a [ Browse ]
copy of your CV
Photo File [ Browse.. ]

Do you know that

vour application will

he prioritised i you

adid a link from your See Instructions
own website to the

Kwintessential

Website?

Professional
Memberships

Software usedl

Please provide a
brief statement as
to why vou would
like to collaborate
with Kwintessential
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The last part of the page asks you for at least two professional references. These must be people you have
carried out translation, interpreting, DTP or any relevant work for. Friends, colleagues and course tutors are
not acceptable and this will lead to your application failing and being deleted.

This step is mandatory and once you complete the sign-up form, referees will be emailed in order to verify
their authenticity. Only after references are validated, can your account will become active on the website.

You mist enter at least two references in order to be accepted into Linguist Jobs.com

Reference #1
Name | Company | |
Email | Telephone | |

Felationship to Referee

Reference =2

Name | Company |

Email | Telephone |

Felationship to Referee
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Step 2 C Areas of Specialization and Credentials

This area applies only to those who applied as translators and/or interpreters. Other applicants will not go
through this step. You must enter all the professional credentials and areas of specialization you have. This
information is important as Project Managers will use this information when searching for translators and
interpreters.

You can add as many as are relevant. To add please click the dropdown list and highlight the Specialisror
Credential@ 2dz gl yid (G2 OK22aS® ¢KS Ot A0l a! RR ! NBI X¢
necessary to choose all the fields you want.

Areas of Specialization and Credentials

Please note that if you are not formafly guafified we camnnot accept your appliication as a translatorinterpreter,
Cuafified transiatorsdnterpreters are thoese with specific gualifications in transiatingdnterprating front a recognzed
orgarisatiom

In this section you must add all the credentials and areas of specialization you have experience in. This is important, as
Project Managers will use this infarmation when searching for linguists. When choosing a credential or area of
specialization press the "Add.." button. You can choose as many as you want.

Specialisms Accaunting A [ Add Area of Specialization I

Credentials :Bennington College b [ Add Credential I

Oirce your're done adding your areas of specialization amd credentials, press tfre Dotton

[ Cantinue to MNext Step ot tre feft to move onto the rext step of TN SiQM=Hp process

hyO0S 82dzONB R2ySs OtA0] 2y GKS 64/ 2ydAaydsS G2 bSE
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Step 3 ¢ Translator Details
This step applies only to those who applied as translators.

Here you enter whether you are available on a part-time or full-time basis, how many words you can
translate on a daily basis, whether a minimum charge applies to your translation projects and how much
you would like to be paid for small (10 words or less) translations. You can also enter your PROZ URL (if you
have one). This URL is not mandatory but it is highly recommended as additional background information.

To choose your Minimum Chare level, click the drop down box and select the currency. Then in the space

next to the currency write in your charge. So for example, if your minimum charge is 20 USD, then just write
in 20.

Do the same for the small 10 words translation charge.

For the daily wordsyou can translate, simply write in the number. So if you can translate around 1500
words per day, just write 1500.

hyO0OS &2dzOQNB R2y Sz Ot A0l 2y (KS a/2yiGAydsS (2 bSE

Translator Details

Dedication O Fulktime M Part-time
Wikt is your Minimum Charge 50 w

Wie accasinally require small translations of up to 10 words. Please

state the cost of such a job: S0 v 0

Hiowe mary words per day can you produce? 0

Ifyou have a PROZ account, enter the URL here:

l Continue ta MNext Step ]
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OnceyoumoveontotheneE (i LI 385 @2dzQff FAYR aSNASa 2F ast S«
source and target languages, areas of specialization, translation charges and translation software you work
with. You can add items for each field by selecting it from the box and clicking on the button on the right.

Translator Details
Translator Profile Details

It this section you must add all the languages, areas of specialization, etc. vou have expertience in. This is important, as
Froject Managers will use this information when searching for linguists. When choosing a language ar area of
specialization press the "Add.." button. You can choose as many as you want.

