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         Visit our How To website at www.howto.co.uk 
         
 
         At www.howto.co.uk you can engage in conversation with our authors – all of whom have ‘been there and done that’ in their specialist fields. You can get access to special offers and additional content but most importantly you will be able to engage with, and become a part of, a wide and growing community of people just like yourself.
 
         At www.howto.co.uk you’ll be able to talk and share tips with people who have similar interests and are facing similar challenges in their lives. People who, just like you, have the desire to change their lives for the better – be it through moving to a new country, starting a new business, growing their own vegetables, or writing a novel.
 
         At www.howto.co.uk you’ll find the support and encouragement you need to help make your aspirations a reality.
 
         You can go direct to www.how-to-succeed-as-a-freelancer-in-publishing.co.uk which is part of the main How To site.
         
 
         How To Books strives to present authentic, inspiring, practical information in their books. Now, when you buy a title from How To Books, you get even more than just words on a page.
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            INTRODUCTION

         
 
         Working on what you want, when you want. Determining your own salary, and setting your own goals. Sleeping late, and taking holidays when you fancy. Ah, freelancing …
 
         But hang on, what about finding clients? How much do you charge? How do you market yourself? How do you decide which services to offer? What on earth are you supposed to do with a tax return?!
 
         Welcome to the world of freelancing. It’s a career choice that ultimately brings you freedom, flexibility, challenge and many opportunities for development, but there’s a lot to learn along the way. And sometimes all the stuff you have to contend with in running your freelancing business can be pretty daunting and stressful – especially when it seems there’s no one to turn to for support.
 
         But don’t worry – here’s a book that takes you through everything you need to know not only to go freelance, but also to thrive in your career choice.
 
         WHAT’S THIS BOOK ABOUT?
 
         This book aims to guide you through everything you need to know in order to set up and run a successful freelancing business in publishing.
 
         But what do we mean by ‘success’, by ‘freelancing’, and by ‘publishing’ exactly? These terms are all ambiguous. Here’s how we’ve defined them for the purposes of this book: 
         
 
         
            □ Freelancer: By this we mean someone who’s self-employed and works for clients. We aren’t talking about contractors (people who move from contract to contract with different companies), but someone who has several clients. Most freelancers will work at least part of the time from home. (For more on the definition of a freelancer, see Chapter 2.)
            
 
            □ Publishing: When we say publishing we mean the UK book publishing industry. A lot of our advice may well also apply to online publishing, magazine publishing, newspaper publishing, and so on, and to book publishing in other countries, but here our focus is UK book publishing because that’s the industry we work in and know well.
            
 
            □ Success: Success is really a personal thing, and only you can decide what your goals are, but in writing this book our core definition for success has been making a decent living. After all, however great your client or project list, if you’re struggling to make ends meet on your income, can you really consider freelancing to be a successful career move?
            

         
 
         WHO’S THIS BOOK FOR?
 
         This book is for both wannabe freelancers and existing ones in the publishing industry. It’s for anyone who wants to know more about how freelancing works, and how you build a successful career as a freelancer.
 
         You may be:
 
         
            
               □ a freelancer who wants to build their business
 
               □ a professional who’s looking to change career
 
               □ a retired person looking for a part-time income
 
               □ a student or recent graduate planning your career
 
               □ working in-house for a publisher, and considering going freelance.

            

         
 
          
         The beauty of freelancing is that it offers a flexible career choice for a range of people from a range of backgrounds and at differing stages in their careers. This book offers crucial advice and information for anyone who’s serious about succeeding as a freelancer.
 
         WHY DID WE WRITE THIS BOOK?
 
         This is the first book on the market that’s written for freelancers, by freelancers, that offers a comprehensive guide to setting up and running a thriving freelance business in whichever area of publishing you work – from editorial to design and marketing.
 
