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About the Author
Tim Bruxvoort is the owner/founder of IntercomsOnline.com which was founded in 2007 for the 
purpose of solving customer's communication problems in their homes, businesses, or 
workplaces through innovative wireless and wired communication systems.

Before starting IntercomsOnline.com Tim worked 22 years in the telecommunications industry 
for telecommunications equipment provider Nortel (formerly Northern Telecom and Nortel 
Networks). In his time with Nortel he had various roles in product management, marketing, and 
product development.

After getting caught up in a layoff that eventually cut over 50,000 employees, Tim didn't want to 
go back in to the corporate world, but he still wanted to use his extensive experience in the 
telecom industry. Recognizing the importance of the growing ecommerce trend, Tim decided he 
wanted to use the power of the Internet to help deliver communication solutions. He discovered a 
void for a business that focuses on quick and simple two-way communication devices like 
intercoms, two-way radios, wireless callboxes, and other devices that satisfy communication 
needs not met by cell phones. So IntercomsOnline.com was formed and it's been growing ever 
since.

This book is the result of many years of experience in using outsourcers to develop and grow 
IntercomsOnline.
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Introduction
The plight of the small business owner is a well-known story. A person starts with a great idea. 
Through research, planning, developing and hard work, he or she finds a way to lift it off the 
ground. At the beginning, there is little to no capital or funding. Often, the owner must dip into 
savings and other personal funds to make it happen. With the start of a business, the owner does 
it all, and at the start it doing it all is still possible.

Any person who is starting their own business does so with a dream in mind. He or she wants the 
business to grow and become something more. When it is small, it is possible to manage it with a 
To Do list. The idea behind these simple devices is that they give you the ability to plan and 
manage your time. You decide what tasks you want to accomplish and work to complete them. 
Unfortunately, as the dream begins to come true and the business grows, the To Do list becomes 
longer. There comes a point where the list becomes insurmountable.

As these tasks build your business begins to spiral downward as quickly as it grew. When you 
are unable to meet the demands of your clientele, you start to lose customers and credibility. You 
find yourself frazzled, overworked, and unable to keep up with your own business.  Even if you 
manage to keep your business afloat, you will find that you have no time to enjoy your success. 
After all, what is the point in making money if you’re unable to take vacations and spend time 
with loved ones? 

Timothy Harris, author of The 4-Hour Workweek, states that the “new rich” is not about 
possessions, real estate or cash. The “new rich” is time. In order to acquire this priceless luxury, 
it takes excellent time management and delegation skills.

Clearly, if you are to manage a business and not let it manage you, you’ll need help. 
Unfortunately, employees are not always cost-effective or efficient. An employee expects 
consistent pay, steady work and often benefits. You have to deal with taxes, training, interview 
processes and just the day-to-day task of managing another person. These tasks are so time 
consuming that you find yourself managing employees so much that still have no time to grow 
your business.

Outsourcing Services
The good news is that there are many websites available where you can outsource some of your 
tasks without having all of the hassles of an employee. The people you “hire” can help you do 
almost anything – plane reservations, schedule appointments, answer phones, provide customer 
service information and even send flowers. 

The great thing about these “virtual assistants” is that you don’t have to deal with hiring and 
firing employees. You can count on these services to handle contracts and employee 
performance from a remote location at a pre-determined hourly or flat rate. 

A virtual assistant can help you manage your day-to-day activities without being bogged down in 
the details and logistics of getting things accomplished. Without having to focus on the menial 
tasks that take up so much time, you can give yourself time to focus on things that are important.
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There are different levels of these services available. With some services you hire people on a 
full-time basis and they only work for you. With others, you hire people based on the project you 
need completed. After the project is over, that person goes on to work for someone else.

Some websites that offer virtual assistants and project assistance are shown below. There is some 
crossover between the two types of services since most of the services under Project Services can 
be used to find a full-time virtual assistant.

