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INTRODUCTION 
 

The information contained in this book, while focused on 

how to be successful on Upwork, is also valuable for 

anyone considering any kind of freelance career. It 

shouldn’t be a surprise that many of the basic principles 

required to succeed at traditional business are nearly always 

also effective within the traditional and online freelancer 

marketplace. The main difference is the online freelancer is 

generally on his or her own and this reality requires a 

higher level of focus on time management, financial 

processes and client development and retention than most 

people bring to the table.  

The fact of the matter is that it certainly makes sense, when 

circumstances allow, for a new freelancer to have 

developed a warm list of potential clients before moving 

into freelancing. This is not always easy to accomplish and 

new business development is not a skill most people bring 

into a new freelance business. This is where an online 

freelance marketplace like Upwork, the world’s largest, 

serves as an important resource by bringing clients and 

freelancers together. It provides an environment where 



freelancers can see areas of client interest and what 

competitors in their niche state about their abilities.   

Upwork provides online freelancers with the ability to work 

with clients of all sizes, shapes and industries located in 

any corner of the world. In most cases it offers freelancers 

the option to work from home, an office across town or 

from a co-working space or coffee shop in places like 

Bangkok, Barcelona, or Austin; quite literally anywhere a 

strong internet connect exists. It provides a nearly level 

playing field for freelancers where ability, proven results, 

and attention to detail mean nearly everything to clients – 

and age, physical looks and “who you know” mean very 

little.  

It is generally estimated more than 40% of the workforce 

will be made up of freelance workers by 2020. Additional 

research shows by the end of this decade over half of the 

private workforce will be independent in one fashion or 

another. A variety of reasons are driving a growing wave of 

millions of  people toward transitioning into a freelance 

career over the next few years. These include longer lives 

in general, a desire by millennials for work to fit a more 

flexible lifestyle, near-retirees looking to move into areas 



of interest or passion and the economic meltdown that still 

impacts millions of people. 

This book endeavors to provide anyone looking into online 

freelancing with the information they need to understand 

the system and succeed on their own terms. A number of 

the chapters provide detailed information about how 

Upwork operates and what you specifically need to do to 

stand out and above your competition, win projects and 

start growing your income. Other sections provide 

recommendations on how to prepare, plan, stay focused, 

and ultimately organize your online freelancing business 

for maximum success.   

You will learn how to develop and format your Upwork 

profile and proposal so a busy potential client gets the 

information they need in the first 10 seconds to keep you in 

their “potential candidate” folder. You will learn the 

internal rating system Upwork has developed and how to 

achieve Top Rated status and other desirable ratings that 

provide clients with increased confidence in their selection. 

You will also be shown how to prepare for an interview so 

that you succeed at making a positive connection with the 

potential client.      



Any already successful freelancer will tell you the 

transition from a full-time career to independent freelancer 

is challenging, especially if you want to be a financial 

success. As with any job, you’ll be happiest doing 

something you love every day. The great thing about 

freelancing is you’re not stuck doing one thing forever. 

Once you get on your feet and start building a client list, 

you can look to be more selective in the clients you choose 

to work with and offer additional services that add variety 

to your daily tasks. Taking the time to read this book and 

using the tools and recommendations provided will give 

you a great start on the road to becoming a successful 

online freelancer. 

  



VISION, GOAL, ACTION 
 

Typical approach: 

There are many aspects of business planning that are 

ignored or superficially given attention by a fair number of 

freelance business owners. The setting of goals and 

objectives fall into this category. It’s not hard to 

understand why this happens, because the freelancer “is” 

the business and knows what he or she wants, right? So 

many freelancers just get started and go along getting work 

here and there and it seems fine for a while.  

But without a clear picture of where you want to go and 

how you are going to get there, it is so very easy to get 

“stuck in the weeds.” What is meant by this is action items 

on a hard deadline get handled for the most part, but 

otherwise more and more time starts being dedicated to 

business housekeeping items or simply wasting time. The 

building blocks of your business – your goals and 

objectives – can keep you on track or even, more 

importantly, show you where and how to change course. Of 

course this only happens if you consistently pull them out of 

the drawer and review them frequently. Absent this focus 

on what is truly important, your journey to the beautiful 



destination you once saw ahead may end up on the side of 

the road.   

Success approach: 

For many freelancers, the impulse to avoid the rat race or 

perhaps just earn more money for your personal or family 

needs is a powerful driving force. This motivation has 

likely been enough for you to research options, see what 

others in your market niche are doing and perhaps sign up 

on freelance websites like Upwork or 99Designs.   