Abkhazian hd [ Add Source Language ]
Source Languages

English

Abkhazian b [ Add Target Language ]
Target Languages

Spanish

Accounting o [ Add Area of Specialization l

Areas of Specialization
BusinessiZommerce (general)

Source Language English A

Tranglation Charges per -
1000 words Target Language Spanish b [ Add Charge Category ]
(perlanguage pain

Currency GBP % Amount

Translation Software used i Power Translator Pro v [ Add Software ]

Orrce you're dome adding languadges, skifls, etc, press the buttorn o the feft to move onto

I Continue ta Next Step l the next step of tis sig-up process

Source Languageelick the drop down box and highlight the source language you want to choose. Then

Oft AO]l da! RR {2dzNOS [ly3dz 3S¢d LT &2dz KIS Y2NB
this. So for example if you translate from both English and French into Italian you will need to set up two

language sets ¢ one for English and Italian and one for French and Italian.

Target Languageglick the drop down box and highlight the target language you want to choose. Then
Ot AO]l dG!RR ¢FNHSO [ly3dzZ 3Séd LT &2dz KIS Y2NB
this process as explained above.

Areas of Specializatiorelick the drop down box anq highlight the areas you want to choose. Then click
G! RR ! NBI 2 T Repeatih&pkotess fo hdt mioke2 y ¢ @

Page 8 0f 19



A 2 ) _g--
Linguist Jolis

Translation Chargedo not rush this section as it is crucial. You need to set your charges per 1000 words
for each of your language pairs. If you have more than one, you must state which language pairs you are
adding the charge for. In the screenshot above it shows English as source language and Spanish as target
language. It shows the currency as GBP. If you translate from English > Spanish and charge £60 p/1000
words, thenallyoug 2 dzf R R2 A& FRR Ay c¢cn FyR (4KSy LINBaa

Make sure you choose the correct source language from the drop box; do the same with the target

fIy3dz-3Sd al 1S adiNBE (GKS OdzZNNByOeé Aa NARIKG FyR

Repeat this until you have added a Charge category for each language pair.

Translation Softwareclick the drop down box and highlight the software you want to choose. Then click
! RR { 2 Repedt thd\dBéesbfor more than one.

Onceyou have finisheR ' YR OKSO{ SR Iff GKS AYyTF2NXI A2y Aa
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Step 4 C Interpreter Details

CKAA |NBIF LI ASE 2yfeée G2 GK2asS ¢K2 | LILXASR | &
see this page on your sign up form.

Here you enter whether you are available on a part-time or full-time basis, your hourly charges your travel

expense policy, how much you would like to be paid for a full-day or half-day of interpreting work and the
type of interpreting types you are familiar with (face-to-face, conference or court/legal).

Interpreter Information

Dedication O Fulktime (if applicable) O] Part-time iif applicable)
Houtly Charge GBF + |0
Hourly Travel Charge GBF o+ |0

Travel Expense Policy

Hal-Day Charge GBRP o« |0

Full-Day Charge GBF « |0

Tick ifyou apply a Minirmum Charge [l GBP =0

Interpreting Types O Face-to-Face [ conferenceiSimultaneous O] courilagal

I Continue to Next Step ]

Hourly ChargeChoose your currency from the drop down box. Then enter what you charge in numerals. So
if you charge £20 per hour, just write in 20.

Hourly Travel Charge€€hoose your currency from the drop down box. Then enter what you charge for
travel time in numerals. So if you charge £10 per hour, just write in 10.

Travel Expense Policplease confirm what your policy is for travel expenses; e.g. mileage charge.

Hal-Day Ratelf you operate a half-day rate (4 hours including travel time) then choose your currency from
the drop down box. Then enter what you charge in numerals. So if you charge £100 per half-day, just write
in 100.

FulkDay Ratelf you operate a full-day rate (7 hours including travel time) then choose your currency from
the drop down box. Then enter what you charge in numerals. So if you charge £200 per day, just write in
200.

Minimum Chargeif you operate a minimum time charge then calculate it and enter in the currency and
numerals. So if you charge £20 p/hour but operate a minimum charge of 2 hours, write in 40.

