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Introduction

As an internet marketer it’s very tempting to try and do everything
yourself. This is especially so in the early days when funds are tight and
you simply don’t have the money to pay someone else to do stuff for
you.

But it’s easy for the workload from your internet business to
completely spiral out of control…

Writing articles, writing ebooks, answering customer emails, making blog
posts, writing on forums, creating sales letters, graphics…. Doing all of
these things takes up a considerable amount of time and effort; not to
mention skill!

Before you know where you are, you’re working 12 hour days and you
are spending FAR more time working in front of the computer than you
EVER did as an employee.

… and you thought starting an online business was the key to a better
lifestyle, eh?
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Well it IS – but as your business grows you need to realize (and FAST)
that you simply can’t do everything yourself.

Just look at some of the biggest and most successful companies in the
world. Do you think Richard Branson (founder of the Virgin Group) built
his business by doing everything himself?

Of course not! He realized very early on that in order to grow his
business he needed to employ people to do lots of the day-to-day stuff.

The same is true of the top internet marketers. People like Lee McIntyre
or John Thornhill hire people all the time to do work for them.

If they didn’t do this then their businesses wouldn’t be anywhere near as
successful as they are.

It’s actually a false economy to do everything yourself.

When you think about it, not every task in your business is equal. When
you look at what makes up most of the income from your online
business you’ll find that the majority of it comes from certain things….
Things like sending out emails to your list. Creating and selling products.
Putting out special promotions. Etc.

Then there are tasks like answering customer emails, bookmarking,
driving traffic to your websites etc., which are ALL essential things, but
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they aren’t what directly brings in your income or enables you to grow
your business.

Once your business reaches a certain size you could easily end up
spending 5 hours a day JUST answering customer emails.
Of course you can’t let customer emails go unanswered BUT it would
maybe make far more sense to outsource it to someone else.

I wouldn’t necessarily recommend outsourcing ALL your customer
support btw. Some of it might need to come from you but things like
TECHNICAL support etc could definitely be outsourced to a virtual
assistant.

If you spend your days JUST doing things like this then it doesn’t leave
any time to grow your business. Things are going to remain pretty static
and it just doesn’t make sound business sense.

There’s something else that comes into play too…

We’re all good at certain things and BAD at others.

For example, I’m good at writing a sales page and I can do it pretty
quickly, but creating graphics for my websites?

Whilst I CAN do it, the results of my work are never that good and it
takes me an AGE to complete.
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If you’re not particularly good at something (or you just don’t like doing
it) then completing that task will take you forever.

What do you think makes better business sense – for me to spend an
entire day creating average looking website graphics or for me to spend
say $100 and pay a professional graphics designer to do it for me?

The latter, of course! While doing it myself would save $100, I would be
wasting an entire day of my life that could be much better spent doing
something that actively makes me some money and grows my business.

I do understand of course that in the early days money is usually tight.
When you first start your online business you probably WON’T have the
money to spend on outsourcing lots of tasks…

But as soon as you DO have the money to outsource some things then I
highly recommend that you do so.

That’s all I am saying – and in this report I’m going to show you how to
do the whole outsourcing “thing.”

The beauty of the internet is that it’s pretty easy to find outsource
workers (providing you know where to look).

I’m going to show you how to find them and (just as importantly) how to
get them to do what you want. Let’s get into it…
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Which tasks should I outsource?

Of course you can’t outsource everything in your business.

I’ve just touched a little on this but I’m going to outline a couple of other
things because I think it’s important.

Certain things really need to come from YOU because you need to stamp
your ‘brand’ on them. This might include things such as emails to your
list, blog posts on your personal blog, etc.

If you’re building ‘your brand’ you will develop a style that is instantly
recognisable to your customers. This is very difficult for an outsourcer to
replicate because it doesn’t matter how good they are, they can never
‘be you.’

But a blog post on one of your niche, more generic blogs? That could
definitely be outsourced!

You can of course take the work of an outsourcer and adapt it to suit
your own style. This is something I do all the time and it works a treat.
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Some commonly outsourced tasks are:
 Writing
 Article submission
 Keyword research
 Graphics
 Backlinking
 Admin
 Form submission
 Technical support
 Bookmarking
 Backlinking
 Blog commenting

Etc

In truth, you can outsource most things in your business in some way or
another.

