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That's it, you're almost there. 

You've gathered a list of translation agencies and prospects and
you are ready for the next step, the leap into the void, the biggest
challenge: creating and sending your CV.

But before you jump into the void, make sure you have a good
parachute with you!

I’m Alfonso González Bartolessis, Localization Manager at Sinch
Email and TranslaStars' CEO.

My goal in this guide is to help you create the most effective
translator CV by following twelve simple but effective tips.

I have been evaluating translators' CV's for many years now, so I
happen to have a lot of experience in this area.
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But before we move on to the 12 essential steps for building an
effective translator's CV, here are the three most important things
language professionals should keep in mind when drafting their CV.

        1. You don't create a CV for yourself, you create it for a
company.

That's right: you should tailor every version of your CV to every
specific company's needs and problems. 

And the only thing that should emerge is how to solve one of their
problems. 

How? We'll get to that later in this guide.

       2. Your CV should be a page long, no matter how much
experience you have. 

Trust me, we'll get to that later too.

 3. Remember that your CV can be evaluated either by a human or
by software. 

It's human resources software, but it's still software. 

Thus, you should describe your skills using similar or the same
keywords that employers use on their job ads.



12 essential steps for building an
effective translator's CV

1. Choose a suitable template

In companies, the ability to customize one's CV is highly valued,
especially in the translation industry, where a bit of flair and courage
is always appreciated.

Europass, therefore, is no longer a good option.

Instead, check out Canva, Kickresume, VisualCV or Novoresume to
get ideas for making a CV that's original, and customized. 

You'll find the link to these websites in the resource list at the end of
this guide.
 

 2. Write a short presentation

You should start your CV by telling the
reader something about yourself. 

Just a few lines will do: describe who
you are, what you do, why you do it,
and what services you provide.

In this way, the reader gets a general
idea and decides whether to read the
rest of the CV or not.

Here is what I wrote in my CV:



3. Add your personal and contact details

Under your short bio, include your full name, address, and contact
information.

And, speaking of contact details, don't forget your email address.

Ideally, you should invest in a custom domain to give a professional
image of you or your business, but using a Gmail address is also OK.

4. Choose a professional photo - or no photo at all!

Photos on CVs are not mandatory, you can also choose not to include
one, But if you do, make sure you use a headshot in which you look
professional. 

Keep in mind that it is very important to look professional in some
countries, like Germany. If you want to apply for a German company,
you might hire a professional photographer. Otherwise, pick an
elegant outfit, a nice location and just press the shutter!

Fun fact: during their hiring processes the best HR managers and
teams blur names and pictures to avoid any bias on gender
preference. Interesting, right?

Here is the photo I chose for my CV and how I organized my contact
info:



5. Describe your professional experience

Next, let's talk about a very critical section of every CV: the
professional background.

The worst thing you can do here is to leave this section half-empty
and just write, for example: 2012 - 2022: freelancer.

Information about the companies and agencies you work for or have
worked for is extremely valuable. 

If you worked as a freelancer, include some details about the kind of
project or assignment you took part in, such as what kind of services
you provided, language combination, duration, sector and
company/agency.

If you worked in a company, include the name of your former
employer, your job title, and more importantly, what you
accomplished, such as creating a department, managing a team of
ten people, etc.

Make sure you include only relevant information for the job or
project you're applying for, such as those related to translation or
languages in general (if you have teaching experience, you may
include it). 

Here is an excerpt from my work experience section:



6. Describe your academic background

Following your professional experience, list all your academic
degrees and certifications. 

In addition, you can include courses you've taken, although this
information could also be included in another section called
Additional Courses or Continuous professional development at the
end of the CV.

Take into account that in most forward thinking companies, having a
university degree is not as important as your experience or other
forms of education. So do not worry if you do not have a degree.
Also, this part should never be longer than your professional
experience. If you have a lot of degrees and courses, choose those
that are truly relevant. 

Here is how I described my academic background:



7. List your IT skills

No, your excellent ability to use the
Office package is no longer among
the things that need to be
highlighted. 

The ability to use CAT Tools or
translation related tools, on the
other hand, is a crucial skill that
needs to be written down in detail.

You don't need an endless list of
CAT Tools to list, but try to be as
honest and specific as possible. 

