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Project 
management 
costs are fixed 
costs 01
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A PM’s job is to 
deliver projects on 
time under all 
circumstances 02
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Our PMs assign 
translation, revision   
and perform QA 03
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We talk about tasks, 
jobs, items, 
projects, programs, 
workflows as we 
please 04
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The terminology you use depends on the systems you 
have to use. Harmonization starts there.

• Business Management System
• Translation Management System
• CAT tool

Most language service providers use a single or very 
few BMSes. Most enterprises also use some trackers.

You don’t want teams and departments per technology, 
you want teams and departments by function.
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Definitions
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What is a job?

✔The PM, an internal or an external team member

✔Based on inputs

✔Time-bound (must be started after a certain other job and finished 

within a certain time)

✔Produces a change (in the text, in a file, in a system status, etc.)

✔Paid or unpaid

An activity performed for the sake of fulfilling a client request by



9

Some questions of 
detail to decide on:

Is workflow 
definition a 

job?
Do you allow 
jobs moving 
backwards?

How about 
answering 
queries?

Are jobs only relating 
to the 

translation/producti
on process or do you 
want to include all? 

(Invoicing, etc.)
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What is a task?
A task is a series of jobs that start and 
finish independently from other jobs.

✔Usually a task relates to a language

✔A task relates to a chain of jobs that you can perform for sure, 
without waiting for customers.

✔Best to think of tasks as critical workflows – such as pre-DTP, 
final DTP – or optional workflows such as LQA.

A task is the best unit for monitoring.

✔Is job splitting/distribution to multiple vendors a task or a job?

✔Should we consider workflow loopbacks as new tasks?
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What is a project?
The project is an arbitrary unit of work, usually implicitly decided on 

by the LSP (for example based on files, dates or deliveries).

✔Due to technology, you may be offered jobs separately instead of tasks 
(translation, revision as separate tasks coming from TMSes, vendor portals)

✔Due to technology, you may be offered tasks separately (bilingual workflows 
making up a multilingual one)

✔Due to overview and frequency of the content, you may want to handle 
multiple small jobs as tasks.

✔Just think about how many ways there are to manage a content connected 
project in memoQ.

✔Just think how often your definition of project is based on:

● Vendor selection/easy work for vendors/outsourcing practices,
● Technology constraints.
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Jobs have units

Missing links:

- Time (per minute, per hour), 
fixed fee, volume (CAT 
analysis, word count, page 
count) are most frequent, 
with the caveat of minimum 
fees, and weird, senseless 
constructs such as 
calculating time based on 
volume.

Units relate to 
workflows
In that they are pre- or post-
project (e.g. edit distance, 
post-translation analysis).

Post-project units render 
the concept of quoting 
invalid.
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Aren’t you missing 
the concept of 
files/documents?

Quoting generally 
is a task, isn’t it?

They are more a source of 
mistakes than anything 
relating to workload if the 
technology is right. But: 
more documents – more 
analysis.

Internal jobs can have a size 
tag, consider XS/S/M/L – if 
size depends on something, 
use job units.
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An opportunity is a task or a job offered by the customer.

Where does the customer 
fit in this image?

You can take it.
You can send a 

quote, with price 
and time.

You can just learn 
about it and build a 
sales strategy on.
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Why do customers 
need quotes?

✔They’re not able to predict the cost.

✔They’re not able to precisely predict the cost.

✔They need it for documentation reasons.

✔They use the quote to decide who they want to go with.

✔They use the quote to decide whether they want 
something translated.

✔Other reasons?
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✔Based on tasks and jobs, create linear workflows.

✔If the PM logs in somewhere and does a click there, it’s a job. Remember: any change is a job.

✔Whatever workflow step is not documented, consider it not done.

✔For sanity, clean up job types after first exercises.

The framework of 
introducing transparency
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Resistance

• PMs will have more documentation work to do.

Automation 
capability

• Discrepancies will be uncovered.
• Workflows have a way to improve.
• The assumption of every project being unique is challenged.

Automation

• Integrations/automations are scenario based.
• PMs will have less work to do.
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Opportunity sources:

- external CMSes,
- file repos,
- customers' vendor portals (SAP or Plunet),
- email,
- customer portal in memoQ,
- customer portal in BMS (can be more than one),
- projects appearing in your memoQ (server-server integration),
- projects appearing in your customer's memoQ (linguist),
- projects appearing in your customer's memoQ (subvendor),
- customers' different TMS,
- your different TMS,
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External systems clients 
mandate: 

External systems you may use:

Opportunity types/formats:

- Unformatted document,
- Formatted document,
- Bilingual document (one per 

language pair),
- Package
- Link, with online workflow only.

- QA such as XBench,
- LQA such as ContentQuo,
- MT embedded/integrated,
- MT with bilingual workflow,
- Separate invoicing tool,
- Separate audiovisual tools.

- query management, 
- tracker, 
- delivery systems
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Process automation’s 
mantra: If This Then That.
Templates are a powerful 
mix of resource selection + 
automation steps.
Any automation starts with 
using Project, Client, 
Domain, Subject right.

Automate file-related jobs 
with memoQ templates!

There are no workflows that 
cannot be automated. There 
are negligent customers that 
don't give you the right 
metadata and there are 
barriers to entry. Metadata 
correction is a job.

There is one decision 
before the templates: 
which template do I use. A 
template is normally per 
customer per program, 
e.g. two different XML file 
types. Plunet and XTRF 
should improve logic here.
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Your BMS into memoQ 
integration is there in most 
BMSes.
Your memoQ into BMS is 
where we add value, think 
packages, content 
connector, customer’s 
server, etc.

How we see integrations at BeLazy?

The BMS is mostly used for 
vendor selection and analysis 
storage, to create invoices, 
track vendor information, 
things that are not project-
related but period-related.

Good processes + good 
reporting are key to 
growth. Can you mash the 
information necessary as 
per your requirements? 
Newest memoQ release 
offers this for server.
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memoQ’s workflows 
(linguist assignment, server 
to server integration, 
subvendor groups) all have 
their pros and cons for 
subcontracting work, and all 
of them are hard to 
automate.

How about the memoQ connectivity?

memoQ’s WS API 
authenticates as admin, so 
clients are unlikely to give 
you access. Because of this, 
we built our integration on 
the WebTrans interface. 
Content connectors are hard 
to integrate too outside of 
memoQ.

Subvendor assignment 
has no API nor are 
available on WebTrans.

Automated actions are 
amazing, but it’s hard to 
know what happened if 
not from email 
notifications.
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