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Recruitment Procedure Outlines 
Nearly 150 submissions

Step 1: Tests
• Each candidate was asked to carry out a translation test 
• Each candidate was given 4 paragraphs of original text taken 
out of AAT’s website
• Each candidate was required to complete the task in 2 days.
Step 2: Short-listing Candidates
• Candidates who delivered quality translations with most parts 
of the original text being translated accurately will be shortlisted.
• Candidates shall make no more than 2 minor errors in each 
paragraph.
Step 3: Interview
• To ensure each qualified candidate was able to accommodate 
the project.



How do we evaluate candidates’ translations?
• comparison table created for evaluation
• each answers given an X or O
• O represents high accuracy translations 
• X represents a rough delivery where more than 2 errors were made 
in the paragraph

MR. Zhou

MS. Qu



Short-listing successful candidates
• 4Os are candidates who answered all questions correctly
• They were called for interview.

Miss Cai



Translator and Proofreader Profiles

1. Tracy Yen
2. Irene Chiang
3. Yoyo Tang



Tracy Yen

Experience in translations
• Launched freelance career from April 2008: Independent translator 
for English into Chinese and vice versa.
• Translated books: 

1. New Friends Along the River Bank by Kanneth Grahame
2. Choices And Illusions by Eldon Taylor

• Translation experience ranges from Financial Services/Banking to 
Marketing, Media, Advertising for legal, financial and technical texts.

Education
• Pursuing Master degree in Translations, Fu Jen Catholic 
University, 



Irene Chiang
Experience in translations
• Since July 2002: translations from English into Chinese and vice versa.
• Published books: 

1. Essays on Counseling & Dance / Movement Therapy
2. Disney’s Gotcha!

• Translated books:
–Healing Hands of Universal Love booklet
–The Farseer. 2, Royal assassin by Robin Hobb (《刺客正傳：刺客任務》（上、
下）)

• Oral translation experience:
1. Appreciation of English movies : National Theatre Concert Hall 
2. Occasional interpreter for Robin Hobbs, the second pen name of 

novelist Margaret Astrid Lindholm Ogden 

Education
1. Master degree in Liberty University 【Counseling Psychology 】
2. Master degree in New York University 【Culture & Communications 】
3. BA in New York Institute of Technology 【Social Sciences 】
4. Wesley Institute of Ministry & Art 【Dance Therapy 】



Yoyo Tang
Work Experience
• Copywriter cum translator, Young & Rubicam – 2007/07 
• Chinese translator, Taylor Nelson Sofres – 2006/04
• Editor in Chief (Interior design Magazine), Transinfo
Communications – 2005/04
• Copywriter cum translator, OgilvyOne Worldwide – 2004/10
• Freelance Copywriter, EuroRscg – 2004
• Specialized in advertising copywriting, media/press literature, 
multimedia/broadcasting/ architecture arts communications theology.

Education
1. Pursuing Master degree in Teaching Chinese as a Second 
Language –National Taiwan Normal University
2. BA degree in Fine Arts, Painting – Arizona State University, USA



Final requirements for qualified 
candidates

• Postgraduate of Foreign Language, Translation, Arts,  
Architecture and related discipline or equivalent qualifications

• Proficient in both English and Chinese 
• Preferably with at least 2 years experience in translation

*8 candidates were qualified and being recruited initially. 5 being eliminated 
or dropped out due to personal reasons and quality of translations.



Setting up Standard of Translations 

Step 1: Standardizing terminologies
• Main descriptors were standardized according to 
authority references.
• construction of repetitive phrases and sentences

Step 2: Standardizing format
• formats were standardized for easy reading and 
compilation, such as fonts, size, table structure.

*standardized terms and formats were provided to all 
selected translators.



• Repetitive terms being standardized in the initial 
stage to avoid confusion and double works.

First draft

Different translators

final



• Reference for terminology

Final draft



• instructions on formats and phrases.



3 steps of Editing 

Step 1: Rough translation
• Analyze style, tone and objective of original text
• revise terms and phrases
• passive voice v.s. active voice

Step 2: Refined translation
• Rewording first draft
• Restructuring underlying message

Step 3: Overall revision
• adding idioms to create more readability
• Final draft



• Terms revised accordingly



• Rewording and restructuring
• Ensure it successfully transmits the message of the original text.



Problems

1. Hard to see the whole picture of each facet.
2. Difficult to make comparison of notes.
3. Frequent changes in AAT.
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Use the function of Microsoft Office to 
organize documents

Word outline- whole hierarchies Excel- hierarchy and notes



• Use 「word-outline」 to Identify terms for 
each layers, and numbering them

6

Word- outline





Excel- selected term 「ceramics」

1 6
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CAAT- Required Element



ceramics (object)



Problem 3 AAT Changes –
Record the changes as they were found.

original

new



Problem 3 AAT Changes –
Record the changes as they were found.

– 在1.1.3的下一層新增一個辭彙green (environmental concept) 
[N]。在文件中以綠色字體標示。New Term is added, and 
label it in green color. 

– 原作日期Word document first draft date：2008-12-01
– 發現問題日期 Discovered changes date：2009-02-06

Associated 
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Physical 
Attributes



Outcome
• Time: 8 months (2008/7-2009/02)
• Translation: over 3000 AAT terms & notes
• CAAT Cataloguing:  618 terms (the first 3 layers of each 

facet)



Thanks For Your Attention

Ching-Ju Cheng chingju@gate.sinica.edu.tw
Research and Development of Digital Archives 
and e-Learning Technologies Project – Metadata 
Architecture and Application Team 
(數位技術研發與整合計畫-後設資料工作組)


