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Module 11

Freelancing & Personal Branding

Module Overview

Freelancing means independently providing professional services to clients on
a project, hourly, retainer or performance-linked basis. A freelancer is
responsible for finding clients, understanding requirements, defining the
scope, delivering work, communicating progress, collecting payments and
maintaining relationships.

Personal branding is the deliberate process of building a professional identity
around a person’s expertise, values, communication style and results.

For a digital marketer, freelancing and personal branding work together:

Skills

N3

Portfolio
N2

Personal brand
N
Visibility and trust
N
Client enquiries
N2
Paid projects
N

Results and testimonials
N2

Stronger personal brand

This module helps students move from “I know digital marketing” to “l can
clearly demonstrate, sell and deliver a useful digital marketing service.”
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Learning Objectives

After completing this module, learners should be able to:

e Understand freelancing as a business model.

o Identify suitable digital marketing services.

e Select a practical niche and target customer.

e Convert a skill into a clearly defined service.

e Prepare sample projects without fake client claims.
e Create a professional portfolio.

e Build a personal brand strategy.

e Optimise Linkedln and freelance-platform profiles.
e Create service listings on suitable marketplaces.

¢ Find clients through online and offline methods.

o Write personalised proposals.

e Conduct a client discovery call.

o define project scope, deliverables and timelines.

e Calculate beginner-friendly freelance pricing.

e Prepare quotations and contracts.

¢ Request advance or milestone payments safely.

e Onboard and communicate with clients professionally.
e Manage revisions and scope changes.

e Create reports that demonstrate business value.

¢ Request testimonials and referrals.

¢ Handle difficult clients and payment delays.

¢ Build long-term retainers.

e Use Al responsibly during freelance work.

e Create a 30-day personal-brand development plan.
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1. Understanding Freelancing

1.1 What Is a Freelancer?

A freelancer is a self-employed professional who provides services to one or
more clients without becoming a permanent employee of every client.

A digital marketing freelancer may provide:

SEO

Social media management
Content writing

Website development
Landing-page creation
Google Ads management
Meta Ads management
Email marketing
Marketing automation
Analytics setup

Graphic design

Video editing

Local SEO

E-commerce marketing
Marketing consultation

1.2 Freelancer vs Employee

Freelancer Employee
Works with one or more clients Usually works for one employer
Chooses services and clients Work is assighed by employer
Manages pricing and payments Receives agreed salary
Provides own tools where required Employer may provide tools
Responsible for finding work Employer provides ongoing work
Income may vary Income is generally more predictable

Employer may handle payroll

Handles taxes and records .
deductions

Controls delivery process within

Follows company procedures
contract pany p

Employment classification and tax rules vary by country. Freelancers should
obtain appropriate professional advice for real business decisions.
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1.3 Common Freelancing Models

Project based

The freelancer charges for a defined project.
Example:

GA4 and GTM setup for a service website
Hourly

The freelancer charges for time worked.
Example:

10 hours of WordPress maintenance
Monthly retainer

The client pays a recurring monthly fee for ongoing work.
Example:

Monthly social media management
Milestone based

A large project is divided into stages.
Example:

Milestone 1: SEO audit

Milestone 2: On-page implementation
Milestone 3. Reporting and handover
Consultation

The client pays for expert guidance.
Example:

One-hour Google Ads account review

© Learn2EarnLabs www.learntoearnlabs.com 8
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Part of the fee is linked to an agreed result.
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This model should be used carefully because results may depend on:

¢ Website quality
e Product demand
e Salesteam performance

e Budget
e Pricing
e Stock

e Competition
o Client approval speed

Never guarantee results that are outside the freelancer’s control.

2. Freelancing Mindset

2.1 Freelancing Is a Business

A successful freelancer performs several roles:

¢ Marketer

e Salesperson

¢ Consultant

e Project manager

e Service provider

¢ Account manager

e Finance administrator
e Problem solver

Technical skill alone is not sufficient. Clients also value:

e Reliability

e Clear communication

¢ Honesty

e Business understanding
e Timely delivery

e Documentation

e Confidentiality

e Accountability

© Learn2EarnLabs
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2.2 Think in Terms of Client Outcomes

A client does not usually want “20 social media posts” merely for the sake of
receiving posts.

The client may actually want:

e More local awareness

e Consistent communication
e More enquiries

e Better customer education
e Improved trust

e Higher website traffic

Instead of saying:
| create social media posts.
say:

| help local service businesses maintain a consistent social media presence
with educational content designed to generate enquiries.

2.3 Do Not Wait Until You Know Everything

A beginner does not need mastery of every digital marketing field.
A practical starting approach is:

One audience

+ One problem

+ One service

+ One platform

+ One clear outcome

Example:

Audience: Local restaurants

Problem: Inconsistent Instagram activity

Service: Instagram content planning and management
Platform: Instagram

Outcome: Consistent presence and more direct enquiries

© Learn2EarnLabs www.learntoearnlabs.com 10
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3. Choosing a Freelance Digital
Marketing Service

3.1 Beginner-Friendly Services

Content services

Blog content briefs
Blog editing

Social media captions
Content calendars
Product descriptions
Email newsletters
Short-video scripts

Social media services

Profile optimisation

Content planning

Post scheduling

Basic graphic design
Community-management support
Monthly reporting

SEO services

Basic SEO audit

Keyword research

On-page optimisation

Google Search Console setup
Local SEO audit

Content-gap analysis
Internal-linking recommendations

Paid advertising services

Basic account setup
Campaign structure planning
Keyword research

Ad-copy development
Conversion-tracking assistance
Campaign reporting

© Learn2EarnLabs www.learntoearnlabs.com

11


https://learntoearnlabs.com/

Learn2Earn LEARN2EARN LABS Module 11
o il o e Learn Skills. Earn Success. Freelancing & Personal Branding

5

Students should not manage large advertising budgets before gaining
supervised experience.