Interpreting Typesclick the types of interpreting services you can offer.
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hyOS @2dzQNB R2ySs Of A 01

2y GKS

hyOS e2dz Y2¢0S 2yi2 (KS ySEG LI 3ISs &2dzQft FAYR
source and target languages, areas of specialization and the places (whether on the UK or abroad) you can
work in. You can add items for each field by selecting it from the box and clicking on the button on the

right.

Source Languageelick the drop down box and highlight the source language you want to choose. Then

Ot A0O] G&! RR {2dz2NOS [Fy3dzZ 3S¢€d LT &2dz KL nddltovepedt
this. So for example if you translate from both English and French into Italian you will need to set up two
language sets ¢ one for English and Italian and one for French and Italian.

Target Languageglick the drop down box and highlight the target language you want to choose. Then
Ot AO1 dG!RR ¢INBSG [Fy3dad 3Seéd LF &2dz KIS Y2NB
this process as explained above.

Areas of Specializatiorelick the drop down box and highlight the areas you want to choose. Then click
G! RR ! NBI 2 T Repeatith€pkotess fo hdd rioke2hynéone.

UK Work Areaif you are UK based chose the locations you can cover. Click the drop down box and
highlight the areas you want to choose. To add more than one location simply repeat the process.

Non-UK Work Areaif you not based in the UK chose the locations you can cover. Click the drop down box
and highlight the areas you want to choose. To add more than one location simply repeat the process.

Edit Interpreter Details

Inthis section you must add all the langquages, areas of specialization, etc. you have experience in. This is impartant, as
Froject Managers will use this information when searching for linguists. When choosing a language or area of
specialization press the "Add.. " hotton. You can choose as many as you want.

Interpreter Profile Details

Source Languages Abkhazian b l Add Source Language l
Target Languages Abkhazian b l Add Target Language l
Areas of Specialization Accounting A l Add Area of Specialization ]
LI iiark Area Aberdeenshire i l AddWork Area ]
Mon-LIk Ares Coverage — M — A l Add Mon-LIk Waorl Area ]

l Caontinue to Next Step ]

OnceyodzQNB R2y Ss Ot A0l 2y GKS a4/ 2yidAaydzS G2 bSEI
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Step 5 C Intercultural Trainer Details

This area applies only to those who applied as intercultural trainers® L ¥ @ 2dz RARY QG &A 3
see this page on your sign up form. The form contains several fields for you to fill that will help us know
about your training skills and background, as well as your training fees.

Intercultural Trainer Information

Tick if wou use wour own  training 0
rnaterials
O intercuttural competence [ Relocation Courses
O Human Resources O Management and Leadership
Wihat skill sets do you specialise in? O Business Etiguette [ Team Building [T Cultural Diversity
O communicationsiPresentations [ Offshore Set-ups
O Remotefdirtual Working O anline Training O Megotiations

Your fees per half day: D
Your fees per day: IZI

Flease offer some background to your
gualifications and experise:

Please provide a detailed outline of two traimitg courses you have delivered. You can also upload any files you
deem would be of use in your application. Fites must be uploaded in either ZIP or RAR format

Training Course Description 1

Training Course 1 Files |[ Browse..

Training Courge Description 2

Training Course 2 Files | |[ Browse..

Tick ifyou are a member of SIETAR F

[ Continue to Mext Step ]
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Materials: we need to know if you can supply your own materials in terms of presentations and resources.
Skill Setsclick all the types of training you can carry out.

Fees per haltiay:click the drop down box and choose the currency. Then in the right hand box enter in
numerals what you charge per half-day. So it you charge £200, enter 200.

Fees per dayclick the drop down box and choose the currency. Then in the right hand box enter in
numerals what you charge per day. So it you charge £400, enter 400.

Backgroundin no more than 200 words briefly detail you background and current expertise.