Virtual Assistant Services Project Services
www.elance.com www.odesk.com

www.agentsofvalue.com www.taskseveryday.com
www.hirevirtualassistants.com www.guru.com

www.getfriday.com www.freelancer.com

With many of these services you will actually be hiring someone who lives in a foreign country. 
On many services you can specify where you want your assistant to come from. For writing 
projects you may want someone from your own country. For software or web development or 
something like that, it may not matter to you where the person resides as long as they can 
communicate with you.

There are even websites such as www.IVAA.org, which can match you up with virtual assistants 
all over the world, even in your own neighborhood.

If you are not comfortable working with employees internationally, another way to find an 
assistant locally is to place ads on websites such as Craigslist, listing the duties you need taken 
care of and offering an hourly rate. The downside of using Craigslist versus one of the 
outsourcing services is that you have to do all your own contracts and such, and you also don’t 
have the advantage of these websites escrow services. Escrow protects both you and the provider 
of the work being done. If there is any dispute between the two parties, they act as arbitrate to 
decide who is in the right.

Finding Your Own Virtual Assistant
There’s another way to find a virtual assistant that’s a little more work, but in the long run it may 
pay off better for you. 

One of the downsides of using the services like Elance.com and hiring people just to do projects 
for you, is that once the project is done, they are gone to work on someone else’s projects. You 
then lose any experience they learned working on your project.

Another way to hire a virtual assistant is to post a job like you would any job, but you do it in the 
country where you want to hire someone. We like the Philippines since most people are college 
educated, the read, write, and speak English very well, and you can hire a full time employee (40 
hours a week) for as little $200-300 a month. You can get people with Masters degrees for less 
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than $1000 a month. People in the Philippines are overall very loyal to their employers too. Plus 
they want to do good work for you.

We’ve used the website at www.jobstreet.com.ph to post an ad and got over 1000 responses. 
Many of them were well qualified for what we needed.

The benefit of going this route is the person works only for you. Whatever they learn while they 
are working for you, benefits you alone. 

Why Outsource?
Outsourcing is excellent at helping you with everyday things. You can even have an assistant 
help you with things like making sure your spouse gets flowers or a present on a special 
occasion, or find a repair service for your car.

However, as a small business owner, you also need specialized tasks completed.  When you own 
a business, you begin to realize just how much needs to be accomplished. When you discover the 
nuances of your business needs, you will find that some tasks are just out of the area of your 
expertise. 

When you start a business from the ground up, you’ll need a logo, a website, press releases, 
marketing plans and other things that you may not have time to learn how to create. You may 
need a graphic designer and a web designer along with a writer. You most likely won’t be in a 
position to bring these people on your staff.

In these cases, you will find that your salvation is in outsourcing. When you outsource, you hire 
someone on a project or temporary basis. You pay that person hourly or a flat rate to complete a 
task. This person does not expect any of the extras that come with regular employment. They do 
not expect benefits, insurance or steady work. You also have the advantage of working with a 
variety of people. You can outsource locally or, in a more convenient solution, you can outsource 
online. 

There are many websites such as www.Elance.com and www.Odesk.com that specialize in 
matching freelancers with business owners who need tasks completed. “Freelancers” is the term 
used to describe outsourcers because they are independent, self-employed people who just 
happen to do work for you.

All successful businesses outsource. When you look at big business owners –  Bill Gates, Donald 
Trump, etc – you don’t see them doing the dirty work. Their businesses had to hire others in 
order to grow. You can’t move forward without help from others. 

Getting Started
When making the decision to outsource, one of the biggest things you have to do is to let go. 
You started this business and it is your baby. It’s difficult to let go of some of the control and 
allow others to help you. However, if you want your business to grow, you have to let yourself 
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trust others to help you. You have to be unafraid of allowing others to give input into your 
project. 

You might be afraid because you know that no one will ever do the job the same way you will. 
Of course, this is true. You must accept that although no one may do something the same way as 
you, someone else can do it just as well or even better. By reigning in your inner control freak, 
you find that you can reach even greater heights with other people to help you up.