Website and landing-page services

e WordPress landing pages
o Website content updates
e Form setup

e Basic conversion audit

¢ Mobile-page review

¢ Analytics installation

Analytics services

e GA4 setup

e GTM installation

e UTM tracking sheet

e Basic event tracking

e Looker Studio dashboard
¢ Monthly analytics report

Local marketing services

e Google Business Profile assistance for eligible businesses
e Review-response templates

e Local content calendar

e Location-page content

e Local listing audit

Google Business Profiles are intended for eligible storefront or service-area
businesses that interact with customers in person. Online-only freelancers

should not create ineligible profiles merely to appear in local search. Google
Business Profile eligibility

3.2 Service Selection Matrix

Score each service from1to 5.

Factor Question
Skill Can | perform the service correctly?
Interest Do | enjoy this type of work?
Demand Do businesses purchase this service?
Proof Can | create a strong sample project?
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Tools Can | access the required tools?
Risk Can a beginner deliver it safely?

Repeatability Can it become recurring work?

Select services with a strong total score.

3.3 Begin With a Narrow Offer

Poor offer:

| provide every type of digital marketing service.

Better offer:

| create 30-day Instagram content systems for local fitness businesses.
A focused offer makes it easier to:

e Explain the service
¢ Build a portfolio

¢ Identify prospects
o Write content

e Develop a process
e Estimate time

e Set pricing

4. Selecting a Niche

A niche is a focused market or customer group.

4.1 Possible Niches

e Educational institutes
e Local restaurants

e Salons

¢ Fitness centres

e Doctors and clinics

e Real estate

¢ E-commerce brands
e Coaches
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e Consultants

e Hotels

e Travel businesses

e Software companies

e Manufacturers

e Non-profit organisations
e Personal brands

Regulated sectors such as health, finance and legal services require additional
care.

4.2 Niche Evaluation

Ask:

e Do these businesses need digital marketing?

e Can |l understand their customers?

e Can they afford professional services?

e Can | reach decision-makers?

e Can | create relevant samples?

e Do | understand advertising restrictions?

e Does the niche offer repeat work?

e Do | have any previous knowledge or connection?

4.3 Broad Skill, Focused Positioning

A freelancer can work with different businesses while presenting a focused
public position.

Example:

Positioning:
SEO and content support for training institutes and education businesses

Actual capability:
Can also serve selected service businesses

A niche is a marketing decision, not a permanent limitation.
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Conducting Market

Before Offering a Service

5.1 Study Potential Clients

Select 20 businesses in the target niche and record:

Business name

Website

Location

Social platforms

Content frequency
Website issues
Advertising activity
Customer reviews

Main services

Possible marketing gaps
Decision-maker information
Suitable freelance service

5.2 Look for Repeated Problems

Example findings for local restaurants:

Incomplete Google Business Profile information
Poor-quality menu photographs

No consistent Instagram content

Unanswered customer reviews

Broken reservation links

No local landing page

No visible tracking setup

Module 11
Freelancing & Personal Branding

Research

5.3 Do Not Diagnose Without Evidence

A freelancer cannot know that a business has “no leads” by looking at its
Instagram profile.

Use careful language:

| noticed that the booking link is difficult to locate on mobile. This may be
reducing the number of visitors who reach the booking page.

© Learn2EarnLabs www.learntoearnlabs.com
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Avoid:

Your business is losing 50 customers every month.

6. Create a Clear Service Offer

A service offer explains:

Who the service is for

What problem it solves
What is included

How it is delivered

How long it takes

What the client must provide
What is excluded

What the price is

What happens next

6.1 Offer Formula

| help [specific audience]

achieve [useful outcome]

through [specific service]

without [common difficulty].

Example:

| help local training institutes create a consistent social media presence

through monthly educational content planning without requiring their staff to
develop every post from the beginning.

6.2 Example Service Package

Service
Local SEO Foundation Package
Suitable for

Local businesses with one physical location
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Deliverables

e Google Business Profile audit

e Category and information review
e Website local SEO audit

e Local keyword research

e Review-response templates

e Four local content ideas

e Action checklist

Timeline
Seven working days after receiving access and information
Client requirements

e Business details

¢ \Website access where required

e Proof of business information

e Service-area information
e Existing customer FAQs

Exclusions
e Guaranteed ranking
e Fake review generation
¢ Website redevelopment

e Paid advertising
e Ongoing profile management

Success measures

e Accurate profile information

e Completed recommendations

e Improved local-page relevance

e Growth in visibility over a reasonable measurement period

7. Productise a Service

A productised service has a defined process, scope and price.

Instead of:
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| can do some SEO work.
offer:

SEO Starter Audit

7.1 Example Productised Packages

Starter

e  Website audit

e Five target keywords

o Five-page optimisation plan
¢ Onereport

Growth

e Everything in Starter

e Ten-page recommendations
e Competitor analysis

e Content plan

e One consultation

Ongoing

¢ Monthly optimisation

e Content briefs

e Search Console monitoring
e Monthly report

e Strategy call

7.2 Advantages

e Easier to explain

e Easierto price

e Easierto sell

e Easier to deliver consistently
e Reduced misunderstanding
e Better time estimation

o Easier delegation later

© Learn2EarnLabs www.learntoearnlabs.com
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8. Building a Portfolio Without Paid
Clients

A portfolio demonstrates capability. It should contain proof, not only
certificates.

8.1 Suitable Beginner Portfolio Projects

SEO audit of a public website

Keyword research project

Sample social media calendar
Landing-page redesign concept

GCA4 measurement plan

GTM event-tracking demonstration
Sample Google Ads campaign structure
Sample Meta Ads creative plan

Email welcome sequence

E-commerce content project

Local SEO audit

Looker Studio dashboard using sample data

8.2 Speculative Project

A speculative or “spec” project is created for learning and demonstration rather
than commissioned by a client.

Clearly label it:

Independent portfolio project created for demonstration. Not commissioned
by or affiliated with the featured brand.

Do not claim the company approved or used it.

8.3 Case Study Structure

1. Project title
SEO Audit for a Local Training Website
2. Context

Explain the type of business and objective.
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3. Problem
Describe the verified issue.
4. Research

Show:

o Competitor review

o Keyword research

e Website observations
e User needs

5. Approach

Explain the process.

6. Deliverables

Show screenshots, examples or report pages.
7. Result

For a sample project, report what was created—not an invented performance
result.