Besides this information, we ask you to send us information about 2 training courses, along with a sample

of the training materials used in those courses. Files must be uploaded in archived form, in either ZIP or

w!w F2NXYIF G LT @idniappi@tomyiou canlddiBload oyedere: HEYKvww.7-zip.org/
hyOS @2dzQNB R2yS SYGSNAy3 @2dzNJ GNIAYyAy3a o6F O] AN
button to move onto the next step.

The next step consists in entering the countries you have experience in. You can add items for each field by
selecting it from the box and clicking on the button on the right. To add more than one, simply repeat the
process.

Intercultural Trainer Details

In this section you muost add all the countries you have experience in. This is important, a5 Project Managers will use
this information when searching for trainers. When choosing a country press the "Add. " botton. ¥ou can choose as
rmany as you want.

Intercultural Trainer Profile Details

Which countries do o wou

specialise in? —NiA— b Add Country

[ Continue to MNext Step ]

hyOS &2dzQNBE R2y S ©OF ADJE @ y{ (iKISe ¢ad iyl dis2 Y2 9S 2
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Step 6 C Web designer / SEO expert Details
This area applies only to those who applied as a Web designer / SEO expert.

ChargesClick the drop down box to select how you calculate your charges. Do the same with the currency
drop down box. Then enter your charge in numerals. For example, using the screenshot below if you charge
£5 per page then all you would do is write in 5 in the box with the 0.

SEOif you can provide SEO services, then click the box.

Examples of work:We need to see two examples of your work. For each example, enter the URL of the
website you designed and then in the Description box enter some information on what you did to the site,
i.e. build from scratch, programming, images, etc?

on0S &2dzONB R2y Sz Ot A0l 2y GKS a/2yildAaydzsS (G2 bSE(

Edit Designer-SEO Information

Charges Charge Type Per page v GBF w0

Tick if yau pravide SEO Serices [

web Design Project URL 1

Weh Design Description 1

Web Design Project URL 2

Web Design Description 2

[ Continue to Mext Step ]

This step allows us to know what languages you have experience in and hence, in what languages you can
create your designs.

Click the drop down box, choose thelangdzl 3S YR GKSy LINBaa a! RR [ | y3d:
language you can handle.

Edit Designer-SEO Details

In this section you must add all the languages you have experience in. This is important, as Project Managers will use
this information wwhen searching forweb and SEQ developers. When choosing a language press the "Add. " hutton. Yoo
can choose as many as you want.

Web Developer SEC Profile Details

What language(s) can you design :
and build websites in? Abkhazian v [ Add Language |

Continue to Mext Step
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Step 6 C Desktop Publisher Details

This area applies only to those who applied as Desktop Publishers. Here you can tell us about your DTP
charges, your working capacity and you can show us some of your previous projects.

Perpage chargeClick the drop down box to select a currency. The in the right hand box enter in numerals
what you charge per page.

Pages p/dayEnter in numerals on average how many pages per day you can process.

ExamplesYou need to upload 2 example files (in CDR, PSD, Al or PDF format) plus a short description of
each uploaded project.

Desktop Publisher Information

Per-page charge GBFP = 0

Home many Pages can you complete per day? |0

Please provide 2 examples of non-English projects you have designed:

Example File One [ Browse...

Example One Description

Example File Two [ Browse..

Example One Description

[ Continue to Mext Step ]

hyOS &2dzQNB R2ySs Ot A0l 2y GKS a4/ 2yGAydzsS G2 bSE
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This step allows us to know what languages you have experience in and hence, in what languages you can
create your designs as well as the DTP software you have experience in.

Languages £ AO]1 GKS RNRBLI R26y 02E | yR &St Sefedtthidpcobesst | y
until you have added all the languages you can work with.

DTP Softwarel £ AO]1 GKS RNRBLI R26y 062E | yR a8t S00 (GKS 4&:
process until you have added all the packages you can work with.

Desktop Publisher Details

In this section you must add all the languages and software packages yvou have experience in. This is important, as
Project Managers will use this information when searching for desktop publishers. When choosging a language ar
sofhware package press the "Add. " button. You can choose as many as ywou want.