The thing to ask yourself is “does it make more business sense to
outsource this task or do it myself?”

You need to factor in the time and effort it would take you to complete v
the cost to outsource.
If it makes better business sense to outsource it AND you can afford to
do so, then outsource it. It’s as simple as that really…
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Outsourcing choices
When it comes to outsourcing, you have three main choices or options:

1. You could hire somebody to work with you permanently, on a
full-time or part-time basis. This could be somebody who
physically comes into your office or with whom you meet up with
on a regular basis.

2. You could hire a virtual assistant – somebody who does a specific
task for you every week, month or whatever – but they aren’t
somebody you meet up with face to face.

3. You could outsource your work to people on a piece-by-piece or
‘as needed’ basis.

The latter is how most people get started with outsourcing. Business
circumstances often dictate that it is better to hire someone only when
needed – but that doesn’t mean you shouldn’t consider hiring a virtual
assistant or permanent worker. There is much to be said for somebody
who works with you over the long term. Over time they will understand
your way of working, what you want etc and that can result in a better
quality of work and flow. It’s also much easier than continually repeating
instructions to different people every other week…
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Where do I find outsource workers?

Outsource workers are easy to find BUT you also have to realise that
there is a vast difference between the standards of different workers.

Some outsource workers are very cheap and do an incredibly good job.

Others meanwhile are pretty poor and you could end up spending more
time and effort EDITING their work than you would of done if you’d
done it yourself from the beginning.

So it’s important that you choose GOOD people to do your work.

We’ll cover how to do this in the next few chapters, but first let’s have a
look at some of the places you can find outsource workers…

Forums

One of my favourite ways of finding freelance workers is to advertise on
Internet Forums.
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One of the best (in my opinion) is the Warrior Forum
(http://www.warriorforum.com)

First of all, go to the Warriors For Hire section (direct linkhttp://www.warriorforum.com/warriors-hire/ )

Here you will find lots of freelance workers offering their services:

The great thing about this is that you can see reviews from other
members who have used those particular workers services.

If you spend a little time looking, it’s possible to find excellent workers
who are also extremely cheap. Lots of people use places such as the
Warrior forum to get established as freelancers and build up a portfolio,
so it’s possible to take advantage of this and hire people at excellent
rates.
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Sticking with the Warrior Forum, there is also the ‘Wanted – Members
Looking To Hire You’ section. (http://www.warriorforum.com/wantedmembers-looking-hire-you/)

Here you can post a job and then people will come to you!

It costs $5 to post your job but it’s well worth it…

Last time I did this I had 10 applicants in the first 24 hrs and selected
someone to do the job pretty much straight away.

The great thing about doing this is that they do all the hard work. You
simply post an outline of the work and then people come to you and
explain what they think they could do with it, the experience they have
that is relevant to the job etc.
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Outsouring sites

One of the most popular ways of finding freelance outsource workers is
by using one of the specialist websites which exist to help you do just
that…

Freelancer - http://www.freelancer.com/

PeoplePerHour – http://www.peopleperhour.com
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Elance – http://www.elance.com

On these sites you can either advertise your job and let people apply –
or you can browse through the registered freelancers and choose one
from there.

If you’re looking to hire full-time freelancers on a more permanent basis,
you might want to look at the many services which specialise in this
area.

Two such sites are http://www.virtualemployee.com
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and http://www.agentsofvalue.com

Word of mouth

In my experience, one of the best ways of finding outsource workers is
via word of mouth.

Ask your colleagues and business associates who they use and who they
would recommend. Most people will only be too happy to tell you – and
after all, what better way to be assured of the quality of a worker than
by gaining a personal recommendation from someone you know and
trust?
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Finding candidates
The first stage of finding an outsource worker is to actually find some
candidates. From there, we can then select the person who we believe
to be best suited to the job…

You have a few options here.

Let’s say you needed to find someone to build you a Wordpress blog.

You’re operating in the golf niche and you need them to develop a
completely unique blog design that fits in with the niche.