Correct:

Created a 20-keyword content cluster and optimised title recommendations.
Incorrect:

Increased traffic by 300%.

unless actual verified data proves it.

8. Learning

Explain what the project taught you.

8.4 Portfolio Quality Checklist

e Isthe business problem clear?
e Isthe work original?
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e Isthe process explained?

e Are screenshots readable?

¢ |sconfidential information removed?
e Are results verified?

e Isthelearner'srole clear?

e |Isthere acontact CTA?

9. Create a Portfolio Website

9.1 Essential Pages

Home

Include:

¢ Professional headline
e Target customer

¢ Main service

e Proof

e Callto action

About
Explain:

¢ Background

e Relevant experience
e Approach

e Values

e Working style

Services

For every service include:

e Whoitisfor

e Problem solved
e Deliverables

e Process

e Timeline

e CTA

© Learn2EarnLabs www.learntoearnlabs.com
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Portfolio or case studies

Show practical work.

Contact

Include:

Enquiry form

Professional email

LinkedIn link

Booking link where appropriate

Policies

Depending on the website and location:

Privacy notice
Terms

Cookie information
Disclaimer

9.2 Homepage Headline Formula

| help [audience] achieve [outcome] with [service].

Example:

Module 11
Freelancing & Personal Branding

| help local education businesses generate more qualified enquiries through
practical SEO and conversion-focused content.

9.3 Free or Low-Cost Options

Students may begin with:

Google Sites

Canva website

Notion-based portfolio

GitHub Pages where suitable

WordPress

LinkedIn Featured section

PDF portfolio

Google Drive portfolio folder with controlled sharing

© Learn2EarnLabs www.learntoearnlabs.com
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A simple, clear portfolio is more valuable than an attractive website with no
proof.

10. Understanding Personal Branding

10.1 What Is a Personal Brand?

A personal brand is the impression people develop about a person’s:

Expertise

Values

Style

Reliability
Communication
Professional focus
Results

Personal branding is not pretending to be famous. It is consistently showing
useful expertise and professional behaviour.

10.2 Personal Brand Elements

Expertise

+ Positioning

+ Proof

+ Personality

+ Consistency
+ Visibility

+ Reputation

10.3 Personal Brand Statement

Use:

| help [audience] solve [problem] using [skill or method].
Examples:

| help local service businesses improve website visibility through practical SEO
and content systems.
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| help e-commerce startups understand their marketing performance through
CA4, GTM and simple dashboards.

10.4 Three Personal-Brand Questions

A strong personal brand should answer:

1. What do you do?
2. Who do you help?
3. Why should someone trust you?

11. Define Personal-Brand Pillars

Brand pillars are the subjects a freelancer discusses repeatedly.

11.1 Example for an SEO Freelancer

Keyword research
On-page SEO

Search Console

Content optimisation

SEO audits

Freelance learning journey

11.2 Example for a Social Media Freelancer

Content planning

Reels scripting

Instagram profile optimisation
Creative analysis

Audience engagement

Client workflow

11.3 Content Mix

A balanced personal-brand plan may include:

Educational content
Practical demonstrations
Personal learning

Case studies
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e Opinions supported by evidence
¢ Behind-the-scenes process
o Offers and services

Do not make every post a sales post.

12. Optimise a LinkedIn Profile

LinkedIn can function as a professional profile, portfolio and client-discovery
platform.

12.1 Profile Photograph

Use:
e Clearface
e Good lighting
e Simple background
¢ Professional but natural appearance
¢ Recent photograph

Avoid:

Group photographs

Heavy filters

Cropped event photographs

Brand logos instead of a face on a personal profile

12.2 Banner

The banner may include:

Service

Target audience
Main benefit
Website

Simple CTA

Example:

SEO & Analytics for Local Service Businesses Audits | Tracking | Content
Planning
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12.3 Headline
Do not use only:
Digital Marketer

Use a result-focused headline:

Module 11
Freelancing & Personal Branding

SEO & Analytics Freelancer | Helping Local Service Businesses Improve Search

Visibility and Lead Tracking | GA4, GTM, Search Console

12.4 About Section Structure
Opening

Explain who you help and what you do.
Problems

Mention problems you commonly solve.
Services

List focused services.

Proof

Mention projects, experience or certifications honestly.

Process
Explain how you work.

CTA

Tell readers how to contact you.

12.5 Example About Section

| help local service businesses improve search visibility and understand which

marketing activities generate enquiries.

© Learn2EarnLabs www.learntoearnlabs.com
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My work focuses on:

e Basic SEO audits

e Keyword and content planning
e GA4 and GTM setup

e |ead-event tracking

e Simple monthly reporting

Module 11
Freelancing & Personal Branding

| use a practical process: understand the business, audit the current setup,
define measurable actions, implement approved changes and explain the
results in simple language.

My portfolio includes independent and supervised projects for service and
education websites.

For project enquiries, send me a LinkedIn message with your website and the
main marketing problem you want to solve.

12.6 Experience Section

Treat freelance and portfolio work professionally.

Include:

Project type
Business problem
Responsibilities
Tools

Deliverables
Verified results

12.7 Featured Section

Add:

© Learn2EarnLabs

Portfolio welbsite
Case study

Audit sample
Dashboard

Article

Video demonstration
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12.8 Skills

Prioritise skills connected to the service;

Search Engine Optimisation
Google Analytics

Google Tag Manager
Content Strategy

Google Ads

Social Media Marketing
WordPress

12.9 LinkedIn Service Page

LinkedIn currently allows freelancers and small businesses to create free
Service Pages to describe their services and receive enquiries. Some display
and media features depend on paid LinkedIn plans. LinkedIn Service Pages

FAQ
Use it to:
e List focused services
e Describe the target customer
e Explain the working process
¢ Reqguest genuine client reviews
e Receive service messages

13. Build a Linkedln Content Strategy
13.1 Recommended Weekly Plan

Monday: Educational post
Five checks | perform before starting keyword research

Wednesday: Practical demonstration

How | tracked a WhatsApp button using GTM
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Friday: Case study or learning
What | found while auditing a local service landing page
Sunday: Personal or reflective post

Three mistakes | made while creating my first SEO audit

13.2 Post Structure

Hook

Context

Main lesson
Example
Actionable steps
CTA

NCINFNENIE

13.3 Example Post

A form-submission click is not always a lead.