         Oh, how we wished a book like this had existed when we went freelance! And we soon discovered we weren’t the only freelancers to be frustrated by the lack of information available, especially on freelancing within the publishing industry. So we decided to write a simple, accessible, practical guide to plug this gap in the market and to share the experience we’ve built over our years of freelancing.
 
         Our main aim in writing this book has been to dispel the ‘starving artist’ myth that’s been pervasive for so many years – that if you’re a creative type like a writer, illustrator or designer, you’re destined for a life of poverty if you follow your dream and use your gifts. We disagree. The writer subsisting on bread and water while scribbling away in a freezing garret belongs only in the pages of romantic historical fiction. With a little know-how, a good dose of business nous, and a lot of hard graft, there’s no reason why you can’t make good money as a freelancer.
 
         WHO ARE THE AUTHORS?
 
         Charlie
 
         Books have always been my passion. I was one of those children who was always labouring over poems and stories, who always had her nose in a book, who lived in a world of dragons and big friendly giants, and worlds through wardrobes and pint-sized detectives. All these years later, the stories have changed, but the voracious appetite for literature and writing remains.
         
 
         I left university as so many students do: utterly clueless about the world of work and what direction I should take. I had the dream of being an author, but knew this wasn’t something I intended to pursue as a career; with a sensible head on my shoulders, I knew writing my own books would be something I’d do alongside a job. But what job?
 
         Over the next few years I worked my way through different editorial positions. I started out in PR, then moved to a publishing house, and finally to a charity. In each role I loved the writing, editing, and proofreading work, but there was always something missing for me – challenge, freedom, the choice to focus purely on the work I loved. And I discovered the office environment didn’t suit me at all. I felt stifled, bored, and frustrated by the politics and stagnancy and negativity I felt were all around.
 
         Finally, an idea emerged: why not do the work I wanted, but for myself, from home? At first, the idea was ridiculous, terrifying. Was I experienced enough? How on earth did freelancing work? What if I failed terribly and ended up broke and jobless?
 
         Over time, I sat with the idea and it gathered momentum. I read books on self-employment and business. I talked to existing freelancers. I began considering possible business names and marketing strategies and people I could approach for work. Eventually, my doubts receded and I decided I had little to lose. If I tried and failed, I’d simply go out and get another job. 
         
 
         And so, on a cold, dreary January morning, from a corner of the living room of my little flat, I launched Perfectly Write – a business that offered marketing copywriting, copy-editing, and proofreading services. For the following months I worked very hard at building a client base. I set up a website, realized it was rubbish, then set up another, better one. I attended all manner of networking events, and spent countless hours spreading the word of my services online. I went to business training courses, and joined a local creative industries group. And I sent hundreds of letters to publishers, marketing companies, and charities promoting my services.
 
         The first year of business was the hardest, and I took on pretty much anything I was offered in my determination to gain experience, a decent client list, and enough money to make freelancing a viable long-term career choice. But soon my emerging reputation, my growing experience, and my relentless marketing activities paid off. I began building a large, varied client list, working on bigger, more exciting projects, and taking satisfaction in my rising bank balance.
 
         All those years ago, when I first went freelance, I never imagined I would have the successful business I run today. In fact, in going freelance I had made the decision to choose enjoyment in my career over ambition. I had reconciled myself to the idea that I would hopefully earn enough to get by with this job, but realistically, I’d probably make less than I had in my in-house positions. What I hadn’t expected was that, for a freelancer, the sky’s the limit. If you’re determined and focused and business-minded, you can carve an exciting, fulfilling, prosperous career all on your own. For me, nothing beats freelancing – the challenge, the variety, the freedom. I dreamed of a life where I could write and edit for a living, on my terms, in my home, and I made that dream a reality. To quote ‘Invictus’, ‘I am the master of my fate.’ 
         
 
         Emma
 
         Like Charlie, I always had my head in a book, and spent my childhood years reading and writing at every given opportunity. Following my English degree, I had the choice of three paths to follow: become an English teacher; do a PhD; or try my hand at writing full-time with a view to winning the Nobel Prize for Literature. Needless to say, I chose none of these paths, and ended up doing a postgraduate course in Business and IT, which led to almost a decade working in the financial world.
 