So, we decide to head to http://www.freelancer.com

The first option is to look at freelancers who are registered on the site
and have the particular skills we are looking for.

Click on “Find Freelancers” on the menu bar at the top and you will be
presented with a page where you can search the directory of people
registered on Freelancer.com
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Use the filter to select your category and then narrow it down to their
specific skills. So in the case of this particular job you would choose
“Websites, IT & Software” and then “Wordpress.”
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As you can see, you are then presented a list of all freelancers who
match your search criteria.

Click on the person, and you can find out more details about them:

This is great because you can see all the main things you would want to
know:
 Price
 Feedback from previous clients
 Specific skills and experience
 Portfolio
 Etc
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Your other option is to post your job on the site and then let people
come to you.

Click on “Post Project” on the menu bar at the top.

You will then see a form where you enter details about your specific
project to be posted onto the site:

Once you have completed everything, your project will go onto the
website for other people to bid on.

Essentially, it’s a job advert – and it’s probably the easiest way of finding
the people who most want to do your work.
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There are some points to mention here…

You need to make sure that your post outlines specifically what you are
looking for. If your project description is vague and lacking in detail,
chances are you’ll get applicants from the wrong sort of people…

Remember – people aren’t mind readers! They don’t know what you
are looking – you have got to tell them.

No matter where you are posting it, your advert/job description should
answer questions such as:

 What exactly do you want as the end result?
 What help and guidelines will you provide them with?
 When do you need the work completed by?
 How much are you looking to spend?
 Are you looking for specific skills, experience or expertise?
 Is this a one-time job or is there the potential for ongoing work?

Let's look at each of these in turn…

1. Outlining exactly what you want is SO important – and you need
to be as clear as possible. Use simple, easy to understand
language, and don’t leave anything to the imagination. Include as
much detail as you can about the job and always be clear, concise
and unambiguous.
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If you were looking to hire an article writer for example, tell them
things such as how many articles you require, the required word
count for each article, keyword density, style of writing (formal,
informal, North Emerican English or UK English etc), and what the
articles are intended to be used for (important). If you were hiring
a graphics designer to design you a mini-site, let them know basics
such as the title of your product, the subheading, any specific
images or image-types you want incorporated into the graphics,
specific colours or fonts you would like to be used, etc.

If you’re not sure how to word your job then just have a look at
how other people do it. It’s a great way of learning for sure.

2. The more help you can provide your freelancer with, the better.
For example if you are hiring someone to write articles for you
then you will most definitely need to provide a list of article titles
and keywords. If you were hiring a graphics designer, you might
want to provide some examples of the kind of work you are
looking for. You could grab the examples from the web – just tell
them that you’re looking for something along these lines (but
obviously not a copy).

3. Be clear from the start what your deadline is. It always helps if this
is achievable and realistic too.
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In addition, checkpoints dates can help to keep your project
ticking along nicely and are especially important if it’s an ongoing
or long-term project. Reviewing progress regularly can help things
to stay on track and mean that you can address problems before
they become too serious.

4. Be clear about how much you’re looking to spend. Someone could
be the ideal candidate, but if they fall completely out of your
budget then it’s a complete waste of time them applying – both
for them and for you.

5. It is important to find someone who has the range of skills and
experience you are looking for, so make sure you outline it
upfront. If you’re looking for someone to write a review of a
specific mobile phone, you might make it a condition that the
person must actually own that particular model of mobile phone,
for example. If you want articles written about how to set up a
plant nursery, you would want to find someone who has either
done it or whom has experience of gardening. (Hopefully you get
the idea )

6. Remember that the promise of future work is always attractive to
a freelancer and it can sometimes result in lower bids because
they then become more keen to work on the project.
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Assessing candidates

As we touched on earlier on in the report, the quality of work you get
back from workers varies massively…

I once hired a freelance writer to write some articles for me and the
articles I got back were SO poor quality (and poorly researched too) that
I had to spend almost an entire DAY rewriting everything.

Kind of defeats the object of outsourcing, I’m sure you’ll agree…

Which is why it is important to choose your workers carefully.