While testing a website in GTM, | found that the tag fired when users clicked
Submit—even when required fields were empty.

A better method is to measure:
1. A unique thank-you page, or
2. A confirmed success event from the website.

This prevents false leads from entering GA4 reports.

Before reporting form conversions, test an incomplete submission as well as a
successful one.

13.4 Ethical Content Rules

e Do not copy another creator’s post.

e Do notinvent client results.

e Do not reveal confidential information.

e Do not share access screenshots containing private data.
e Do not publish client work without permission.

e Correct mistakes openly.

o Cite important sources.
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14. Build Authority Through Long-
Form Content

Long-form content may include:

Blog articles

LinkedIn articles
Newsletters

YouTube tutorials
Detailed carousel posts
Downloadable checklists
Case studies

LinkedIn newsletters can provide a repeatable publishing format, although
availability and administrative requirements depend on the profile or Page.
LinkedIn newsletter guidance

14.1 Newsletter Topics

For an analytics freelancer:

GA4 for Small Businesses

Monthly Tracking Checklist
Understanding Marketing Reports
GTM Event of the Month
Common Tracking Errors

14.2 Publishing Rule

Choose a frequency you can maintain.

A useful article every two weeks is better than a daily plan abandoned after one
week.

15. Create an Upwork Profile

Upwork is a freelance marketplace where clients post projects and freelancers
submit proposals.
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Platform rules, fees, identity requirements and proposal costs may change.

Review current official policies before applying.

15.1 Profile Components

Professional photograph
Focused title
Overview

Skills

Work history
Portfolio
Education
Certifications
Language ability
Rate

Availability

15.2 Profile Title

Poor:
Digital Marketer, Designer, Developer, Data Entry, SEO Expert
Better:

GCA4 & GTM Setup Specialist for Service Websites

15.3 Overview Structure

Client problem
Service offered
Relevant proof
Process

Tools

CTA

OUAWN

15.4 Portfolio

Add relevant projects rather than unrelated certificates.
Example items:

e GA4 measurement plan
e GTM event-tracking setup

© Learn2EarnLabs www.learntoearnlabs.com
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e Looker Studio report
¢ Analytics audit
e Lead-generation tracking case study

15.5 Applying for a Project

Upwork currently uses Connects when freelancers submit many proposals. Its
application process includes reviewing the job, selecting Apply now, setting
terms, answering questions and adding relevant profile or portfolio highlights.
Upwork proposal guide

Because applications may consume limited resources, apply selectively.

16. Write an Effective Freelance
Proposal

16.1 Do Not Begin With a Long Introduction

Poor opening:

Dear Sir/Madam, my name is Rahul and | am a hardworking digital marketer.
| have read your job and can do it perfectly.

Better opening:
Your GA4 property appears to be receiving page views, but the project
description suggests that successful enquiry forms are not being measured. |

can audit the current setup and implement a verified generate_lead event
through GTM.

16.2 Proposal Structure

1. Personalised observation
Show that the project was read carefully.
2. Understanding

Restate the problem in simple language.
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3. Approach

Explain the main steps.

4. Proof

Share one highly relevant example.
5. Clarifying question

Ask a useful project question.

6. Next step

Invite a short discussion.

16.3 Proposal Template
Hello [Client Name],

| understand that you need [specific outcome], and the main issue appears
to be [problem from job description].

My proposed approach would be:

1. Review [current setup or material].

2. Identify [main issues].

3. Implement or create [deliverables].

4. Test [important result].

5. Provide [report, documentation or handover].

A relevant example from my portfolio is:
[Link or short explanation]

Before confirming the scope, could you clarify:
[One important question]

If this approach matches your requirement, | can begin after reviewing
the required access and final deliverables.

Regards,
[Name]
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16.4 Avoid

Sending the same proposal everywhere
Claiming skills you do not possess
Offering unrealistic timelines

Promising guaranteed rankings

Providing a complete free strategy
Sharing irrelevant portfolio items

Ignoring the stated budget

Moving off-platform against platform rules
Paying a client to receive work

17. Create a Fiverr Gig

On Fiverr, a service listing is called a Gig. Fiverr currently requires a title,
category, packages, description, requirements and gallery. Gig creation is
supported on desktop, and the service must follow marketplace policies. Fiverr
Gig creation guide

17.1 Focus One Gig on One Service

Poor Gig:

| will do SEO, social media, website, data entry and advertising.
Better Gig:

| will set up GA4 and Google Tag Manager for your service website.

17.2 Gig Components
Title

Describe the service clearly.
Category

Select the closest accurate category.
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Search tags

Use terms clients may search.

Packages

Define Basic, Standard and Premium where appropriate.
Description

Explain:

e Problem

e Service

e Deliverables

e Process

¢ Requirements
¢ Exclusions

FAQ

Answer common concerns.

Requirements

Request the information needed before work starts.
Gallery

Use:

e Original service graphics
e Report samples

e Portfolio screenshots

e Shortintroduction video

17.3 Example Packages

Basic

o GCA4% account review

e One web data stream

e Base tracking verification
e Short report
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Standard
o GA4 and GTM setup
e Three custom events
e DebugView testing
e Implementation document
Premium

GCA4 and GTM setup

Six approved events
Key-event configuration
Custom dimensions
Looker Studio dashboard
Handover meeting

Module 11
Freelancing & Personal Branding

Clearly state that platform, developer and consent-management work may be
separate.

18. Finding Clients Outside Freelance
Platforms

Freelancers should not depend on one marketplace.

18.1 Potential Client Sources

LinkedIn
Professional network
Alumni network
Local business associations
Referrals

Website search
Events

Workshops

Email outreach
Social communities
Agency partnerships
Existing contacts
Former internships
Local directories
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18.2 Warm Outreach

Warm outreach is communication with someone who already knows the
freelancer or has a mutual connection.

Example:
Hello Aman,

| recently completed a practical GA4 and GTM tracking project for a service
website. | noticed that your company is running online campaigns.

If your team ever needs help checking whether form and WhatsApp enquiries
are being measured correctly, | would be happy to share a short tracking
checklist.