Before you even log in to these outsourcing websites, there are several things you have to do. 
First, you must determine which tasks need to be outsourced and which tasks must be done by 
you. When it comes to things that are at the heart of your business, you must do them yourself. 
You can’t expect another person to define the vision of your company. That is your baby. 
However, with your vision statement, you can hire others to help with your business plan.

As you decide which tasks need to be outsourced, you must then determine your budget. What 
can you afford to hire another person to do? What needs to be done right away for your business 
to move forward? You have to establish a timeline of goals for your company.  Almost any 
project can be outsourced, but as I said, the main mission of your company must come from you. 

It is also important to remember that too much outsourcing can also be a bad thing for your 
company. If you pass too much control out to too many people, you can lose handle on your 
vision. Therefore, it is necessary to approach outsourcing in steps. Choose only the assignments 
that absolutely need to be done first. If you find yourself managing too many people, your 
business can get out of control.

Before you determine what needs to be done, you must decide if each specific job is even worth 
outsourcing. When money is limited, you need to prioritize your assignments. Decide if the 
project will generate enough revenue to warrant hiring someone to do it. If the answer is no, you 
might want to put that project on hold.

If you decide that you do need to hire someone to complete a task, you need to sit down and 
decide exactly what the goal is of the job. You cannot communicate what you want to another 
person if you have not figured it out yourself. 

For example, if you're creating a logo, how do you want that logo to represent your company and 
what colors do you want? If you need a website, what functionality does it need to do the job? 
Write out in detail what the project entails so you can find the right person for the job. The more 
detail you can provide, the better your chances of success.

Once you have decided on your goal, you need to figure out what skills are necessary to 
complete the task. Your first instinct will probably be to outsource things that are not your 
strengths. If you are terrible at managing your finances, you’ll want to hire someone to handle 
the numbers. This is a common mistake. If you don’t know how to do something well, you can’t 
clearly communicate to others how you would like it done. You will find yourself at the mercy of 
the person you hired because you can’t control something that you don’t understand. The best 
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projects to outsource initially are the ones you understand the best. They will be the easiest for 
you to manage.

That said, there are tasks that you have to outsource because you don’t have, and will likely 
never have, the skill to do. Designing a website is one of these. Writing software is another. The 
good thing about these tasks is that you know how you want the website to look, or the software 
to work, so you can manage to the end result. You don’t have to micro manage the process.

When it comes to tasks like bookkeeping, that can be a little different. That may not be your 
forte, but when it comes to your money, you really should have at least a basic handle on it 
before you turn it over to someone else.

Establish a Budget
Although the hope is that you will eventually have most of the work done by other people, you 
must be mindful of your budget. You can’t expect to make back the amount you spend right 
away. Therefore, it is highly important to be sure that you have planned thoroughly before you 
attempt to hire others. You can’t just start hiring without being sure you know where you want to 
go. Determine the amount you can spend on outsourcing. But just having an amount is not 
enough. You can easily go through that money before you know it unless you plan specifically 
how you want the money spent. 

Outsourcing is not about getting rid of the annoying jobs you don’t want to do. It is about finding 
viable and talented people to help you grow your business. This is why you must prioritize the 
tasks that need to be outsourced. Make a specific list of what needs to be done and determine 
what you can do yourself and what you can hire out. Then, you can decide how your money can 
best be spent to get the highest quality work possible. 

Let’s say you're trying to create and sell a series of eBooks. There are many steps necessary. You 
have to decide what exactly you want your eBooks to be about. This, of course, is a task that 
can’t be outsourced as it is the core vision of your business. Then, the subject must be 
researched. Copy must be written, edited and formatted into a book. It must be marketed and 
sold. 

On top of all of this, you need someone to handle the administrative aspect – bills, orders and 
delivery, payments, etc. You must very specifically determine what skills are necessary for each 
job and what and how much you can spend to hire someone. From that point on, you can more 
easily find a match to your needs.