         They say most of us never follow our true calling in life and I was no exception. Although I knew I wanted to work on books for a living, I simply didn’t have the courage to leave the security of my banking role. After all, I was earning lots, lived in a nice place, and could afford decent holidays. Many people would have been perfectly happy to be in my position. But several incidents (and turning 30!) proved to me that I either needed to get out or resign myself to a life of office drudgery. By a strange twist of fate, an author friend of mine asked me to help him out with his manuscript, which I ended up editing and rewriting – and I totally fell in love with the process. Banking versus working on books? No contest.
 
         Knowing that the life of the self-employed didn’t guarantee a nice pay cheque at the end of each month, I saved up for a year before I totally threw in the towel. During this time, I signed myself up for every publishing event I could find, subscribed to trade publications, did a few courses, and joined publishing societies. If I was going to make such a dramatic switch in industries, then I needed to know everything there was to know about my next career move. When I felt a bit more confident that I wouldn’t starve or be forced to live on the streets by entering into the world of freelancing, I made a very scary choice and walked away from a highly paid executive position in investment banking. It was the best move I ever made.
         
 
         The first year of any new business is always the hardest, and like Charlie I struggled in the beginning to get enough work in to keep my head above water. My savings came in pretty handy that first year! However, I knew that if I kept at it, my luck would change, and slowly but surely projects started to come my way. I took on mainly editing, proofreading, and copywriting work in the beginning. Although my dream was to become a fully fledged author in my own right, I didn’t have the confidence to put myself out there and market myself as a ‘brilliant new writer’. However, when I tried my hand at ghostwriting I realized how much I enjoyed it. Meeting new people from all walks of life, researching and learning about different subjects, the travel involved – what’s not to like? So, I gradually started to take on more ghosting projects, continuing the editing work but keeping it more as a sideline.
 
         Often, people are fascinated/repelled by ghostwriters, believing they’re merely puppets who are hired by celebrities to write books that they’re too lazy or stupid to write themselves. However, as I found out, ghostwriting is an extremely tough job, and it’s no coincidence that there aren’t that many of us out there. It’s one of those jobs that you have to absolutely love, as it’s as frustrating as it is fascinating.
 
         Through my ghostwriting and copywriting endeavours, I have managed to build enough of a reputation to write books of my own. It feels fantastic to finally be an author, but do I plan on leaving the ghostwriting and editing projects behind? Absolutely not. The joy of freelancing is the variety and freedom it brings, and I would never give that up (well, unless I won the Nobel Prize, of course …!). 
         
 
         HOW DO I USE THIS BOOK?
 
         However you like! You can read the book cover to cover, skip to the sections that most apply to you, or dip in and out of it as and when you need guidance.
 
         Here’s a rough guide to help you navigate the contents:
 
         
            □ Chapter 1 helps you to think carefully before going freelance about whether this style of work will suit you.
 
            □ Chapters 2 to 4 deal with the nitty gritty of setting up and running your business, covering legal, financial, administrative and practical concerns.
 
            □ Chapters 5 and 6 help you bring in work through different types of marketing activities.
 
            □ Chapters 7 and 8 are all about the relationships you build – with other freelancers and with clients.
 
            □ Chapter 9 takes you through the various freelancing roles – from proofreading to book critiquing, indexing to graphic design.
 
            □ Chapter 10 closes the book with some case studies of other freelancers whose stories can provide inspiration if you find yourself wondering, Can I really succeed in freelancing?
            

         
 
         Within each chapter, you’ll find some icons that flag up important points:
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         And, because we don’t pretend to know it all, you’ll also find some case studies and information provided by other freelancers and those working in the industry. We hope you’re as inspired by these contributors as we’ve been.
 
         HOW CAN I FIND OUT MORE ABOUT FREELANCING?
 
