
  

 

 

 

 

We ha e o se ed se e al stude t p ofiles a d sadl , % of the ti e, e see the sa e 

istakes ei g epeated OVER a d OVER agai . 

This o se atio  ala ed us e ause e ha e dis ussed e e thi g i  the VA Boot a p. 

Ho e e , o atte  ho  detailed ou  i st u tio s a  e, if ou do t follo  the , the  e 

o t see good esults. 

To o f o t this issue o e a d fo  all, I de ided to eate this P ofile Cheat Sheet to 

highlight the ost o o  istakes i  eati g a p ofile a d hat a  e do e to a oid the . 

Also, take ote that the su title a o e sa s, E e thi g ou NEED TO EXECUTE fo  a 

st o g o li e p ofile.  

Yes, NEED TO EXECUTE i  old a d apital lette s. 

I just a t e phasize e ough ho  ou ust EXECUTE o  APPLY o  IMPLEMENT o  DO 

hate e  is i  this heat sheet e ause if ou do t, the  this guide ill e ai  useless. 

Well, it s all up to ou. 

Let s get sta ted… 

 

 

 

 

 

a. A  effe ti e jo  title is sea ha le - ea i g, lie ts a d sea h e gi es should u de sta d 

hat YOU a e. 

Clie ts – so the  a  fi d a d i te ie  ou 

Sear h E gi es – so the  a  at h ou  p ofiles ith lie ts 

 A o o  istake that e e see  is usi g the te  Vi tual P ofessio al  i stead of 

Vi tual Assista t  i  the jo  title. 

 I u de sta d the easo  a d ea i g ehi d this te , ho e e , WE a e the o l  o es 

The ULTIMATE Profile Cheat Sheet 

E e thi g ou NEED TO EXECUTE fo  a st o g o li e p ofile  

1. Your Job Title 



ho u de sta d it. Clie ts a d sea h e gi es DON T. 

 Do 't elie e e? Let's ask the diffe e t f eela i g platfo s' sea h e gi es. 

 Afte  doi g a  ad a ed sea h fo  Vi tual P ofessio al  i  the jo  title, I got o l  e  

fe  jo s. A d oti e that ost of the lie ts still used Vi tual Assista t  i  thei  jo  posts. 

 These jo s o l  a e up e ause the o d p ofessio al  as also used i  the post. 
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But afte  doi g a  ad a ed sea h fo  Vi tual Assista t  i  the jo  title, I got thousa ds 

of jo s. 

That s o e tha   the oppo tu ities fou d i  ou  p e ious sea h! 

 

 

 

 

Hu staff Tale t still sho s fe  results e ause it’s a relati ely e  platfor .  
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A d ou a  e su e that the lie ts ho posted these jo s a e SPECIFICALLY looki g fo  

Vi tual Assista ts ! 

If ou ha e these ke o ds i  ou  jo  title, ou ha e ette  ha es of getti g at hed 

to o  sea hed  these lie ts. 

 

b. A  effe ti e jo  title at hes atte tio . 

A d I do t ea  usi g fa  o ds su h as oti ated,  e ergeti ,  i o ati e,  et . 

These o ds sou d g eat, ut the  do ot add eal alue to a o e.  

A o e a  lai  that the e oti ated a d all that, ut eall , ho  a  ou p o e that 

o li e? 

 

I stead, highlight ou  ost a keta le skill o  e pe ie e. Do ou ha e 5 ears of ad i  

e perie e? Do ou spe ialize i  Bookkeepi g? Are ou a  e pert i  so ethi g? 

If ou e u su e, hoose o l  ONE skill to highlight. Test it out a d e ai  o siste t i  ou  

e ti e p ofile. 

 

 

 

 

 

The skill set ou hoose i  our profile atters. 

 

2. Skills 

Upwork 



  

 

You do t hoose the  just fo  the sake of ha i g skills  i  ou  p ofile. 