Regards,
Riya

18.3 Cold Outreach

Cold outreach is communication with a prospect who does not know the
freelancer.

It must be:

Relevant
Personalised
Honest
Respectful
Concise

Easy to decline

18.4 Cold Email Structure

Specific observation
Possible business impact
Useful suggestion
Relevant proof
Low-pressure CTA

I NN
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18.5 Example Cold Email

Subject: Tracking question about your course enquiry page
Hello [Name],

| reviewed the public course enquiry journey on [Website]. After a form
submission, the page shows a success message without opening a separate
confirmation page.

If conversion tracking relies only on a page URL, successful enquiries may not
be recorded accurately.

| work on beginner-friendly GA4 and GTM implementations for education
websites. | can prepare a short tracking audit showing what is currently
measurable and what may require correction.

Would a two-page audit be useful?

Regards,
[Name]
[Portfolio]

Do not claim access to private analytics data.

19. Create a Prospecting System

19.1 Prospecting Sheet

Create these columns:

Business name
Website

Contact name
Position

Email or profile
Business category
Observed problem
Relevant service
Date contacted
Follow-up date
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¢ Response
¢ Nextstep
e Status
¢ Notes

19.2 Prospect Status

Researching

Ready to Contact
Contacted

Replied

Discovery Scheduled
Proposal Sent

Won

Lost

Follow Up Later

Do Not Contact

19.3 Weekly Prospecting Target

A beginner may set a quality-focused target such as:

Research 20 businesses

Select 10 relevant prospects

Send five personalised messages
Publish two useful posts

Follow up with previous prospects
Contact two existing connections

Quality is more important than sending hundreds of generic messages.

20. Conduct a Discovery Call

A discovery call helps the freelancer understand the business before
recommending work.

20.1 Before the Call

Research:

o Website
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Products

Target audience

Marketing channels

Competitors

Visible customer journey

Public reviews

Possible tracking or content gaps

Module 11
Freelancing & Personal Branding

Prepare questions but do not create a full strategy before understanding the
business.

20.2 Discovery Questions

Business

What does the business sell?

Which product or service is the priority?
Who is the ideal customer?

Which locations are served?

What makes the business different?

Marketing

Which channels are currently used?

What has worked previously?

What is the current monthly activity?

Are other freelancers or agencies involved?

Problem

What is the main marketing challenge?
When did the problem begin?

What has already been tried?

What happens if it is not solved?

Measurement

What result would make the project successful?
Which data is currently available?

How are leads or sales recorded?

What is the approximate current result?

Scope

What deliverables are expected?
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¢ What is the required deadline?

¢ Who approves the work?

e Which tools and access are available?
e Isthere an estimated budget range?

20.3 After the Call

Send a written summary:

Business objective
Current problem
Agreed scope
Deliverables
Required access
Timeline

Client responsibilities
Price

Next step

This prevents misunderstanding.

21. Qualify a Client

Not every enquiry should become a project.

21.1 Qualification Factors

e Clear business need

e Service fits the freelancer’s skill

¢ Realistic expectations

¢ Reasonable timeline

¢ Budget compatibility

e Access to required information

e Responsible decision-maker

e Ethical business activity

¢ Respectful communication

e Willingness to sign an agreement

21.2 Warning Signs

e Requests guaranteed results
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Refuses a written agreement

Avoids discussing payment

Demands a large unpaid sample

Requests fake reviews

Wants copied content

Asks for misleading advertising

Requests account access before agreement
Frequently changes the requirement

Pressures the freelancer to violate platform rules
Uses abusive communication

Offers payment only after uncertain future results

Declining an unsuitable project can protect both reputation and time.

22. Pricing Freelance Services

22.1 Calculate a Minimum Hourly Reference

Even when charging per project, estimate an internal hourly reference.

Required monthly income
+ Monthly business expenses
+ Tax and savings provision
= Required monthly revenue

Then divide by realistic billable hours.
Example:

Required monthly revenue = 350,000
Realistic billable hours = 80

Reference rate = 50,000 + 80 = 3625 per hour

Not every working hour is billable. Time is also needed for:

Prospecting
Administration
Learning
Reporting
Meetings
Invoicing
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e Content creation

22.2 Project Pricing Formula

Estimated work hours

x Internal hourly reference

+ Tool or subcontracting costs
+ Risk buffer

= Project price

Example:

Estimated hours: 12
Internal rate: k625
Direct cost: 500
Risk buffer: 1,000

Project price:
12 x 625 + X500 + 1,000 = 39,000

22.3 Value Consideration

Pricing may also consider:

Business impact
Complexity

Urgency

Required expertise

Risk

Number of stakeholders
Reporting requirements
Usage rights

Support period

22.4 Avoid Beginner Pricing Mistakes

Copying another freelancer’s price blindly
Ignoring meeting time

Ignoring revision time

Ignoring platform fees

Paying for tools personally without agreement
Offering unlimited revisions

Charging too little for urgent work

Reducing price without reducing scope
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Beginning work without payment terms

23. Create a Quotation

23.1 Quotation Sections

Freelancer or business details
Client details
Quotation number
Date

Validity period

Project name

Scope

Deliverables

Timeline

Price

Taxes where applicable
Payment schedule
Assumptions
Exclusions

Revision policy
Acceptance method

23.2 Example Payment Schedule

50% advance before work begins
25% after first milestone

25% before final handover

For smaller projects:

100% before work begins

or:

50% advance and 50% before final delivery

Module 11
Freelancing & Personal Branding

The appropriate structure depends on project size, platform rules and client

relationship.
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24. Freelance Contract Essentials

A written contract or service agreement reduces uncertainty.

24.1 Important Clauses

Parties involved

Project objective

Scope

Deliverables

Timeline

Client responsibilities

Payment terms

Revision limits

Change-request process
Confidentiality
Intellectual-property ownership
Portfolio permission

Account access

Third-party costs

Project cancellation

Liability limitations

Dispute process

Termination

Governing law where appropriate

This module is educational and does not provide legal advice. Use a qualified
professional for important contracts.

24.2 Scope Statement Example
The freelancer will create a 30-day Instagram content plan containing 12 post
concepts, 12 captions, visual directions and one revision round. Graphic design,

video editing, posting, community management and paid advertising are
excluded.