         Simple: head to our blog at www.freelancingtips.com. There we chat about freelancing issues, share more advice, discuss experiences, and pick the brains of other successful freelancers. 
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            SUITS YOU, SIR?

         
 
         When asked what we do for a living, our answer, ‘freelancing’, is always  met with the same response: envy. Many dream of freelancing – of  being their own boss, of picking and choosing their projects, of taking  time off when they fancy, of working from home. Freelancing conjures  up pictures of sleeping late, enjoying boozy lunches in beer gardens, and  sprawling on the sofa with the laptop, keeping half an eye on daytime  TV. The reality, however, is far removed from this hazy, lazy daydream.
 
         The country is full of freelancers: some happy, successful, and secure;  others struggling to make ends meet, to find work, and to manage  projects. If you’re going to take the big step into freelancing, you want it  to be the right decision for you, one that will bring success and  fulfilment. You want to go forwards with open eyes and no illusions.  Therefore, first you need to know whether you’ve got what it takes to  make it, and then you need to consider carefully the pros and cons of  freelancing so that you can make an informed decision. In this chapter  we help you do just that. We take you through different aspects of  freelancing to help you decide whether this career choice will work for  you.
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            If you’re already freelancing then this chapter can help you  clarify  whether you’re happy on this path, or perhaps need  to rethink your  direction.

         
  
         HAVING THE NECESSARY ABILITY
 
         Your starting point is your ability to do the job. There’s no point deciding to be a freelance editor if your grammar is appalling. You won’t make it as a freelance illustrator if a five-year-old could better your artistic efforts. And you won’t be a successful freelance book publicist if the word ‘sell’ makes you feel wobbly around the knees.
 
         Ability, then, is everything. Some skills can be learned. There are plenty of courses available for those wanting to improve their writing skills, learn how to proofread or index, get to grips with design programmes, or grasp the basics of marketing.
 
         But how successful you’ll be at developing your skills depends on your natural ability. You need to have a flair for your specialism. Writers need to have a talent for crafting words. Editors must have a mind that demands structure, sense, and consistency. Graphic designers are artists at heart.
 
         Both of us were born writers. The best way we can describe it is that we have a feel for language. We never needed someone to teach us how to write well. And although we’ve both done extensive editorial training, often we ‘feel’ what we need to do with text, rather than considering the technical reasons why.
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            Think about the area of service(s) you’d like to offer clients. Do you have a natural flair, a talent, an inherent ability?

         
 
         We’re not asking you to be arrogant, just honest. You may be unsure. That’s okay – it’s possible to be pretty clueless about your strengths and talents (just think of thousands of talentless wannabes who audition for TV programmes like The X Factor!). If in doubt, ask people close to you what they think. Can you write? Can you draw? Can you market something? Can you spot a typo at 40 paces?
         
 
         Ultimately, it’s your ability that will decide your level of success as a freelancer. We’re both lucky enough to have a wide range of clients coming back time and time again, and recommending our services, and that needs to be your target as well. Gaining a good reputation and pleasing clients is predominantly down to the quality of the work you produce. The industry is saturated with freelancers, and if you want to be one of those who goes the distance, you need to be darn good at your job.
 
         DRAWING ON EXPERIENCE
 
         People come to freelancing from different backgrounds: 
 
         
            □ Career-changers: You may be doing just about anything – PA, artist, estate agent, and so on. You’re starting afresh.
            
 
            □ Out of work: You may be unemployed, a recent graduate, retired, or a stay-at-home parent. You may have a background in publishing and/or in a particular specialism, or you may be a complete newbie.
            
 
            □ Publishing in-housers: You may work for a publisher, perhaps as an editor or cover designer, or you may work for a printer as a typesetter. You’re looking to make the move to working for yourself.
            
 
            □ Side-steppers: You may already carry out an editorial or design role at work, but in a different sector to book publishing. For example, you may work as a writer in a PR agency, or a graphic designer for a corporate communications department. You want to continue your role, but in the publishing world. 
            