For the small business owner who is at the very beginning of the process, money is often an 
issue. If you want to get your business off the ground but don’t have the capital to hire workers, 
it is possible to get freelancers for free. The key to this is to come up with a mutual agreement 
with someone who is also just starting out. You can work together and benefit each other without 
having to deal with exchanging money.
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Where do you find these people who will work for free? The way to do this is to find someone 
who needs experience more than they need money. Anyone who has been new to the job force 
knows that it is incredibly difficult to get experience when you don’t have experience. One place 
to look is the local college. You can often find students who are highly qualified but need to 
build a portfolio in order to compete in the workplace.

Often, these students will be happy to work for you in order to have something to show for it. 
When they go to a job interview, they can show a logo they’ve designed or a report they’ve put 
together. This gives them an edge over the competition, which is more valuable than the money 
you might have paid. Often, they will be able to see their work published in a way that they 
might not be able to make happen for money. 

In the end, you can reward them in ways that won’t cost you anything. You can give them 
experience, but also a letter of recommendation. This is absolutely invaluable to a young person 
trying to make it in a difficult market. Sometimes they will even have an advantage over people 
who are more established in the field. 

If you are trying to reach a younger demographic with your product or service, a college student 
will be ideal for reaching them. If you are trying to reach senior citizens, you can often find 
freelancers who are willing to work for free or cheap simply as a hobby. In these cases, a senior 
citizen will have a unique perspective that will be mutually beneficial.

Posting Your Job
Once you've decided for certain which jobs you are outsourcing, how much you can spend on 
each, and have a set of specific skills you need, you're ready to begin outsourcing. To start, 
decide where you want to post your job. If you need your workers to be local, you can try 
Craigslist or other local networking sites. If you are willing to work exclusively online, you will 
probably be able to save money. Once you choose a freelance site (such as guru.com, odesk.com 
or elance.com), you need to create your listing. You want to create a listing that will entice 
quality bidders.

First, you don’t have to give out everything about your company. Don’t feel that you need to 
give too much information. However, don’t be too ambiguous about the project. A bidder needs 
to know what they are getting into, or they won’t bid. You also need to be specific about what 
skills you expect from a bidder. If you aren’t clear about what you need from a freelancer, you 
will both end up extremely frustrated.

Before you deal with freelancers, you need to make sure you are ready to be a boss. Make sure 
you are able to tell him or her what you need. Also know that you may have to be firm. You may 
be forced to fire someone who is not meeting your needs, and you have to be willing to do that. 
You also have to know what you are willing to deal with. Many businesses refuse to hire people 
who have no employment history. You have to decide whether or not you are willing to work 
with someone who is unknown. You also must determine whether or not you have time to train 
someone if necessary. For writing assignments, it is also recommended that you write in the 
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project how many times you can ask for rewrites and revisions so you don’t have to worry about 
overstepping your bounds.

Evaluating the Bids
Once you put up your listing, you wait for the bids. Depending on your deadline structure, you 
can decide how long you are willing to leave up the job listing. Typically, the most bids will pour 
in during the first three days of the listing. The first bids are not always going to be the best fits. 
There are many companies out there that hire people to bid on these jobs. They often fill the jobs 
with offshore employees who work for them for very little money. You can recognize these bids 
as they will tend to look very generic. You may find that these people are not necessarily what 
you are looking for. If you have time to wait longer for more bids, you will probably attract 
better bidders.

As you are racking up the bids, remember that your purpose is not just to fill your current jobs. 
Your objective is also to form a list of potential employees for future jobs. As you familiarize 
yourself more with the process of outsourcing, you will find that you can streamline the process 
by finding workers who you know you can count on. When you have a reliable writer or 
designer, it makes it easier for you to meet deadlines and move your business forward.

The initial screening process usually consists of a letter of interest and a bid as to how much 
money the freelancer expects to make. There is usually a posted profile that will give you an idea 
as to their work history, qualifications and education. You can get a general sense of whether or 
not the bidder has the skills you need. You can also determine if their bid fits into your budget.  
If not, it is okay to move on. If you are really interested in a bidder but they want too much 
money, it is also okay to contact them and see if they would be willing to work for less. There is 
certainly room for negotiations on both ends.