24.3 Revision Policy

Example:

The package includes one consolidated revision round submitted within five
working days of the first delivery. New content topics, additional platforms or
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changes to the approved strategy will be treated as a scope change and
quoted separately.

24.4 Intellectual Property

The agreement should state:

When ownership transfers
Whether full payment is required first
Whether the freelancer can display the work

Whether templates remain the freelancer’s property

Whether stock assets have separate licences

25. Client Onboarding

Onboarding begins after the agreement and required initial payment.

25.1 Welcome Email

Include:

Thank-you message
Project summary
Timeline

Required information
Access process
Communication channel
Meeting schedule

Next milestone

25.2 Client Questionnaire

Ask for:

© Learn2EarnLabs

Business details
Products and services
Target audience
Brand guidelines
Competitors

Offers

Previous marketing
Approved claims

www.learntoearnlabs.com
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e Restricted claims

¢ Website and social links
e Existing analytics

e Decision-maker

e Approval process

LEARN2EARN LABS
Learn Skills. Earn Success.

25.3 Access Checklist

Possible access:

¢ Website CMS

e GA4
e« GTM

e Search Console

e Google Ads

e Meta Business Portfolio
e Social profiles

e Email platform

e CRM

e Google Business Profile

25.4 Access Security

e Request user access instead of passwords where possible.

e Use the lowest access level required.

e Enable two-factor authentication.

e Do not send passwords in ordinary email.

e Keep client accounts separated.

¢ Never change ownership without permission.
¢ Remove access after project completion.

e Record what was changed.

© Learn2EarnLabs
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26. Project Management for
Freelancers

26.1 Simple Project Stages

Enquiry
N
Discovery
N2
Proposal
N
Agreement and advance
N
Onboarding
N
Research
N
First delivery
N
Revision
N2
Approval
N
Final payment
N
Handover
N2

Testimonial and follow-up

26.2 Free Project-Management Tools

Students may use:

Google Sheets
Google Calendar
Trello

Notion

ClickUp

Asana

Microsoft To Do

Free-plan features can change.
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26.3 Project Tracker

Task Owner (I:I):ti Status Dependency Notes
Cllent. . Client 20 July Pending — Semile ey
questionnaire sent
Keyword Not . .
research Freelancer 23 July ctarted Questionnaire
el Client 26 July et First draft —
approval started

26.4 Client Delay

The agreement should explain what happens if the client delays:

Information
Access
Feedback
Approval
Payment

The project timeline should move accordingly.

27. Client Communication

27.1 Establish Communication Rules

Agree on:

Main communication channel
Working hours

Expected response time
Meeting frequency

Emergency definition

Approval process

Person responsible for decisions
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27.2 Weekly Update Format

Completed this week:
e Keyword research
e Competitor review
e Homepage audit

Currently working on:
e Content brief
e Internal-linking plan

Waiting from client:
e Final service price list
e Approval of target locations

Next week:
e Deliver first content plan
e Begin on-page recommendations

Risks:
¢ Homepage access has not been received

27.3 Avoid

Disappearing during the project

Sending unstructured messages at all hours
Making verbal changes without documentation
Hiding errors

Using unnecessary technical language
Promising a date before checking workload

28. Managing Scope Creep

Scope creep occurs when work expands beyond the agreed scope without an
updated timeline or price.

28.1 Example

Agreed:
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Create 12 Instagram posts.

Later request:

Module 11
Freelancing & Personal Branding

Also create reels, publish posts, reply to comments and manage Facebook.

28.2 Professional Response

| can add reels and Facebook management. These items are outside the
current 12-post content scope.

| will send a revised quotation covering the additional deliverables, timeline
and fee before starting them.

28.3 Change-Request Process

NoO U A WD

Record the new request.
Compare it with the contract.
Estimate added work.

Explain price and timeline impact.
Obtain written approval.

Update the project plan.

Begin the new work.

29. Delivering High-Quality Work
29.1 Quality-Control Checklist

Before delivery:

Deliverables match the scope.
Names and prices are correct.
Links work.

Claims are supported.

Grammar is checked.

Brand guidelines are followed.
Platform dimensions are correct.
Tracking has been tested.
Confidential information is removed.
Files are named clearly.
Instructions are included.

© Learn2EarnLabs www.learntoearnlabs.com

51


https://learntoearnlabs.com/

Learn2Earn LEARN2EARN LABS Module 11
o il o e Learn Skills. Earn Success. Freelancing & Personal Branding

5

e Nextstep is explained.

29.2 File Naming

Good:
ABC-Institute-SEO-Audit-v1-2026-07-17.pdf
Poor:

final-new-latest2.pdf

29.3 Handover Package

Depending on the project:

Final files

Editable source files where agreed
Credentials or access-transfer instructions
Implementation notes

Test results

Usage instructions

Known limitations

Maintenance recommendations

Final invoice

30. Reporting Freelance Results

A freelancer should report business meaning, not only activity.
Poor report:

We posted 12 times.

Better report:

Twelve posts generated 340 profile visits, 76 website clicks and 18 recorded
enquiries. Educational carousel posts produced the largest number of saves.
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30.1 Report Structure

Objective

Work completed

KPI results

Important observations
Possible explanations
Problems
Recommended actions
Next-month plan

©NO UGN

30.2 Separate Facts and Hypotheses

Fact:
Landing-page conversion rate decreased from 4.2% to 3.1%.
Hypothesis:

The decline may be related to increased mobile traffic and slower page
performance.

Action:

Test the mobile form and review page speed before increasing ad spend.

31. Request Testimonials

Ask after;

Successful delivery
Positive feedback
Achieved milestone
Client compliment
Measurable result

31.1 Testimonial Request

Thank you for confirming that the project met your requirements.

Would you be comfortable providing a short testimonial covering:
1. The problem before the project

© Learn2EarnLabs www.learntoearnlabs.com 53


https://learntoearnlabs.com/

Learn2Earn LEARN2EARN LABS Module 11
o il o e Learn Skills. Earn Success. Freelancing & Personal Branding

5

2. Your experience working with me
3. The most useful result

Please write it in your own words. With your permission, | would like to
display it on my portfolio and LinkedIn profile.