         
 
         Whatever your career history, the likelihood for any new freelancer is that you lack varied and extensive experience in your chosen field of book publishing. At best, you’ve been an in-house editor for several different publishers; at worst, you’re changing careers from accountant to writer and you’ve never been paid to write a word in your life.
 
         The problem is, clients like freelancers who have a proven track record of working for publishers and delivering good-quality work on time and on budget. The newbie freelancer faces a chicken-and-egg dilemma: you need experience to get jobs, but only jobs bring experience.
 
         First, be reassured that you can make it as a freelancer without many years of experience in the industry behind you. Charlie worked in PR and as an editor at one publisher before going freelance; Emma worked in marketing in the investment banking sector. If you already have some experience in publishing and/or your chosen role, then you have a good starting point.
 
         But the hard truth is, if you have very little or no experience, you’re going to find establishing yourself as a freelancer a challenge. There are ways to improve your CV – put together a portfolio that showcases your talents, do some voluntary work (charities are always pleased for you to donate your skills), take on some corporate-sector projects. But you may have to work extra hard to get clients to give you a break.
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            If you’re lacking experience, are you prepared to make sacrifices to gain some? Can you start at the bottom and accept that, at first, you may be doing projects that don’t excite you? If it comes to it, are you prepared to put off freelancing for now so that you can gain some more experience in-house? 
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            Newbie freelancers can seldom command the same fee as experienced ones. When you first start out, you may do some low paid or (dare we say it) unpaid work. But you really mustn’t accept rubbish pay for long. Working for peanuts doesn’t do yourself, or freelancers in general, any good. Take a look at Chapter 4 for more on setting reasonable rates.

         
 
         THINKING ABOUT QUALIFICATIONS
 
         Many people who contact us for advice on freelancing ask what qualifications they need. The honest answer? Probably none at all.
 
         Clients are much more interested in your natural ability and experience than your educational background or training history. In the entire course of our freelancing careers, no client has ever asked us what A levels we got, or what our degrees were in (in case you’re interested, English and Spanish for Emma, American Studies for Charlie). And although we’ve both done editorial training courses, no client has ever asked us about them.
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            If you feel you need to develop your skills, by all means do a course. But don’t feel that it’s essential to success.

         
 
         LOVING YOUR JOB
 
         Do you have a real passion for books, for publishing, for writing or editing or marketing or designing?
 
         Successful freelancers put their hearts into what they do. Most freelancers in publishing are passionate about books – their words or design. We believe we have the best jobs in the world, because every day we get to make money by simply doing what we enjoy. And nothing beats picking up a title in a bookshop and knowing you helped to create that book.
         
 
         Your love for proofreading, editing, designing, or whatever you do, comes across in your work. Clients can tell that you take your job seriously, that you care about the standards of your work. And it’s nice to work with people who are enthusiastic about their jobs.
 
         Passion is also essential for business success because it’s what sustains you during the hard times. Only because you love your job can you pick yourself up after disappointment and carry on. What’s the point in running your own business if you don’t enjoy it?
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            A love of illustration or writing or editing or any other publishing service is essential for freelancing, but it will only take you so far. Before taking the plunge and going freelance, make sure you have the practical skills to complement your passion for the work. Otherwise you may well end up like the proverbial starving writer in a draughty, bleak garret.

         
 
         DONNING YOUR BUSINESS CAP
 
         Gone are the days when the word ‘freelancer’ denoted a white-haired editor slowly marking up proofs in her chintzy armchair, earning a pittance for her efforts (not familiar with that image? Well, we certainly met our share of these old-schoolers.). Today’s freelancer is a new breed: technologically savvy, ambitious, and business-minded.
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            The key to success is to treat your freelancing as a business.