You probably understand that your online freelancing 

activity makes you a business much like any other – and 

that business success requires multiple levels of 

information, focus, desire, ability, passion, drive and, at 

times, even a bit of luck. The critical first step needed to 

harness the dream motivating you forward is to hone in on 

your vision for your business and your life, then set clear 

and specific goals and objectives. The importance of this 

step cannot be minimized; for most people it is the single 

most important difference between ultimate success, 

limited progress, or even failure.  

Dreams and wishes – essentially your vision – provide a 

great way to get motivated initially and to refuel your 



efforts as you progress, so never forget them while on your 

path to success. There will be great days and not-so-great 

days as you build your business. Your ability to visualize 

the benefits of your success will be helpful on days when 

your energy or focus lags.  

Your goals and objectives will then define exactly what 

you want to accomplish and how you will go about 

achieving your dreams. For most people, becoming a self-

employed freelancer is a journey into the unknown. 

Establishing goals and objectives is essential because they 

serve as an important yardstick to ensure you are on the 

right path, measure your progress and motivate next steps. 

Many online freelancers – and even a fair number of small 

and large businesses – believe they are setting goals when 

in fact they are simply desiring outcomes. Comments like 

“I am going to buy a new house this year” or “We are 

going to be the number one company in this state” are just 

wishes until you take the time to drill down and align your 

goals against your dreams – then establish measureable 

objectives that form the path to achieving your goals. It is 

all about creating a VISION that adds power and energy to 

your dynamic GOALS as you take positive ACTION steps 

to achieve them.   



Business leaders and consultants like the well-known 

Stephen Covey recommend  you begin with the end in 

mind. In other words, know where you want to be in order 

to get there. A desired getaway to the ocean with the family 

can easily end up in the mountains or the desert without a 

roadmap. As Covey says, “If your ladder is not leaning 

against the right wall, every step you take gets you to the 

wrong place faster.” 

The process of setting goals forces you to clearly visualize 

what you want. They will motivate you as you move 

forward while showing you how to achieve your 

aspirations. What’s more, your goals will serve as a 

constant reminder of what it is you want to accomplish. 

The process of writing down a goal (or goals) sets things in 

motion. Your mind accepts the challenge and will start 

working on different levels to achieve the goal. 

As freelancers, it is far too easy to give priority to what we 

consider is urgent for the day. Action items such as client 

emails, project updates, filing and submitting invoices are 

important, but you will find tackling your busy work 

without having clear goals in place first can have a 

significant negative impact on your business success. 

Freelancers without clear goals and actionable objectives in 



place may eventually find themselves working hard just to 

maintain their current level of progress and financial 

reward. 

It’s important to note that a goal is different from an 

objective, though they work in unison to get you where you 

want to go. The goal is the overriding outcome. Objectives 

are the action steps that must be completed to achieve the 

goal. Once clear goals for your business are developed, the 

objectives and action steps needed to achieve the goal are 

easier to outline, understand and carry out.  

VISION 
 

Start by taking a little time to think and dream. This is 

about finding that end picture, what you want your 

freelance business to become, what your idea of success 

really looks like. As you create your vision of your ideal 

freelance career, write down your ideas and keep them as 

motivation for the future. 

This is when you really start getting into the core of why 

your business exists and what you hope to accomplish. As 

the sole proprietor of a new online freelancing business, 

don’t by any means feel anything you state here is set in 



stone. But the process gives yourself a starting point to 

build on at a later date as you start growing your business.  

There are no strict rules about defining the vision for your 

business (and your life) and it’s equally important to not 

undershoot as it is to not shoot for the moon right away. 

This is a place where you take stock of your abilities, your 

knowledge of market opportunities and level of your desire 

to succeed and reach for a stretch vision. The process of 

developing your goals, objectives and the action steps 

needed to create your vision will provide guidance about 

the vision you ultimately end up with.    

GOALS & OBJECTIVES 
 

Once you’ve figured out your vision, it’s time to craft how 

you’re going to execute and bring them to reality. That’s 

where setting goals and objectives come into play. If you 

are just starting out as a freelancer, it probably makes sense 

for you to start by focusing most of your attention on short 

term goals for your business. It all depends on your 

particular situation, but six-month, one year and two year 

goals are a good place to start. It is important to not have 

too many overlapping goals in place, as continued clarity 

about what you are looking to accomplish is vital.  



Goals should be challenging, not impossible. Don't expect 

to be able to triple your current level of income in six 

months if you're only at the starting line. However, setting 

goals that are not challenging will often not accomplish 

much of anything. Try to find the ideal balance between 

challenging and hard-to-accomplish that works for you.  