31.2 Testimonial Rules

Never write and publish a fake testimonial.

Do not change meaning.

Obtain permission.

Confirm whether name, role and company may be displayed.
Do not offer rewards for misleading reviews.

Keep evidence of approval.

32. Request Referrals

32.1 Referral Request

| am glad the analytics setup is working correctly.

|l am currently helping service businesses improve GA4 and lead tracking. Ifyou
know another business facing a similar problem, | would appreciate an
introduction. | will first review whether | am the right fit before recommending
any work.

A referral is easier when the freelancer’s service is clear.

33. Convert a Project Into a Retainer

A retainer provides ongoing support.

33.1 Possible Retainers

SEO

e Search Console monitoring
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e Content briefs
e On-page improvements
e Monthly reporting

Social media

e Monthly strategy

e Content calendar

e Captions

e Publishing

e Performance report

Advertising

e Campaign monitoring
e Budget checks

o Creative testing

e Reporting

Analytics

e Tracking health checks

e New event implementation
e Dashboard maintenance

e Monthly insight report

33.2 Retainer Proposal
Explain:

¢ What continues after the project
¢ Monthly deliverables

¢ Meeting frequency

e Response time

e What is excluded

e Monthly price

e Minimum term

¢ Cancellation notice

Do not force a retainer if the client only needs a one-time project.
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34. Handling Payment Delays

34.1 Preventive Steps

Written payment terms
Advance payment

Milestones

Clear invoice due dates
Payment reminders
Pause-work clause

Final files after payment
Platform escrow where available

34.2 Reminder Message

Hello [Name],

This is a reminder that invoice [number] for [project] was due on [date].

The outstanding amount is [amount]. Please confirm the expected payment
date. According to our agreement, work on the next milestone will resume

after the payment is received.

Regards,
[Name]

Remain factual and professional. Keep all commmunication records.

35. Handling Difficult Situations
35.1 Client Dislikes the Work

Ask for specific feedback.

Compare feedback with the approved brief.
Identify whether it is a revision or scope change.
Provide solutions.

Confirm the correction in writing.

NN
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35.2 Freelancer Makes an Error

I NEOEN I

Do not hide tracking, advertising or publishing errors.

35.3 Client Requests Unethical Work

Inform the client promptly.
Explain the verified impact.
Correct the issue.

Explain prevention steps.
Document the correction.

Decline requests for:

35.4 Ending a Client Relationship

Fake reviews

Fake followers

Plagiarised content
Misleading advertisements
False testimonials

Fake case studies

Copyright infringement
Unauthorised account access
Spam databases

Guaranteed rankings

A relationship may need to end when:

Payments repeatedly fail

Communication becomes abusive

The client demands unethical activity

Scope changes continuously

Required access is never provided

The project exceeds the freelancer’'s capability
Expectations cannot be aligned

Module 11
Freelancing & Personal Branding

Follow the termination clause and provide an organised handover where
required.

© Learn2EarnLabs
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36. Financial Record Keeping

Maintain records of:

e Quotations

o Contracts

¢ Invoices

¢ Payments

e Platform fees

e Software costs

e Advertising expenses

e Subcontractor payments
¢ Tax documents

e Refunds

e Currency-conversion charges

36.1 Income Sheet

Date Client Project Invoice Amount Fee Tax Net received Status

36.2 Expense Sheet

Date Tool or service Purpose Amount Client-related? Receipt

Use qualified tax and accounting advice where required.

37. Using Al in Freelancing

Al can assist with:

e Prospect research

e Proposal outlines

e Discovery questions

e Meeting summaries

e Contentdrafts

e Report explanations

e Project checklists

¢ Email editing

e Idea generation

e Quality-control reviews
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37.1 Al Proposal Prompt

Help me prepare a concise freelance proposal.

Client requirement:
[Paste requirement]

My relevant experience:
[Insert truthful information]

Relevant portfolio item:
[Insert project]

Create:

1. Personalised opening

2. Brief understanding of the problem
3. Four-step approach

4. One clarifying question

5. Low-pressure CTA

Do not invent experience, results or client names.

37.2 Al Restrictions

Do not upload:

e Client passwords

e Customer lists

e Confidential campaign data

e Contracts without permission
e Private meeting transcripts

e Personal information

e Unpublished business plans

Al should not automatically send proposals, sign contracts or publish client
content without human approval.
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38. Measuring Personal-Brand

Performance

38.1 Visibility Metrics

Profile views

Search appearances
Post impressions
Video views

Website visitors
Newsletter subscribers

38.2 Engagement Metrics

Comments
Saves

Shares

Replies

Direct messages
Portfolio clicks

38.3 Business Metrics

Enquiries

Discovery calls

Proposals

Projects won

Proposal acceptance rate
Average project value
Monthly recurring revenue
Repeat clients

Referrals

38.4 Proposal Acceptance Rate

Projects Won

Acceptance Rate — = 100

Proposals Sent

© Learn2EarnLabs www.learntoearnlabs.com
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38.5 Lead-to-Client Rate

New Clients
Lead-to-Client Rate = .L“ ft 2 % — = 100
(Qualified Enquiries

38.6 Effective Hourly Earnings

Net Project Income
Total Time Spent

Effective Hourly Earnings —

Include:
¢ Meetings
e Research
o Delivery

e Revisions
e Administration

This reveals whether project pricing is sustainable.
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39. 30-Day Personal-Brand Action

Plan

Week 1: Foundation
Day 1

Choose one primary service.

Day 2

Choose one target audience.

Day 3

Write a personal-brand statement.
Day 4

List five customer problems.

Day 5

Define one productised service.
Day 6

Write service deliverables and exclusions.
Day 7

Review and simplify the offer.

Week 2: Proof
Day 8-10
Create one practical sample project.

Day 11
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Prepare screenshots.

Day 12

Write the case study.

Day 13

Create a portfolio page or PDF.
Day 14

Request feedback from a teacher or experienced professional.

Week 3: Profile and Content
Day 15

Update profile photograph and banner.
Day 16

Rewrite LinkedIn headline.

Day 17

Rewrite About section.

