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What’s in this presentation

1. the hard side of Project Management

2. visual representation to keep track of our workflow

time-management matrix→ timelines / Gantt charts

✓what they are

✓How to create them

3. tools and software (paid and free)

4. Demo of ASANA & Dropbox Paper
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Who I am
• 25 years experience as a Language Professional
• Managing Director & Co-Founder of My Language Hub Ltd.
• Author: Cambridge IGCSE™ Español como Primera Lengua
• Chartered Linguist (CIOL) 

o Translator (Certified) (English-Spanish)
o Education (FL Teacher, Language Assessor Specialist)

• Chartered Institute of Linguists (MCIL)
• Chartered Institute of Educational Assessors (ACIEA)
• ATA (Corporate)

• Certified Localisation Professional (CLP L1)
• MA (Merit) Management  (London Metropolitan University)
• MA Applied Linguistics and TESOL (Leicester University)
• Diploma in Translation (IoLET) (DipTrans)
• BA (Hons) in English Language and TEFL
• BA (Hons) in Translation (National University of Cordoba, AR)
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Carina Balbo

https://www.amazon.co.uk/Cambridge-IGCSETM-Espa%C3%B1ol-Primera-Lengua/dp/1510478531/ref=sr_1_12?dchild=1&keywords=Cambridge+IGCSE+First+Language+Spanish%2C+Hodder+Education&qid=1596709331&sr=8-12


Disclaimer 

The tools and software mentioned in this presentation are 

purely informative and under no circumstances should this 

be understood as a form of advertisement of such tools. 
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2 sides of Project Management (PM)

Project 

Management

Hard side Organisation

Soft side People
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Poll 1 

• How do you usually manage your tasks? Do you use a …
❑To-do list

❑Time-management matrix

❑Calendar view

❑Gantt charts
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Hard side of PM - Organisation
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Time-management / Eisenhower Decision Matrix
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• Tasks that need immediate 
attention

• all the critical deadlines
• exceptional requests 
• Reactive → ‘fire-fighting’

NECESSITY → REDUCE

• Habitual, proactive actions
• Translation tasks in a timely 

manner
• training, invoicing/ finances
• updating website

QUALITY → AIM

• Things that appear to be urgent 
• Distractions, interruptions
• “internal” team emails / chats / 

WA messages

DECEPTION →MANAGE/DELEGATE

• Time-wasting activities
• Chats/ WA that lead to 

nowhere
• Marketing emails
• Scrolling Social Media

WASTE → AVOID/ ELIMINATE
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Time-management matrix in practice

HOW TO PRIORITISE (B)?? 
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Poll 2 – Gantt chart

• How experienced are you with Gantt charts? 
❑Very experienced 

❑More or less experienced

❑Complete novice
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Gantt Chart / timeline

Project

Start date:

Assign file 

to 

translator

Date: 

File back 

from 

translator

Date:

Assign file 

to 

proofreader

Date:

File back 

from proof

Date:

Final 

revision

Date:

Deliver to 

client

End date:



The Hard Side of Project Management 
© Carina Balbo

Gantt Chart / timeline

phase

tasks

milestone
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Poll 3 - PM software and tools

• Which tools are you most familiar with or use regularly?
❑ Spreadsheet (Excel/  Google sheets) 
❑ Asana
❑ Freedcamp
❑ Trello
❑ Dropbox Paper
❑ Monday.com
❑ Wrike
❑ Smartsheet
❑ ProjectManager.com
❑ MS Project
❑ None of the above
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PM software and tools - PAID
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PM software and tools - FREE
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PM software and tools - Functionality
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PM software and tools - Functionality
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PM software and tools - Functionality

https://trello.com/carinabalbo1/boards
https://trello.com/b/iaUNslmw/project-management
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PM software and tools - Functionality
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PM software and tools - Functionality
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PM software and tools - Functionality

keep track of time
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PM software and tools - Functionality

setting milestones

calendar view
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PM software and tools - Functionality

https://app.asana.com/0/home/385748551717650
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PM software and tools - Functionality



5 Take-aways

✓ How to organize tasks visually

✓ How to keep track of project workflow

✓ How to create a TM matrix, timeline, or Gantt chart

✓ Understanding what tools are available on the market

✓ How to use some tools to manage our projects: ASANA & 
Dropbox Paper
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Further information and useful links
• PM software and tools 

oMS Project

oProjectManager.com

oWrike

oSmartsheet

oMonday.com

oTrello

oFreedcamp

oAsana

oDropbox Paper

oGoogle Sheets - Gantt Chart
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https://www.microsoft.com/en-gb/microsoft-365/project/project-management-software
https://www.projectmanager.com/
https://www.wrike.com/
https://www.smartsheet.com/
https://monday.com/
https://trello.com/en
https://freedcamp.com/
https://asana.com/
https://www.dropbox.com/paper/guide
https://docs.google.com/spreadsheets/d/1VHWkqPsxYI51-V4tkD_FG0t4Qm6ve9Htn74wXBTpZk0/edit?usp=sharing


Time-management / Eisenhower Decision Matrix
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Thank you! 
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Any Questions?
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carina.balbo@mylanguagehub.com

https://mylanguagehub.com/

mailto:carina.balbo@mylanguagehub.com
https://mylanguagehub.com/