Typically, you will receive a variety of bid prices in a wide range. You will absolutely want to 
look closely at the lowest bidders, which will often be extraordinarily cheap. These low bidders 
do this for a few reasons. First, they might be new to freelancing and have no references. They 
know that you are taking a risk on hiring them and are trying to build up credibility. You have to 
determine if you are willing to take someone who is untried. You may strike gold or you may 
end up with a dud. 

Another reason that someone might bid low is because they don’t have all of the necessary skills 
but are willing to learn. In this case, you must decide if you have the time and resources to 
devote to training this bidder. In these cases, the bidder needs to be honest about the fact that 
there will be a learning curve and the project may take longer than with other workers. 

Yet another reason that someone might bid low is that they may be located offshore and can 
afford to work for less. The nature of your project will determine whether or not you can work 
with someone whose English skills might not be up to par. If you need copy written, you will 
probably need a native English speaker, or at least be willing to edit their copy.
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Risk Reduction
In the past, when dealing with outsourcers, there was always a certain amount of risk. You might 
hire someone and pay them only to have the bidder turn out something unsatisfactory. Or, they 
might end up being paid for something they didn’t do. On the flip side, a freelancer might do 
work and hand it in but never receive compensation. This created a certain amount of 
apprehension as to whether or not working this way was a good idea. 

Now, with the advent of established outsourcing companies on the Internet, funds are usually put 
in an escrow account. The money is held by the outsourcing company until both the freelancer 
and the client are satisfied. The funds don’t process through immediately so there is a chance for 
arbitration if there is a dispute. This makes for a much safer work environment.

Choosing the Right Bid
When it comes to choosing a worker, it will take some effort to make a good match. You need to 
take the time to review their bids and qualifications thoroughly. 

Perhaps you didn’t want to share everything about your project earlier because you didn’t want 
the whole world to know the details. But as you narrow down your prospects, you’ll need to 
share more detail with them to they are clear as to what you expect. If you don’t discuss this 
before hiring, you will only end up with a frustrated bidder. 

Make sure they understand your deadlines before you hire.  By being open and up front about the 
assignment, you can be sure that you are not at fault if there is an issue with the project later. 

Also make sure they understand when you are willing to pay. Some bidders will require upfront 
payment when hired. Or they may require a percentage of the final price up front. If you aren’t 
willing to do this, you should make it clear in your listing.  Or the service you choose may make 
all those decisions for you.

If you need a native English speaker, you can ask the bidder if he or she speaks English as a first 
or second language in the interview process (which may occur entirely by email depending on 
the project). There is also generally a note in their profile as to where the freelancer is bidding 
from. If you need someone with perfect English and grammar skills, you can opt not to hire 
someone who is located in some other area of the world.

If you are not sure about their skills it is better to ask up front. You don’t want to find yourself in 
a situation where they completed their work and then you discover it needs extensive revision 
that they most likely won’t be able to do. Don’t be afraid to ask this question. You could even 
put a statement something like, “I need someone who writes, U.S. English very well. If English 
is not your first language you may not want to apply” in your project requirements.

You can often get a sense of the bidder’s skills through an online chat interview. Using Yahoo 
Messenger or Skype, you can ask the worker questions to determine if he or she can handle the 
position. You’ll also get an idea as to how eloquent the bidder is in answering questions and 

© 2012, IntercomsOnline.com Page 12

http://www.IntercomsOnline.com/


Clone Yourself Using Virtual Assistants: How to Put Time for Leisure Back in Your Life
www.IntercomsOnline.com

expressing viewpoints. You can also feel free to quiz the bidder about their technical knowledge, 
plus this gives them a chance to ask you questions about the job.

It is also perfectly acceptable to give a bidder some sort of test. So if you are hiring someone to 
write an article or report, you could ask them to write a paragraph about the topic. Or you could 
send them a paragraph with poor English and have them correct it. One thing you need to be 
careful about when viewing a bidder’s portfolio of work, is that you have no idea of whether they 
actually did the work they are showing you. By giving them a little test, you can see if it matches 
up to their portfolio.