These a e t igge s that f eela i g platfo s' ots use to dete i e if e ough lie ts a e 

looki g fo  ou  skill set o  hethe  the  al ead  ha e too a  f eela e s like ou. 

For those ho ha e had trou les getti g their Up ork profiles appro ed, I’  sure ou 

a  relate.  

Mo eo e , these ots also look at ou  skill sets to at h ith lie ts  sea hes. 

If ou ha e t oti ed et, lie ts a e e ui ed to spe if  skill sets he e e  the  post a 

jo . Take a look at these jo  posts, fo  e a ple: 
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If ou ha e at hi g skills listed, ou ll auto ati all  e a g eat at h fo  this lie t! 

That s h  it s i po ta t to e lea  ith ou  skills a d hat jo s ou a t to att a t. 

If ou ha e ultiple spe ializatio s, hoose o e a d test it out fi st. If it does t o k, 

test the e t o e. 

Fo  those ho a e sa i g, I a  a e ie, I ha e NO SKILLS; I ha e NO EXPERIENCE. 

What should I rite i   profile?” 

Well, that s h  the p ofile eatio  is i  odule  of the oot a p - ou ha e to uild 

ou  skills a d po tfolio o  the fi st  odules. 

Do t ju p ahead to ou  p ofile eatio  a d ush getti g a jo . Chilla , f ie d! It s all a 

p og essio . 

Afte  ou e o pleted the oot a p, ou ould ha e al ead   e a s,  assig e ts, 

a d a out  a keta le skills ou ti g t a s iptio  & data e t . 
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But si e Up o k o l  allo s  skills a d e do t a t to o fuse the lie ts ith 

diffe e t skill i es o  ou  p ofile, a t pi al Vi tual Assista t skill set should look like this:  

 

 

Agai , let e e i d ou that ou  skill sets a  depe di g o  pe so al a kg ou d a d 

p efe e e. 

A d REMEMBER, if ou a t to ha ge ou  fo us, it affe ts ou  ENTIRE p ofile – fo  

e a ple, if ou de ide to ha ge ou  jo  title, ou ust also ha ge skills AND the jo s that 

ou e appl i g to. 

Take ote of the ke o ds the lie ts a e usi g i  thei  jo  posts a d o l  appl  to the 

e a t at hes, fo  ette  ha es of getti g hi ed. 

 

E er thi g ust e CONSISTENT at all ti es. 

 

 

 

 

 

I did t thi k that e d ha e to dis uss this ut se iousl , gu s! 

 

% of the stude ts ho e asked us to e ie  thei  p ofiles eeded to ha ge thei  

p ofile pi tu es. 

 

Liste  he e: Take ou  p ofile pi tu es SERIOUSLY! 

3. Profile Picture 



As f eela e s, e ha e all the f eedo  to o k i  ou  pa aha s,  sho e  o  ot  

he e e  e like, a d so o . 

 

Ho e e , the e a e o l  2 TIMES he ei  e ha e to put so e eal effo t i to looki g 

ou  est: 

 

a. Du i g ideo i te ie s 

We k o  ho  ost of us ea  s a t tops  e e  i d the otto s 😉  du i g 

Sk pe i te ie s. We all ag ee a out the i po ta e of aki g the ight i p essio  

du i g i te ie s – o a gu e ts he e. 

 

. You  p ofile pi tu e 

We all k o  that looki g good i  a  i te ie  is i po ta t, ut ho  ould 

lie ts e e  i ite ou to a  i te ie  if ou  p ofile does t attra t the ? 

 

I a t elie e ho  ofte  this pa t gets ig o ed. Belie e e, I e e ie ed 

diffe e t p ofiles e e  da , a d ost stude ts just upload pi tu es fo  the sake of ha i g 

a p ofile pi tu e. 

I e said this a ouple of ti es ut agai , let e i d ou gu s, this ISN T so ial 

edia! This is our jo  profile here pote tial lie ts a  see ou. 