At this point, it is time to outline your most important 

objectives. The best way to define the differences between 

goals and objectives is that goals tend to lean towards being 

more qualitative, while objectives are almost always more 

quantitative. Goals usually revolve around achieving big 

picture business intentions relating to income and growth, 

branding and market position, client acquisition and 

retention among other key things. Objectives on the other 

hand focus more on the practical, day-in, day-out actions 

that itemize the steps needed to support and successfully 

execute your primary goals. 

The setting of clear objectives is critical for reaching your 

goals and your ultimate vision for your business. Instead of 

general ideas, objectives need to be specific action steps 

you need to accomplish. To create your objectives, a key 

industry guideline used by businesses of all varieties and 



sizes is keep them SMART - Specific, Measurable, 

Attainable, Realistic and Timely. 

ACTION 
 

Once you have invested the time needed to truly picture 

your vision for your freelancing business and then added 

structure by establishing goals and supporting objectives, it 

is time to take action. This critical process provides you 

with an action plan to work with and hopefully has given 

you added energy and motivation as you now have a clearer 

picture of the opportunity that awaits your efforts.  

Working on your VISION – GOALS – ACTION items 

may seem like wasting time to some freelancers, but those 

who treat this process with respect and carry it out have a 

much higher probability of succeeding in a competitive 

marketplace.  

Once you have completed this process, make certain to stop 

for a moment and reward yourself in some way and enjoy 

your progress. You will have done what few freelancers do, 

which is to treat your business like a real business and gain 

a measureable advantage over the competition. As you 

move forward, you will have a much better idea of the task 

at hand with these benefits in place: 



 You’ll be achieving what is most important to you 

 You will be able to measure your achievements 

 You’ll be able to see your progress on the path to 

success 

 You’ll know what is working and what isn’t 

 You’ll reduce the amount of wasted time that can so 

easily get in the way 

 You will be able to push through the days with 

problems and low energy 

 You will be able to remain focused on your most 

important business priorities 

 You’ll be more likely to reach - or even exceed - the 

vision you create  

 

  



 

What did you think of the first chapter about 

planning your success? I strongly believe it 

is critical to your success in any business.  

 

As a thank you for downloading the chapter, 

I’ll give you another  Enjoy!  



UTILIZE EVERYTHING THAT UPWORK OFFERS 

 

Typical approach: 

You are just getting by as a freelancer and wondering why 

others seem to be getting a higher percentage of work in 

your niche. You probably heard about the Top Rated 

program on Upwork, but thought it would be too much 

work to acquire. Or perhaps you thought it was too high of 

a standard than where you viewed your own capabilities.  

If you are approaching your freelance business with this 

level of focus, the odds will not be working in your favor. 

While the Top Rated Program does add a level of prestige 

to your profile, the criteria is not especially difficult to 

meet. In fact, it really just clarifies the core elements you 

need to be focused on to have success on Upwork. In order 

to get real traction with your online freelance career, it is 

wise to target meeting the Top Rated Program from the day 

you sign on.  

Success approach: 

Once you’ve developed your freelance profile on Upwork 

and successfully completed a project or two, it is time to 



start looking further ahead and learn how to enhance your 

brand and visibility within the Upwork community. 

You probably have gathered insights about how other 

freelancers present themselves in your area of expertise and 

noticed some of them have a Top Rated graphic on their 

profile. In order for you to fully succeed within the system, 

it is time to understand, achieve and utilize the benefits 

Upwork provides within their Top Rated program.    

Top Rated Program 
 

The Top Rated Program highlights those freelancers who 

are dedicated to their craft and show a willingness to 

deliver consistent, high-quality and effective results for 

their clients. As you might imagine, earning Top Rated 

status requires focus, but achieving it is not a problem as 

long as you commit to the process.   

Once you achieve Top Rated freelancer status, you’ll be 

able to include a Top Rated badge on your Upwork profile, 

receive exclusive invitations to submit proposals, receive 

personalized tips to strengthen your profile, along with 

access to premium customer support (including phone and 

chat) the Top Rated Community forum. 



Benefits of Being Top Rated 

The benefits of earning your Top Rated designation are 

substantial. First and foremost, it provides clients with an 

added measure of security and assurance you have a proven 

track record. It elevates your position and visibility and 

effectively puts a spotlight on your profile and the 

proposals you submit.  

There is a range of new opportunities available to you once 

you achieve your Top Rated status. It is important you 

understand not all client project requests are made public 

within Upwork. Some clients prefer to have Upwork select 

a smaller group of individuals meeting their criteria to 

submit proposals. Some clients also prefer to remain 

anonymous in the process of selecting freelancers through 

Upwork. In either case, your chances of obtaining a share 

of these opportunities are enhanced by being positioned as 

a Top Rated freelancer.   