But remember, you aren’t paying for the interview process. Don’t expect to get a lot of free work 
from the person and don’t take up their time if you aren’t serious about hiring. They have other 
job prospects and it isn’t fair to them. As a bidder, they want you to choose them and they will 
generally be willing to do what you ask. 

If you are building your team of workers, you have to consider personality types. If you are 
trying to build a team that will work for you continuously, it is helpful to give them personality 
tests. This will help you to know how to communicate with them to get what you need. You will 
also learn what personalities tend to clash with your own. In these cases, you can end the 
working relationship before it is too involved. For smaller projects you may just want to try them 
out first to see if you want to go so far as to give them a test. It’s easy to fire someone using these 
services.

You will want to find the best bidder for the highest value who fits within your budget. 
Sometimes, business owners feel guilty because they are able to get such a high volume of work 
for what is often a small amount of money. Remember, these people bid amounts that they are 
willing to work for. If they value themselves as a worker at a lower amount of money, you don’t 
have to feel bad for giving them work. Often, they may live in other countries where a dollar 
goes a little further. Or, they may be doing it because they find it fun. Possibly, they are just 
trying to be the lowest bidder so they are more likely to be chosen for the job. If you want, you 
can always choose to give the bidder a bonus if you are especially happy with his or her work.

Sometimes, you will put up an assignment and receive no bidders. Although there are thousands 
of freelancers on any given network, this does happen. The first thing you need to do is reassess 
your listing. Are your demands reasonable? Is your price too low for the work required? Also, 
check your listing. Were you informative enough about the position? Was the project description 
enticing enough? 

If you decide that the assignment and listing are acceptable, it is possible that you just hit the 
market at a bad time. In this case, you will want to start looking at profiles. Find people who 
seem like a good fit and invite them to interview. You can usually check out online portfolios to 
see samples before deciding to interview. If none of these potential applicants are interested, you 
probably need to reassess your listing.

When looking at profiles, there are usually feedback ratings. Although you can check these out, 
don’t put too much stock in them. Often, people give good feedback because they want to get 
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good feedback. Where there is bad feedback, you have to remember that there are two sides to 
every story. Sometimes the client and bidder were just a poor match. It is also possible that the 
business owner was just a bad boss. This doesn’t mean that it can’t be the bidder’s fault, but the 
feedback rating is simply not a reliable gauge of the bidder’s qualifications or work habits.

It is wise to set ongoing deadlines rather so you can monitor your worker’s progress. Be sure 
your worker knows this up front so he or she isn’t surprised. Once you have hired your bidder, 
you can give feedback throughout the process. If he or she is writing a large article or paper, ask 
for an outline first. That way, you can make sure he or she is on the right track. 

You can ask for chunks of articles with larger pieces of writing or rough sketches of graphics. If 
you wait until the project is over to see the finished project, you might end up with work that is 
unusable or that you are unhappy with. Usually, your freelancer is going to want you to be 
happy, and would rather give you samples and pieces than have an unhappy client.

While you are working with freelancer, be clear as you go along. It is reasonable to ask for 
rewrites and modifications. Again, the worker will generally want you to be happy. After all, he 
or she is trying to build a reputation. 

However, don’t abuse this. It is all right to ask for something to be fixed so you are happy with 
it. It is not all right to extend the assignment beyond what was originally agreed upon. For 
example, if you hire someone to create a logo, don’t expect them to create the website to put it 
on for the same price. If you discover that you need more from your freelancer, you can always 
offer them the job and pay them for the service. And although it is normal for you to need fixes, 
don’t expect it to be redone over and over again. It is generally acceptable to include the number 
of rewrites or modifications you are allowed to ask for in the job description. This will keep the 
bidder from feeling taken advantage of.