         
  
         The way you run your freelancing is just the same as how you’d run any other small business, from book shop to doggy grooming parlour. That means you:
 
         
            
               □ are accountable for the work you produce

               □ are the boss and, as such, act like one

               □ build positive client relationships

               □ charge competitive rates

               □ clearly define your service

               □ deliver work on time, and to the expected standard

               □ ensure you’re available for contact with clients

               □ make ‘professional’ your middle name

               □ operate an organized accounts system

               □ pay tax to Her Majesty’s Revenue & Customs.

            

         
 
         So, if your fantasy of life as a freelancer is sleeping late every day, turning the phone off for a week, doing work when you fancy (rather than when it’s due), and pocketing plenty of cash without worrying about such tedious details as invoices and tax returns, you’re in for a nasty shock. A successful freelancer needs to have all the attributes of a successful businessperson: tenacious; sensible; flexible; resilient; organized; driven; ambitious; and one hell of a grafter.
 
         BEING YOUR OWN BOSS
 
         When you freelance, you are the business, therefore you have to fulfil all the roles you’d expect to find at work, such as:
 
         
            
               □ accounts person
 
               □ administrator
 
               □ boss
 
               □ office cleaner. 

            

         
 
          
         That means if a client’s not happy, you can’t run to your boss for help. If an invoice is overdue, there’s no accounts person to chase payment. And if the carpet’s thick with dust, no vacuum-wielding lady in a pinny is going to take care of it for you (unless your granny’s visiting, perhaps).
 
         Of course, freelancing doesn’t mean you’re completely without support. You can befriend other freelancers and ask their advice, and you can get support for financial and business development matters from organizations such as Business Link.
 
         But ultimately, you’re in charge, and for some people that can be a scary proposition. The success or failure of the business is entirely down to you. No more moaning about the boss or the organization you work for; no more frittering away time gossiping at the water cooler or covertly surfing the net; no more giving it just 70 per cent. Freelancing strips everything away and lays you, your skills, your abilities, and your ambitions bare.
 
         Successful freelancers often thrive on the challenge of working for themselves, and say they could never go back to being employed. There’s a strong feeling of pride – every success you have and every penny you earn is down to your own hard work.
 
         DEALING WITH FINANCIAL UNCERTAINTY
 
         The fear that holds most people back from going freelance is money, or to be more precise, the potential lack of it. We all have a particular lifestyle we either enjoy or aspire to, and we want our jobs to safely fund the house, the car, the clothes, the food, the holiday, the cappuccino habit.
 
         Of course, it is possible to make decent money as a freelancer (we wouldn’t be writing this book if that were not the case), but no matter how successful your freelancing business, you’ll always live with a degree of financial uncertainty.
         
 
         When you first go freelance, it will no doubt be a budget-frozen-pizza time. Work will come in sporadically, and you’ll find yourself lying in bed at night frantically doing calculations and questioning your choice of career. As your business grows, the anxiety will dissipate a little, and you’ll upgrade to a nice fresh pizza from the supermarket. But you’ll still have dry spells and black moments when you check your bank balance. Finally, when you’re up and running as a freelancer, the worry will be less still. But even then, as you tuck into your pizza takeaway blowout, a little voice in your head whispers, ‘Where’s the next project coming from, the next cheque? And what were you thinking ordering pepperoni and tuna topping?’
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            Can you live with the constant worry and insecurity of freelancing? It’s no good going freelance if the financial uncertainty will tie you up in knots and make you miserable.

         
 
         When you’re employed, life is simple. You know exactly how much you’ll be paid once a month, and you budget accordingly. Being self-employed as a freelancer is very different:
         
 
         
            □ Invoice timing: Projects have different timescales, and you often find yourself invoicing several at once, then invoicing nothing for a couple of months. So, one month your income may be thousands, and the next a big fat zero.
            
 
            □ Leaves of absence: Holidays are unpaid, and you have no protection if you’re unable to work – no full-pay sick leave or benefits. For example, when Charlie’s son was taken seriously ill, she had no choice but to stop work. The government deemed her ineligible for any assistance, so for three months her income was non-existent. Her husband, meanwhile, who’s employed, received four weeks’ compassionate leave on full pay. A big difference.
            