Just imagine the opportunities for you that never make it 

into the light of day. When you achieve and maintain your 

Top Rated status, there is an increased likelihood you will 

be given the opportunity to work on a more diverse number 

of interesting projects for businesses who rarely show up 

on the public pages of Upwork. This is an area where your 



diligence and attention to excellence can be financially 

rewarding over time.  

The people at Upwork have a unique perspective on what it 

takes to be a successful freelancer within their system. 

When questions arise or issues need timely resolution you 

also have the ability to reach customer assistance via phone 

or chat.  

All of these benefits are well worth pursuing and your 

freelancing career will be greatly enhanced by attaining 

Top Rated status within Upwork.   

Top Rated Requirements 

You become Top Rated by building a positive reputation 

on Upwork. In order to qualify, your profile must be 

completely filled out. You need to show a history of 

effective and timely completion of projects for clients and a 

willingness to work within the Upwork rules. Specific 

requirements for earning and maintaining Top Rated status 

as a freelancer include: 

1) A personal Job Success score of at least 90%.  

2) 12-month earnings of at least $1,000 

3) An account in good standing with no recent account 

holds 



4) Your up-to-date availability 

5) At least 30 days of work history on Upwork 

6) Showing that you’ve been active on the Upwork 

platform within the past 90 days 

7) A 100% complete freelancer profile 

Your freelance business will be ready to grow once you 

achieve and maintain Top Rated Status on Upwork. Just 

continue to exceed client expectations, meet deadlines and 

do the little extras that keep clients coming back to you. 

Rising Talent 
 

The Rising Talent program provides freelancers without a 

long history on Upwork with extra perks to get started, 

grow earnings, and demonstrate their reputation quickly to 

prospective clients in the marketplace. 

Rising Talent freelancers have great potential based on 

strong backgrounds in their fields and early success with 

their clients on Upwork.  

If you’d like to become a Rising Talent you must: 

 Adhere to the Upwork Terms of Service  

 Maintain a 100% complete profile that accurately 

showcases your professional credentials 



 Keep your availability status up-to-date 

 Regularly submit proposals to projects relevant to 

your skill set 

 Deliver great results to your clients 

 Complete your projects on time and as promised 

 Have been active in the past 90 days (submitting 

proposals or delivering work) 

 If you are selected as a Rising Talent, you will 

receive an email welcoming you to the program or 

inviting you to complete your profile to qualify. 

Upwork Pro 
 

This new program will be a game changer to freelancers 

who qualify. Upwork Pro is a group that has been created 

to connect the best clients and project opportunities with 

the best talent available on Upwork. Freelancers who meet 

the criteria will also gain access to projects with select 

Enterprise clients. 

Program Eligibility 

Any Top Rated or Rising Talent freelancer is eligible to 

apply to join. If you’d like to join: 

 Adhere to the Upwork Terms of Service 



 Have a 100% complete profile that accurately 

showcases your professional credentials 

 Have a 90% or above Job Success Score 

(exceptions exist for Rising Talent candidates) 

 Complete and pass the application process to join 

 The application is available on the Upwork website.  

Upwork is accepting applications from independent 

freelancers in select skill areas only. Each skill area has its 

own set of criteria (possibly utilizing skill assessment, 

portfolio review and/or interview). You will find a list of 

current Upwork Pro programs being developed on the 

website. 

  



WRAP UP 
 

I hope this book has provided you with the information you 

need about online freelancing and the right steps needed to 

make your business successful in a short period of time. An 

online freelance marketplace like Upwork offers 

freelancers an environment where clients are already 

looking for freelancers to help them complete time-critical 

projects. While business development is generally a large 

component of running a business, setting up an online 

freelance profile on Upwork can effectively bring many of 

the clients you need to you, instead of the other way 

around.  

Create a complete list of skills you have acquired and 

determine what you are good at and what you truly enjoy 

doing. In this process, don’t overlook general skills that are 

essentially transferable and relevant to multiple niche areas. 

Best of good fortune as you take the first steps leading to 

becoming a successful and profitable Upwork freelancer.  

 

  



What did you think of the book so far? 
 

If you loved it (I hope you did!), click here to download 

the rest of the chapters in PDF or Kindle Formats.  

http://ninakolari.com/upworkbook/
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Nina offers online courses designed to teach online 

freelancers and entrepreneurs about maximizing business 

profits. Her extensive knowledge in these areas are 

showcased in her online How to confidently start Upwork 

Freelance Career -course and the follow-up How to write 

an Effective Upwork Proposal & Get Results -course. 

They can be found here: www.ninakolari.com  

If you would like to access Nina’s FREE resource library 

for online entrepreneurs and get exclusive access to new 

courses (I often ask for beta-reviewers who get free course 

access!) head to http://bit.ly/NKreslib 
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