 

Gi e ou  % to look ou  p ettiest, ost ha dso e, s a test, ost 

p ofessio al, ou  BESTEST self i  ou  pi tu e. 

 

A d let e tell ou, e e  p ofessio al photog aphe s do t get that pe fe t shot 

i  the fi st take. 

 

But o e ou get that o e pe fe t shot, ou a  keep usi g that pi tu e i  

diffe e t f eela i g platfo s. 

 

 



Take a look at these professio al photos I fou d: 

 

 

Ho  does your profile pi ture o pare to these pi tures? 

 

If ou ha e to o k ith a p ofessio al photog aphe , go ahead! I ea , It’s o l  

o e pi torial, gu s. A d ou a  keep re-usi g the pi ture. 

 

Take Jaso s p ofile pi , fo  e a ple. He sought help f o  a p ofessio al 

photog aphe  to fi d his est a gle, et .  If ou a  fi d so eo e ho spe ializes i  

p ofessio al headshots,  that ould e e elle t!  

 

She ade hi  a t atu all , laugh at jokes, goof a ou d, t  diffe e t poses 

SEVERAL ti es just to get his est shot. 

 

She got so e ad shots, ut these ade the fi al ut: 

 



             You get the poi t - put so e se ious effo t i  ou  p ofile pi tu es! 

 

If ou ha e to d ess up, ea  akeup a d see a p ofessio al photog aphe , go 

ahead! All the effo t ill e o th it. 

 

Co pare the a o e photos to these: 

 

           See the diffe e es i  the a gles a d the lighti g? 

 

O e othe  thi g, al a s take i to o side atio  that fo  Up o k, p ofile pi tu es 

a e opped ou d. Re e e  to s ale ou  photos p ope l . 

 

A o o  istake I see is ha i g thei  photos opped too losel  a ou d thei  

fa es like these: 

 

 

 



Se iousl , gu s, at least ha e so e shoulders i  our profile pi tures. Zoo  out, 

d ag a ou d, a d epositio  ou  i ages to look like these: 

 

  

 

See the differe e? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

As a  appli a t, do ou like readi g this ki d of jo  post? 

 

 

A d ho estl , ould ou ead e e  si gle li e, e e  si gle detail of the jo  des iptio ? 

 

The e a e thousa ds of diffe e t jo s out the e, a d ou a e t i g to appl  to hate e  

est suits ou  skill set. So, I  su e ou ll just s a  th ough lo g, o d  jo  posts like this o  just 

skip the  altogethe . 

 

Clie ts feel the sa e a , too. 

4. Overview 



 

The  o l  WANT a f eela e  ho a  sol e thei  usi ess eeds. 

 

Afte  o si g th ough lots of p ofiles, lo g a d u eada le O e ie  that looks like the 

jo  post a o e ill eithe  e skipped o  s a ed. 

 

Ho e e , e e  though this has ee  dis ussed i  the VA Boot a p, I still see O e ie s 

like this f o  stude ts. So, if ou e o de i g h  o o e has oti ed ou  p ofile et, t  

thi ki g a out the jo  post a o e. Would ou oti e that post? Read e e  si gle li e? 

Most ould t. 

 

So agai , keep ou  O e ie  ief a d o ise. B eak ou  se te es i  to s alle  

pa ag aphs a i u   se te es . 

 

Highlight ou  est a keta le ualit  i  the fi st se te e o  pa ag aph  a d talk a out 

ho  ou a  sol e the lie t's eeds IMMEDIATELY. No FLUFFS. 

 

No talki g a out hat YOU e jo  doi g du i g ou  past ti e, ot a out hat YOU a t 

to lea , o u elated deg ees, ot e e  a out ho  the oppo tu it  ight help YOU g o . 

 

He e s the ha sh t uth: pote tial lie ts do ’t are a out ou, the  o l  are a out 

the sel es. 

