
 
 

JOB DESCRIPTION 

Job title: 

Translation Project Manager  

Main purpose of job: 

To implement all aspects of translation/interpretation projects, including coordination, organization and financial control, and 

to maintain client satisfaction and all allocated project budgets at 65% gross profit margin, while organising own workload 

and embracing teamwork approach. 

Reporting to: Managing Director 

Main Duties & Responsibilities of job: 

1. Organise and prioritise own work load. 

2. Manage time effectively – always ensuring that all of our client projects are delivered on or before Agreed Due Date.  

3. Ensure correct customer details 

4. Communicate effectively (verbal & written) with our clients and your team of linguists at all times.  

5. Manage translation and interpretation projects ensuring they are delivered on time and on budget 

6. Liaise and manage freelance linguists to ensure all project deadlines are met on time using Wrike Project 
Management tool and Zoho CRM to issue Purchase Orders to your linguists.  

7. Ensure project resources maintain a high level of quality and professional and ethical standards 

8. Ensure projects maintain allocated budgets of 65% gross profit margins at all times 

9. Proof, check and format documentation when translators deliver final translated documents 

10. Proactively lead the identification of any potential issues and resolve and close identified gaps 

11. Show evidence of taking ownership of assigned projects and/or tasks to ensure success. 

12. Maintain client satisfaction and excellent client service going above and beyond when required 

13. Assist other members of the MLC team with project or other tasks as necessary to ensure clients satisfaction  

14. Ensure all paperwork you produce is accurate, legible and legal 

15. Undertake general administration duties as required inclusive of sales quotes 

16. Attend weekly meetings with Managing Director to discuss weekly profit margins of all projects to ensure they are in 

line with allocated budgets. 

17. Raise and issue Purchase Orders to all translators/interpreters attached to each project before our 

translators/interpreters begin any project – all budgets must be agreed before any project is begun. 

18. File all source documents, TR documents, PR documents and final documents to our OneDrive ensuring all files are 

filed in a timely manner. 

19. Be proficient in the use of Microsoft Word, Excel and Outlook.  

20. Approach the Managing Director with ideas of how to improve efficiency and overall performance.  

21. Meet and discuss weekly Gross Profit Margins and targets to ensure all budgets are met 

22. Any other duty required of you to help toward business growth and as required of you.  

23. Communicate MLC’s business and mission whilst out networking and developing relationships with clients and 

prospective clients on behalf of the business.  

24. Create client case studies and actively request feedback and testimonials from our clients on every project delivery.  



 
25. Call clients, upon project delivery, to ensure safe receipt of translation and check whether we can help them with 

anything else demonstrating effective listening and exceptional customer service skills at all times following the 

Project Delivery Script. 

The above is not an exhaustive list of duties and you may be asked to complete additional tasks asked required to help to 

contribute toward overall business objectives. 

Job description approved by: Victoria Nicol/ Managing Director 

Date: 07/02/2019  

By Signing the Employee agrees to their job description: 
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