
Now it's time freelancer application process. We'll walk through every step together.

The first step is choosing whether or not you want to fill out everything manually or use your Linkedin 
account to autopopulate the fields.

01 Getting started

IMPORTANT STUFF

•	 Either way you choose is  fine. 

•	 You will need to check every  field and make 
sure it autopopulated correctly. Some of the 
text might be off
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Next up is your freelancing categories

02 Categories

IMPORTANT STUFF

•	 For web designers, we'll choose "Web, Mobile 
& Software Dev 

•	 If you're not a web designer or developer, it's 
not a good idea to choose that just because 
it's in demand and then change once your 
application is accepted. Just be honest.
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In this step, we'll choose your specific skills as a freelancer.

03 Experise

IMPORTANT STUFF

•	 The more specific you can be the better. 
Rather than something like  web developer 
choose a specific language OR tool. 

•	 Feel free to choose things outside of the main 
skills you want to freelance in. You can take 
those off later.  
 
We want to let Upwork know you can 
potentially help a lot of different needs

UP
W

OR
K 

BA
SI

CS
FREELANCER

APPLICATION



Now, we'll choose your level of expertise.

04 Experise Level

IMPORTANT STUFF

•	 It's tough to gauge what anyone should put 
here really. Upwork gives some guidelines 
BUT a lot of times Upwork clients don't use 
those guidelines. 

•	 Be honest, but keep in mind how a client 
might think about these experience levels. 
If you have any experience at all they would 
likely consider intermediate and you're 
probably safe to choose that. 
 
If you've been working in the field you'll be 

freelancing in for two years or more you're 
probably safe to choose expert. 
 
If you have no experience whatsoever in the 
field then definitely choose entry level.
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Now, let's work on our education

05 Education

IMPORTANT STUFF

•	  Use the "Description" area to your advantage. 
Try to connect whatever your education is to 
the area you'll be freelancing in. 

•	 They are somewhat restrictive when it comes 
to the type of degree you can add. So, feel 
free to leave it blank and then add it in the 
description.
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Let's add our employment history

06 Employment

IMPORTANT STUFF

•	  Make sure you check everything if you used 
your linkedin pro file. There will likely be some 
mistakes you'll need to fix 

•	 Try to tie your real world job experience with 
what you're going to be doing as a freelancer. 
Even if it's in a completely different field try to 
be creative.

UP
W

OR
K 

BA
SI

CS
FREELANCER

APPLICATION



Know multiple languages?

07 Languages

IMPORTANT STUFF

•	  Be honest!
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Hourly rate time!

08 Hourly rate

IMPORTANT STUFF

•	 Use your freelancer math to figure out an 
hourly rate if you don't know what to put here 

•	 If you have no clue what to put here $20/hr is 
a good starting point
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Your title and overview is the last of the heavy lifting for the application process.

09 Title and Overview

IMPORTANT STUFF

•	  Be clear and specific with your title. 
You aren't just a web designer. You're a 
Conversion Focused Web Designer. 

•	 For the overview be as descriptive as 
possible.. There's a template to use on the 
next page BUT you'll still have to be creative 
with how youd describe yourself 

•	 Use this template as a guide

[Talk about how your clients feel after 
they’ve worked with you]

[List a really short testimonial snippet 
from a past client]

[Talk about any specific outcomes you saw 
from working with a client for instance 
“Sales went up by 12%”]

[Explain your process a little bit]

[Reemphasize what you do and what a client 
can expect]
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Now it's time for your profile photo. 

10 Profile photo

IMPORTANT STUFF

•	 Make sure you follow the guidelines that 
Upwork states. 

•	 If you don't have any proffessional headshots 
use the portrait mode on your smart phone. 

•	 Make sure you don't use a selfie or a 
repurposed photo. 
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Location time! Pretty straight forward.

11 Location

IMPORTANT STUFF

•	  Your clients won't know what your address is. 
This is just to allow Upwork to know you're a 
real person
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Adding your phone number and getting a verification code

12 Phone

IMPORTANT STUFF

•	 Again, your clients won't see this. BUT, you'll 
need to do this to get a verification code.
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That's it! 

Finish your application process with Upwork.

HOMEWORK

NOTES
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