Once you start working with the person you hired, you might find yourself in a situation where 
you regret your hiring decision. After assessing the first part of an assignment, you might 
determine that he or she has no clue as to what you need. Your first response should be to try to 
fix the situation. Give clearer instructions and make sure you are making sense. Ask them to redo 
what they have done so far (this is a good reason to break the assignment into smaller chunks). 

If, at this point, they still aren’t getting it, you will need to fire them. Don’t keep someone on if 
they can’t meet your needs. It will just be a frustrating process for both of you. If you get too far 
into the process, you can lose valuable time and money you can’t spare. If the person did a 
significant amount of work, pay for what he or she did and move on. If you are using one of the 
outsourcing services, you can request arbitration if need be so they can help you both get out 
fairly.

When hiring, if you are willing to take a chance on someone untried, you can often discover an 
amazing and creative worker who is currently working at lower prices because he or she is trying 
to build a reputation. Just because a freelancer doesn’t have a portfolio of work or work history 
doesn’t mean they can’t do great work for you if you give them the chance. This is where testing 
them may pay off. You may find great talent for a low price.
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One way to put together an army of talent is to divide up a larger assignment to get samples. If 
you need 300 articles, you can hire 60 writers to complete five articles each. This way, you can 
determine who is worth hiring again and who isn’t. Although you may spend a little more time 
and money in the process, it is a fast way to find good freelancers. The great thing about this 
trick is that you can save money in the long run by knowing who to hire and who to avoid. One 
of the great things about outsourcing is that you are able to hire and fire as needed without the 
face-to-face confrontation. This doesn’t mean that you should fire on a whim, but you shouldn’t 
be afraid to let someone go if they aren’t a good match.

In the long run, it would be best to accept that freelancing will require a high turnover tolerance. 
Expect that some people won’t work out. But it is beneficial to train people and build loyalties. If 
you treat your workers well, they will return and continue to give a good rate. 

But remember that there are thousands and thousands of freelancers at your disposal.  Don’t feel 
the need to put an inordinate amount of effort into someone who is not turning out usable work.

After the Project is Complete
Remember to document your experience working with a freelancer. As you continue to grow 
your business, you will work with a lot of different people. You can’t always rely on your 
memory. When you have a good experience, you want to be able to find the person again. When 
you don’t get what you want from someone, you don’t want to hire them again. It also helps to 
document what happens in case you are dealing with a dispute. Keep a journal and a “do not 
hire” list. Doing this can save you a lot of time and money in the long run. 

If you are happy with the product. In this case, you could choose to reward your freelancer. 
Bonuses of ten to twenty percent are an acceptable way to say thank you for exceptional work. 

Another great way to show your appreciation is through referrals. The promise of more work is 
the gift that keeps on giving. Recommend your worker to other business associates and he or she 
will be grateful. 

Often, your business associates will notice the excellent work displayed on your website or 
products and ask for this freelancer’s name. You can tell them who did the work, however, 
sometimes when you do this, his or her time becomes more in demand and the prices go up.

To insure loyalty, you can have your freelancer sign a contract. In return for referrals, they can 
agree to continue to offer you the same price and prioritize you so you don’t lose them as a 
worker. This benefits both of you – you’ll continue to get excellent work at a fair price and they 
will be able to expand their reputation.

Another way to reward you freelancer is by giving them positive feedback. Positive feedback 
also goes a long way towards making your freelancer feel loyal towards you. However, be honest 
in feedback. Don’t say that someone was amazing when you weren’t satisfied with the work. 

© 2012, IntercomsOnline.com Page 15

http://www.IntercomsOnline.com/


Clone Yourself Using Virtual Assistants: How to Put Time for Leisure Back in Your Life
www.IntercomsOnline.com

When Things Go Wrong
If you are not satisfied with the final product, there are steps you can take. You deserve to get 
what you pay for. You shouldn’t have to give large amounts of money to someone who did not 
fulfill their end of the bargain or who misrepresented themselves. 

First of all, let them know that you are unhappy with the work. Most freelancers will be happy to 
work until you are satisfied. If you are a reasonable employer, the freelancer will want to work 
with you again. They don’t want to leave clients hanging and hurt their reputation. 