 

I stead of talki g a out ou self, ou  i te tio s a d passio , talk a out ho  YOU a  

help the  ith thei  usi ess eeds. 

 

Re e e , hate e  ou sa  he e MUST e o siste t ith hat ou rote o  our 

jo  title. 

 

A d hate e  state e t ou ake, ALWAYS o e t the  to ou  lie t s eeds. 



E a ples: 

I a  a Vi tual Assista t. 

Ho  a  ou help ith o li e usi esses? Wh  should the  pa  ou?  

I ha e  ea s of e pe ie e i  the all e te . 

Ho  a  THAT help our lie t? Wh  should he/she pa  ou?  

I a  a e ie. 

Do ou thi k lie ts reall  eed to k o  that?  

I lo e lea i g so u h that I paid $  fo  the VA Boot a p. 

Seriousl , lie ts do ’t are hat ou lo e or ho  u h ou spe t. Wh  do ’t ou tell 

the  hat ou lear ed, hat ou a  do, a d [agai !] ho  ou a  help the ?  

 

Jaso s al ead  posted  ase studies i  ou  FB g oup a out ho  he hi es f eela e s. If 

ou e ee  follo i g that, ou should al ead  k o  hat lie ts look fo  i  p ofiles. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

You  assig e ts e e eated to e su e that ou ll ha e de e t po tfolio ite s afte  

o pleti g the ou se. 

 

This is hat a professio al VA portfolio should look like: 
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So, i agi e the horror he  I’ e see  so e that looked like this: 
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As a f eela e , I ould a e a lot of thi gs that a e o g ith this po tfolio. But as a 

lie t, I do t eed a i ute to o lude that: 

 

a. This freela er is slopp , disorga ized, a d does ’t are a out a thi g. 

. This freela er does ’t k o  ho  to lur, s ree shot, or properl  for at resear h 

papers. 

. I DON’T a t to ork ith this freela er. 

 

Ca  ou la e the lie t fo  these o lusio s? Ho estl , gu s, I  uite su p ised to 

see these po tfolio ite s f o  eal stude ts, a d it s eall  ala i g. 

 

PLEASE do t take ou  po tfolio lightl . DON T take ANY pa t of ou  p ofile lightl . 

 

This is here pote tial lie ts ill look. This is here other freela ers ill eat ou 

at. This is ’t the ti e to e edio re. 

 

Do t ush ou  po tfolio, ead the heat sheet fo  fo atti g a d p ope  s ee shotti g 

guides Do t take pi tu es of ou  o pute  s ee s, PLEASE! . 

 

La el ou  po tfolio ite s o e tl  a d des i e hat ou e do e p ope l . If ou ha e 

a  uestio s, ask us i  the Stude ts-O l  FB g oup. You ha e all the tools a d esou es 

a aila le, ut it is all up to ou ho  to use the . 

 

 

 

 

 

 

 

 



 

 

 

If ou lai  to spe ialize o  to e a  e pe t i  a e tai  field, a k this lai  up  taki g 

the f eela i g platfo s  skills test. 

 

A d si e Up o k follo s pe e tile a ki g i  thei  tests, e e e  that ou  a tual 

s o e does t atte . I stead, ou ust get at least a  a o e a e age  o  s o e o e tha  

MOST people taki g the test.  

 

E e  if ou s o ed a .  out of .  sa , i  the E glish Spelli g test , it s possi le to get a 

Belo  A e age  ati g e ause ost people s o e a .  i  this test. The efo e, ou should t 

displa  this esult o  ou  p ofile. 

 

Getti g a  A o e A e age  ati g is OK ut if ou a  get Top % , Top %  o  st 

Pla e , that ould e g eat. 

 

A d if ou paid atte tio  p ope l  i  ou  I te et Resea h odule, this should t e too 

ha d to a hie e. =  
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That s all folks! 

Befo e I go, he e s a ha d  he klist that ou ould use to e aluate ou  p ofile: 

 

 

Hope that helps! 😊 
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