 
            □ Tax: The taxman has dibs on around a third of your income. Woe betide the freelancer who doesn’t set aside that share for tax, and instead blows it on some nice new sofas. Further down the road that’s going to be a costly, if comfy, mistake.
            

         
 
         There are two ways to cope with this financial insecurity: 
 
         
            □ The ostrich approach:  Bury your head in the sand. Try not to think too much about money – how  you spend it and where it’s coming from. Shove your bank statements  down the back of your (plush new) sofa and hope for the best.
            
 
            □ The strict-but-sensible approach:  Get a firm grip on your finances, make a budget, and watch those  pennies. Only when you’re sure you have a decent surplus in the bank do  you go out and splurge (guilt-free, because you know you’re free to  spend). 
            

         
 
         If you’re someone who handles money wisely, you have a good chance of succeeding as a freelancer. But if, on the other hand, money has a nasty habit of slipping through your fingers like a bar of soap in the bath, you’re unlikely to manage the financial balancing that freelancing requires in the long term.
 
         
            
[image: ]
            
 
            Consider the financial aspect very seriously before you make a decision to go freelance. If you can’t manage your money, you could end up in serious debt.

         
  
         HANDLING TECHNOLOGY
 
         Ten years ago, many publishers liked to work on paper and by snail mail, and many freelancers could get away with just a touch of word processing here and there. Nowadays, it’s a very different story.
 
         At a minimum, all freelancers need to be proficient in:
 
         
            
               □ email
 
               □ Microsoft Office applications, e.g. Word and Excel
 
               □ navigating the internet (and researching effectively online).

            

         
 
         You may also need to use the following types of software:
 
         
            
               □ anti-virus
 
               □ back-up
 
               □ design
 
               □ file sharing
 
               □ indexers
 
               □ PDF editing/creation (Adobe)
 
               □ website design and update.
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            If you’re determined to go freelance, but you suspect your IT skills  aren’t up to speed, don’t let that hold you back. Attend evening  classes, or take an online course. And remember that you can claim the  cost of your training as a business expense (see Chapter 4).

         
 
         COPING WITH EBB AND FLOW
 
         Sometimes, you’ll be drowning in work; sometimes, you’ll be twiddling your thumbs. Rarely do freelancers have just the right workload.
 
         Take a look at this conversation: 
         
 
         
            
                         
                           
                                  
                        	Emma:             
                        	Help! I’ve got so much on I don’t know how I’m going to get through it. I was up until midnight last night, and when I went to bed I couldn’t sleep because I was so stressed.         
                     
         
                                  
                        	Charlie:             
                        	That’s not good. You’d better not take on anything else for now.         
                     
         
                                  
                        	Emma:             
                        	Tell me about it, but that XYZ publisher offered me another job, and I said yes. Silly, I know, as I’m already pushed to the max, but for all I know next month will be dead.         
                     
         
                                  
                        	Charlie:             
                        	True. I’m having a quiet spell. There are projects in the pipeline, but I don’t have anything to do today. It’s quite nice, though, as I’ve been so busy lately. Sixty-hour weeks take it out of you. But I hope something comes along soon, all the same.
                                 
                     
     
                   
               

            

         
 
         This is the kind of typical chat we’ve had day in, day out, for years. The extremes of over-working and not working at all are pretty common, and we’ve learnt to ride them well.
 
         So, being a freelancer means being prepared to work incredibly hard sometimes, and to put in long hours (we’re not joking about the 60-hour week). It also means accepting the quiet times without plunging into a panic. You can use the lulls effectively to bring in more work, catch up on admin, or take some time out before work piles up again.
         
 
         Ultimately, then, a freelancer needs to be flexible. A successful freelancer isn’t deterred by this ebb and flow of work. Rather, they relish the challenge of a busy week, and revel in the tranquility of a quiet one. 
         