Dresktop Publisher Profile Details

Languages Ahkhazian w [ Add Language I

DTF Software used Adobe Home Publisher b [ Add Software ]

[ Continue to Mext Step I

hyOSN&2®2ySs Of A0l 2y GKS a/2yiAydzsS (G2 b

(0p))
[T
N
P
[N
dal
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Step 7 C Voice-Over Artist Details

This area applies only to those who applied as a voice-over artists. Here you need to enter your hourly and
daily chargesand uploadasl YL S 2F &@2dzNJ 92A0S® hy OS &2dzQNBE R2:
button to move onto the next step.

Own recordingsif you are able to produce your own recordings at home or in your own studio, click the
box.

Hourly ChargeClick the drop down box and choose your currency. Then in the right hand box, enter in
numerals what you charge per hour.

Daily ChargeClick the drop down box and choose your currency. Then in the right hand box, enter in
numerals what you charge per day.

SamplePleaseuploaR | al YLX S 2F @2dzNJ 62N)] Ay ato yw&hRNI| (o
'y R Of A Gthe filénallltiSnybé uploaded to our website.

Voice Over Artist Information

Can you provide your own recordings? O

Hourly charge IsD ¥ |0

Daily charge IsD ¥ |0

Voice Sample Browse.. ] File must be in (P2 Format

[ Continue to Mext Step ]

hyOS @2dz2QNB R2ySs OftA0]l 2y GKS a4/ 2yGAydzsS (G2 bSE
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Ooy0S &2dz Y20S 2yi2 G(KS ySEG LI 3AS:T &2dQft FAYR &

languages you can work in and the places (whether on the UK or abroad) you can work in. You can add
items for each field by selecting it from the box and clicking on the button on the right.

Languagest £ AO1 GKS RNRBL)I R2g6y o062E> asSt SO0 GKS I y3adz

more than one language, simply repeat the process as many times as needed.

Work Area:Click the drop down box,sef SOG GKS 'Y 62NJ] FNBI |yR GKSy
work in more than one location, simply repeat the process as many times as needed.
Non-UK Work AreaClick the drop down box, selectthenon-! Y 2 NJ F NBI | Y R-Wiark Sy

I NJ Fyéudan work in more than one location, simply repeat the process as many times as needed.

Voice Over Artist Details

Inthis section you must add all the languages, wark areas, etc.. This is important, as Project Managers will use this
information when searching forvoice-over artists. When choosing a language orwork area press the "Add..." button. You
can choose as many a5 you want.

Voice Chver Artist Profile Details

Languages Ablkhazian il I Add Language l

For UK-based applicants, what areas do you work in?

Work Area Aberdeenshire w I Add Whork Area ]

For Non UK-based applicants. what areas do you work in?

Non-UK Work Area — NfA— v | Add Non-UK Waork Area |

I Continue to Next Step l

hyOS @2dzQNBE R2ySx Of A0l 2y UKS G/ 2ylGAydzS (2 bSE
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Step 7 C Finishing up
We are nearly done now!

After you complete the sign-up form, an email will be sent to the email account you entered on the
personal contact page. The email contains an activation link that will complete the sign-up process. Some
email clients do not display web links so if you can't click on the link, copy the URL to a browser window and
hit Enter.

l'YR @2 dzNFROSRBESHNBE OSA DS &82dz2NJ wSTFSNBYyOSQa NBalLRy:
your account. You can then log into the site and begin working with us.

FAQs
How long will it take for my application to be processed?

Applicants depend on their references. If we do not have a minimum of two positive responses
from references then your application can not be accepted. If an applicant does not have their
NEFTSNBYyOSaQ oA indpplichtior2wyllSe defeey’ 1 K> (0 K S

When will | know if my application is authorized?

You will receive an email stating you are now live on the website.

How do | get work?

Project Managers will either find your details online and contact you directly or you may receive
email alerts for new jobs. With email alerts you are allowed to bid for jobs.

How do | contact you?

Please go to http://linguist-jobs.com/browse/contact.php
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