Fun fact: stars and dots do not say
anything to a HR manager or to a
HR software, so avoid them. 

8. Describe your language
combinations

 You should make it clear to the
reader what type of services you
offer and in what language
combinations.

First of all, what is your native
language? And if you translate to
and from multiple languages, what
is the skill level for each? It is likely
not the same for all of them. 

Use the Common European
Framework of Reference for
Languages to indicate your level of
expertise (A1, A2, etc.) or other
common frameworks. Don’t use
stars or level bars: it looks very
unprofessional!

Make sure you specify this and, if
you have any, offer to show
certifications to back up your
claims. Again, be honest, first and
foremost with yourself.



9. Specify your specialization

Translation is a complex discipline that is made up of countless areas.
And if you are wondering, no, writing that you are specialized in
technical translation is not enough.

Specifying your areas of specialization is necessary both for your
credibility as a professional and to get projects that match your skills.
There is nothing wrong with being very skilled at legal translations
and struggling with medical ones.

A high degree of specialization is a valuable quality in translators, as
it assures agencies that they are assigning a particular project to the
right person.

Make sure you highlight the specialization a particular agency or
company needs, rather than adding all your specializations.

10. Add links to your website and to projects you have worked on

Let your reader get to know you better by including a link to your
website and to your portfolio.

The reader will most likely look for more information about you
online, so you might as well simplify the selection process and
highlight your most impressive work.

Should I also add links to my social media channels? Yes, but just
stick to LinkedIn, if you have a nice, updated profile. If not, we’ll teach
you how to build one in the next guides, don’t worry :)



11. Watch out for spelling mistakes

We are language professionals and as such, a certain level of writing
is required of us. 

Check your resume and make sure there are no spelling mistakes,
consistency errors or typos. A translator's CV should NOT contain any
mistakes of any kind. 

Also, be careful with punctuation inconsistencies: if you put the
period at the end of a line where you mention a position, put it in all
of them.

12. Get ready to update and modify your CV 

That's right, a CV is not forever. If you are a freelance translator, your
list of collaborations will get longer and, sometimes, messier. 

But remember: not all jobs, collaborations, internships and
workshops are relevant.

While the structure of your CV will more or less always be the same,
you need to tailor the rest of it according to the type of agency or
customer you are applying to. 

Dismantling and reassembling is necessary. And it is what will make
your CV effective.

Last but not least, do not include your rates on your CV. You'll discuss
them with the company or the agency if your application is
accepted!



To summarize, here’s a quick checklist for the perfect CV:

1. Choose a suitable template

2. Write a short presentation

3. Add your personal and contact details

4. Choose a professional photo - or no photo at all!

5. Describe your professional experience

6. Describe your academic background

7. List your IT skills

8. Describe your language combinations

9. Specify your specialization

10. Add links to your website and to projects you have worked on

11. Watch out for spelling mistakes

12. Get ready to update and modify your CV 

Here is a list of helpful resources:

CV templates:

Canva: https://www.canva.com
KickResume: https://www.kickresume.com
VisualCV: https://www.visualcv.com
Novoresume: https://novoresume.com

More on human resources softwares (article in Spanish):

https://www.elpais.com/tecnologia/2022-09-02/como-evitar-que-los-
robots-descarten-tu-curriculum.html

https://www.canva.com/
https://www.kickresume.com/
https://www.visualcv.com/
https://novoresume.com/
https://elpais.com/tecnologia/2022-09-02/como-evitar-que-los-robots-descarten-tu-curriculum.html


https://www.youtube.com/watch?v=cJpw7Ua2ylo 

Check out our courses created by professional language experts!

Follow TranslaStars on social media: 

- Instagram
- Facebook
- LinkedIn
- Twitter
- Youtube

Check my live session on this very topic 
on TranslaStars’ Youtube channel:

https://www.youtube.com/watch?v=cJpw7Ua2ylo
https://www.youtube.com/watch?v=cJpw7Ua2ylo
https://www.youtube.com/watch?v=cJpw7Ua2ylo
https://www.translastars.com/
https://www.instagram.com/translastars/
https://www.facebook.com/TranslaStars
https://www.linkedin.com/company/tran%E2%80%A6
https://twitter.com/translastars
https://www.youtube.com/@TranslaStars