However, sometimes the freelancer won’t be willing to work with you. When working through a 
freelancing website, there are often options for arbitration in these situations. If you are hiring a 
freelancer directly, you should always create contracts. Make sure that the contract not only 
states your specific rules and needs but also provides some form of recourse. This way, if the 
worker reneges on the contract, you have a legally binding agreement. Generally, the freelancer 
will want to avoid the trouble of arbitration and will give you what you need. 

Unfortunately, when you are dealing with someone who is on the other side of the world, you 
will have a lot of difficulty getting your money back where necessary. If you find your freelancer 
through an online service make sure you are familiar with their policies. Most of them have 
systems in place to make sure that you are both satisfied. It is in these cases that it is especially 
helpful to have the money in an escrow account. In that situation, you have the advantage of 
having the money held by an impartial third party. If you put your money in an escrow account 
and the assignment doesn’t work out, you can request to have your money refunded from the 
account. Usually, the outsourcing websites won’t have a problem with this as long as it doesn’t 
happen over and over again.

Project Management
When you are working on a large project, you may find yourself working with several different 
freelancers. You might have different people designing logos, creating websites, writing copy, 
writing press releases and organizing accounts. Typically, you can have several employees all 
over the world working on the same project. 

Of course, it can be difficult to maintain continuity in an assignment in this case. It is up to you 
to make sure that your employees are on the same page. In order to do this, you must have a clear 
vision on the project.

When trying to communicate your vision on a project, you should sit down and create a process 
flow map for the entire assignment. This map explains who is doing what, including timeframes. 

Each section of the map should have a very clear deadline and should show how the different 
aspects of the project come together as a whole. Make sure your process maps encompass your 
goals and mission for the project. Then, you can give each team member a copy. This will help 
to insure that they are all on the same page.
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As your needs for freelancing grow, you can hire a project manager to handle the team. This 
person, hopefully someone who you know, is reliable and can manage all communication 
between team members.  

If can find someone you can truly trust, this person can understand your vision and carry it out. 
There are also many software programs out there that help your project manager to keep things 
organized. A good project manager can take the bulk of the stress and hard work out of your 
hands and leave you free to work on your overall vision of your business.

In today’s world, we have endless amounts of information at our fingertips. When dealing with 
unknown workers, you run the risk of dealing with plagiarism. You can’t be sure that you can 
just trust your freelancers. Luckily, there are some options for handling this. 

There are several websites available such as the one at www.copyscape.com that can take parts 
of text and check for copying. Although partial plagiarism can be unintentional, if a person is 
clearly copying from other sources they should be immediately added to your “do not hire” list. 
Plagiarism can ruin a business. It can cause lawsuits or for your website to be shut down. 

Unfortunately, plagiarism isn’t only a problem with text. You have to be careful with graphics 
and logos as well. You can visit the US Government Patent and Trademark Office 
(http://www.uspto.gov ) website in order to check for infringements. If a graphic is too similar to 
one that is registered, you can catch it before you end up in trouble. The best way to avoid 
dealing with plagiarism is to have your worker turn in chunks of text or first draft sketches of 
graphics. You can check for copying and then, if it is copied, you can end the association with 
that worker before wasting too much time and money.

Conclusion
To the control freak, outsourcing may seem terrifying. It may seem like relinquishing control of 
your company – something that you have poured your heart and soul into. However, all 
successful businesses outsource. To grow you will need to let go of your reservations. 

Through successful outsourcing, you will find that you are able to maintain control of your 
company using thorough organization.  By creating a wide network of talent, you are able to 
expand your company’s potential by including a range of work from different people and 
imaginations. 

By choosing to outsource, you have the benefits of employees without the pitfalls of fulltime 
workers. To an overworked small business owner, the ability to hire someone to do something 
provides necessary stress relief. If you allow yourself to outsource, you can finally work towards 
true wealth, which isn’t money or possessions but the time to live your life to the fullest. 
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