Day 18

Add portfolio to Featured section.

Day 19

Create a Service Page where appropriate.
Day 20

Publish an educational post.

Day 21

Publish a practical demonstration.
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Week 4: Client Acquisition
Day 22

Create a prospecting spreadsheet.

Day 23

Research five prospects.

Day 24

Research five more prospects.

Day 25

Write a personalised outreach template.
Day 26

Contact three qualified prospects.

Day 27

Submit one highly relevant marketplace proposal.
Day 28

Follow up professionally.

Day 29

Review response and profile data.

Day 30

Improve the offer, profile and outreach process.
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40. Practical Exercises

Exercise 1: Skill-to-Service Conversion

Select one skill and create:

Target customer
Customer problem
Service name
Deliverables
Timeline

Client requirements
Exclusions

Success measures

Exercise 2: Create a Niche Research Sheet

Research 20 businesses and identify:

o Repeated marketing problems
e Services they may need

e Decision-makers

e Suitable portfolio projects

Exercise 3: Create a Portfolio Case Study

Produce one original project and document:

Context
Problem
Research
Approach
Deliverables
Result
Learning
CTA

Exercise 4: Optimise Linkedin

Complete:

e Photograph
¢ Banner
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Headline

About section
Experience

Skills

Featured portfolio
Service description

Write proposals for:

1.

SEO audit

2. Social media content plan
3. CGA4 and GTM setup

Each proposal must be personalised.

Module 11
Freelancing & Personal Branding

Exercise 6: Conduct a Mock Discovery Call

One student acts as client and another as freelancer.

The freelancer must;

Understand the business
Identify the problem

Ask measurement questions
Clarify scope

Explain the next step

Exercise 7: Prepare a Quotation

Include;

Scope
Deliverables
Timeline

Price

Payment terms
Revisions
Exclusions
Validity period
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Exercise 8: Build a 30-Day Content Calendar

Create:

e 12 postideas
e Three content pillars
e Post format

¢ Hook
e Main lesson
« CTA

e Success metric
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41. Module Project: Freelancing

Launch Kit

Project Objective

Create a complete freelance business and personal-brand foundation.

Part 1: Positioning

Primary skill
Target niche
Customer problem
Brand statement
Unique approach

Part 2: Service

Service name
Deliverables
Packages
Timeline
Requirements
Exclusions
Pricing logic

Part 3: Portfolio

One complete case study
One smaller work sample
Portfolio page or PDF
Contact CTA

Part 4: Personal Brand

LinkedIn headline

[ ]
e About section
e Banner
¢ Content pillars
e 30-day content plan
© Learn2EarnLabs www.learntoearnlabs.com
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Part 5: Client Acquisition

e 20-prospect list

e Cold email

e LinkedIn message

e Freelance-platform proposal
e Follow-up message

Part 6: Sales

e Discovery questionnaire
e Call notes template

e Quotation

e Scope statement

¢ Payment schedule

Part 7: Delivery

e Onboarding checklist

e Project tracker

e Weekly update template
e Quality-control checklist
¢ Handover checklist
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42. Key Terms

Term
Freelancer
Niche

Positioning

Personal Brand

Value
Proposition
Productised
Service

Portfolio
Case Study

Proposal

Discovery Call
Scope

Scope Creep
Deliverable
Milestone
Retainer
Testimonial
Referral
Invoice

Lead
Qualified Lead

© Learn2EarnLabs

Meaning

An independent professional providing services to
clients.

A focused customer or market category.

How a professional wants the market to understand
their expertise.

The professional reputation and identity connected to a
person.

A clear explanation of the benefit provided to a
customer.

A service with defined scope, process and pricing.

A collection of work demonstrating capability.

A structured explanation of a project, process and result.

A document or message explaining how the freelancer
will solve a client’s problem.

A conversation used to understand a prospective client.
The work included in a project.

Uncontrolled expansion of project work.

A completed item provided to a client.

A defined stage of a project.

A recurring fee for ongoing services.

A client’s statement about their experience.

An introduction from one person to a potential client.
A formal request for payment.

A person or business that may purchase a service.

A prospect who fits important project requirements.
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43. Final Freelancing Checklist

Positioning

One primary service selected
Target customer defined
Customer problem identified
Personal-brand statement written
Service outcome explained

Portfolio

At least one complete case study
Sample projects labelled honestly
No fake results

Work process explained

Contact CTA included

Professional profile

Clear photograph

Focused headline
Client-oriented About section
Relevant skills

Portfolio featured

Contact method available

Client acquisition

Prospecting sheet created
Prospects researched

Outreach personalised

Proposal focused on client problem
Follow-up process documented

Sales and agreement

Discovery questions prepared
Scope documented
Deliverables listed

Timeline agreed
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e Revision limit stated
¢ Payment terms stated
e Written acceptance received

Delivery

¢ Required access received securely
o Project tracker updated

o Client receives progress updates

e Work checked before delivery

e Scope changes documented

¢ Final handover completed

e Access reviewed after completion

Growth

e Testimonial requested

o Referral requested appropriately
o Case study updated

e Project profitability calculated

e Service process improved

e Retainer opportunity evaluated
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Final Learning Outcome

After completing Module 11, learners should be able to turn a digital marketing
skill into a clearly defined freelance service.

They should be able to build an honest portfolio, develop a focused personal
brand, optimise professional profiles, identify prospects, write personalised
proposals, conduct discovery calls, prepare quotations, manage projects and
deliver work professionally.

The strongest personal brand is not created through exaggerated claims or
constant self-promotion. It is developed by consistently demonstrating useful
knowledge, communicating clearly, delivering reliable work and building
genuine evidence of results.
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Empowering Learners
for Real-World Success

Learn2Earn Labs is a future-focused training institute dedicated to
practical learning, industry relevance, and career growth. Our programs are
designed to help learners build in-demand skills, gain confidence,

and move toward real-world success.

OUR VISION OUR MISSION

To deliver practical, high-impact training
that bridges the gap between learning
and earning through industry-oriented,

job-oriented, skill-based, and
innovation-driven programs.

To create a generation of skilled,
confident, and future-ready learners
who can thrive in industry, careers,
business, and innovation.
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