If you ran an offline business and you were hiring people to work in your
company, would you take them on without finding out hardly anything
about them or seeing what they can actually do?

Of course not! That would be crazy…. And yet that’s just what many
people do when it comes to hiring people online.
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I don’t know why this is - but just because you are hiring someone
virtually many people simply don’t bother to do the relevant checks.

As I say, I have been guilty of this in the past too but today I always make
sure I check someone out thoroughly before hiring them to do the job
for me.

Of course, there is STILL no guarantee that someone will be reliable and
do a good standard of work, but you can definitely minimize your
chances of hiring a poor worker by doing some simple things…

Don’t always go for the cheapest

This doesn’t always apply – and I have come across many workers who
are both cheap AND good – but in general the saying “you get what you
pay for” often IS true…

If you’re looking to hire a writer let’s say, can someone who charges
$0.75 per 100 be expected to produce a decent standard of work?

Of course they might be charging this as a special offer to get you
‘through the door’ but often it’s just because they aren’t very good!

An unusually low price is often a warning sign – but you can’t know for
sure until you dig a little deeper…
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Look at the person’s experience, knowledge and qualifications

Let’s say that you were looking to hire a writer to write you some articles
on the subject of “gardening.”

Obviously in this case it would be handy to use someone who has some
knowledge and/or previous experience of writing on this subject.

Someone can be a great writer – but this alone isn’t enough if they don’t
know much about the subject. A piece of writing can be grammatically
correct, but if it contains poorly researched information then it will STILL
be a poor piece of writing!

So it’s important to consider the person’s previous experience,
knowledge and qualifications.

Again, if it was writing, are they a native English speaker? Do they have
any qualifications in writing?

If you were looking to hire a graphics designer, do they have previous
experience and/or qualifications in graphics design? What programs are
they comfortable using?

Of course most of this is pretty obvious and I’m sure you get the idea.
That doesn’t mean that none of this stuff is important though. As I’ve
already said, too many people just don’t make the effort to find out.
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Look at examples of their previous work

For me this is one of the biggest indicators of how good someone is.

You should ALWAYS take a look at examples of previous work someone
has completed. That way, you can get a feel for the type of work they
produce and whether it is a good fit with what you had in mind.

Someone can be good but not ideally suited to what you want
producing.

Get feedback from their previous clients

Another one of the most important things to look at is feedback from
previous clients.

Somebody can produce an excellent standard of work – but if they are
unreliable and it takes them 3 weeks to complete a small task then you
might want to think again about hiring them.

If you can, try to get recent feedback too. Somebody might have been
good a year ago, but for all you know things might have gone downhill
since then.

If the reviews are anything like below, you should be able to hire them
with reasonable confidence:
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How much will they charge and when can they complete the work for?

Obviously this is essential information to find out – but don’t take any
standard information for granted…

I once hired a freelancer who stated on his website that he could
complete work within 7 days.

This suited me fine and I proceeded without asking any questions.
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Then a week passed and I still hadn’t heard anything, so I got in touch
and he explained that he was exceptionally busy at the moment and
thus work was taking 3 weeks to complete.

Of course he should have told me this upfront (and I should have asked)
but as I say you shouldn’t always take information stated on websites or
adverts as the gospel truth. Always find out the current situation at the
present moment in time!

Weigh everything up and select the person

There is no such thing as a ‘perfect’ worker – and each candidate will
most likely have both pros and cons…

So – you need to weigh everything up and make a decision.

Someone might be the perfect candidate – produce amazing work, be
highly knowledgeable and have great feedback – but if the price they
want to charge is double that of anyone else, you might still decide to
choose someone else.

Look at each factor in turn and then decide which worker overall seems
to be the most suitable/best value for money.
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Outsourcing mistakes
As with anything in life, people make mistakes when it comes to
outsourcing. Of course, the more you do it, the more you learn. But it’s
always helpful to know some of the pitfalls right from the start so that
you can avoid them…

Mistake 1 - Expecting outsource workers to ‘be you’ – to work to the
same standard, with the same style and at the same speed.

The truth is that nobody can ever ‘be you.’ Different people have
different working styles and work to different paces – and when you are
outsourcing work you always need to remember that.

I’ve been guilty of this myself in the past. When I first started
outsourcing some of my work, one of the first projects I outsourced was
ghostwriting an eBook.

Now the work I got back from the writer was pretty good and it was well
researched, yet I didn’t feel comfortable with it because I knew that
even though it was good information, if I was writing it myself I would
have put slightly different things into it and I would have written it in a
different style.

Because of this I thought it was somehow inferior – but I quickly realised
that it wasn’t inferior, it was just different and therefore equally as good.
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I showed it to my friend (who was far more experienced at outsourcing
things than myself) and he said that I would be hard pressed to find a
better writer.

So this whole experience changed my view of outsourcing and I quickly
realised that you can’t expect somebody else to be ‘you.’ You can only
choose a good worker and then guide them towards producing what you
want them to produce. It will always be slightly different than if you did
it yourself, but if you choose wisely it will still be good work.

Also, don’t expect too much from the other person. Just because you’re
highly knowledgeable about a specific thing doesn’t mean that someone
else will be. Never expect somebody to know something just because
you do!

Mistake 2 – Assuming that a higher price always means a better
standard of work

Whilst I agree that you often ‘get what you pay for’ in life, it doesn’t
ALWAYS apply.

There are freelancers out there who are truly excellent at what they do,
yet can do work for you very cheaply. Sometimes a location can be a
factor here. A top quality worker from India will generally be willing to
work for substantially less than a good quality worker from the UK.
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Equally, some people charge high prices and yet are extremely poor
and/or unreliable.

Mistake 3 – Outsourcing things that really shouldn’t be outsourced

I’ve mentioned previously that most things in internet marketing can be
outsourced to some degree – but you definitely can’t outsource
everything.

As an example, I have my own blog which talks about my experiences as
an internet marketer – and I very much have my own style and way of
communicating to my readers.

I would never DREAM of outsourcing these blog posts because the posts
are ME. Nobody else would ever be able to write them – or if they could
I would have to spend an hour or so dictating my experiences to them,
so it would be easier to just write it myself anyway!
On the other hand, I wouldn’t think twice about outsourcing some of my
niche blog posts because they most definitely DON’T need to come from
me. It’s generic content and something that anybody with an internet
connection could research and then write about.

Can you see the difference?
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It’s the same with some of my eBooks. I outsource the creation of most
of my niche products, but stuff which teaches my own internet
marketing techniques really needs to be written by myself.

Mistake 4 – Not thoroughly checking through the completed work

This one is a biggie – and especially so when it comes to outsourcing any
kind of writing.

So – your freelance writer comes back with a wonderful piece of writing
and you quickly congratulate them on a job well done.

Or is it? You might want to have a read through it first to check for
embarrassing grammatical errors, spelling mistakes and incorrect
information.

Even more seriously, you definitely want to check that what you are
reading is completely unique content and that it hasn’t been plagiarized
and pasted from another source.

Believe you me, I’ve seen this happen!

It’s a good idea to run the writing they send back to you through
something like Copyscape. Or – you could simply copy and paste a
section of the text into Google and see if anything comes back.
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Mistake 5 – Not treating good freelancers with respect
Good freelancers should be treated like gold dust. Once you’ve found a
good freelancer, you definitely want to try and hold on to them for as
long as you need them – so always treat people with respect and
understanding.

From the freelancers point of view, if someone is always pleasant,
courteous and pays them on time then they aren’t going to have a
problem with working for them again. From your point of view, a happy
freelancer is likely to produce a better standard of work and put in more
effort.
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Conclusion
If you want to grow your business and increase your profits then sooner
or later you will need to outsource.

Remember that you can’t do everything yourself – and you never should
try to do everything yourself.

Outsourcing can free up your time to concentrate on the important
things in your business. It also allows you to utilise the skills and
expertise of other people that you may not have yourself.

Remember that if you’re not very good at something it will take you a
long time to figure it out and complete it, and you probably won’t make
a very good job of it.

Outsource tasks where it makes good business sense to do so and then
find the right person for the job using the methods we have outlined.

I hope that you have learned some things in this report and that it has
encouraged you to outsource.

I wish you the best of luck with your business.
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