 
         ORGANIZING YOUR WORKLOAD
 
         Most freelancers have multiple projects running at any one time. This is  the best way to ensure a regular flow of money, after all. And most  freelancing projects are relatively small, taking anything from a couple  of hours to a couple of weeks, so it’s possible to handle many at the same  time.
 
         For example, as we write this, Charlie has four other jobs on her to-do  list: ghostwriting a children’s book chapter; proofreading a book on  politics; consistency-checking some chick-lit novels; and editing a title  on anxiety. On top of these projects, there are ten more on the ‘coming  soon’ list.
 
         So, if you want to be a freelancer, you’ll need to be an ace juggler. Not  only are you juggling different projects and their different deadlines, but  you need to keep in contact with several different clients at one time.  And each client needs to feel that their work is a priority for you (even if  the truth is you haven’t even looked at his or her book yet).
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            How good a juggler are you? Can you multi-task? Can you  handle the mental strain of having several different jobs on  at the same time? Can you keep momentum on a big project  and break it down into manageable chunks?

         
 
         To manage your workload, you need to be able to gauge how long tasks  will take you and then prioritize them effectively. And you need to have  the ability to chop and change between projects. You don’t always have  the luxury of immersing yourself in one project until it’s done.  Sometimes in a working day you may do a little on two or three  different projects.
 
         HANDLING REJECTION
 
         Freelancers need to have a thick skin, determination, and a positive approach. Just as with any other business, rejection or failure (if this is how you choose to define these experiences) abound.
         
 
         The following sections explore some situations in which you may face rejection.
 
         Approaching a potential client
 
         When Charlie first went freelance, she wrote over 200 letters to publishers in the UK, introducing herself and asking to be added to their freelance list. The response? Five new clients or – depending on your attitude – 195 rejections.
 
         Freelancers have to be glass-half-full people. Five new clients is excellent news! And freelancers have to be tenacious. In fact, in direct marketing terms 5 in 200 is a very good response rate. Building a solid client base takes time, and a hell of a lot of work.
 
         Pitching for a project
 
         Many clients will ask several freelancers for a quote on a project. No matter how superb your pitch, and how exemplary your background and skills, you won’t always win the project. The key is not to take this personally.
 
         
            
               
[image: ] 
                  
               

            
 
            For example, a government agency once asked Charlie to carry out a sample edit and provide a quote for editing copy, which she did. Eventually the agency came back and told Charlie they weren’t offering her the work because her quote came in too high for their budget. However, they admitted that Charlie’s sample edit was of a far higher standard than the other, cheaper, editor they were hiring. And, in view of this, the agency would be reviewing their budgets for the future. Charlie wasn’t remotely bothered that she hadn’t been offered the work. In fact, she was pleased that she’d held to her quote because, after all, quality comes at a price.

         
  
         
            
               
[image: ] 
                  
               

            
 
            As a freelancer you’ll quote for many projects. How will you feel when you’re not chosen for a project? Frustrated? Hard-done-by? Injured? Or could you take it on the chin as being part and parcel of the business world?
            

         
 
         Dealing with client feedback
 
         There will always be times when a client isn’t happy with the work you’ve delivered – the chapter you wrote, the index you created, the book cover you designed – and will tell you so (hopefully, in a professional manner, but sadly not always).
 
         This is where a freelancer needs the hide of a rhino. All freelancers in publishing are engaged in creative work, working with either words or images. And it’s easy to be precious about creative endeavours, and feel stung by criticism. It can be pretty heartbreaking to rewrite a page you know is beautifully worded, or to scrap a design you know is perfect. But the client is paying you to do what they want, not what you want, and like it or not you have to defer to their wishes. You have to abide by the golden rule of business: the customer is always right …
 
         … except when the customer is wrong! If the client is moving the goalposts, you need to stamp this out, or have factored in an element of faffing when you costed the project.
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            It’s essential to put in place procedures to protect yourself from clients who’ll argue with you over the work you deliver. You need to clearly define your services, and create terms and conditions and a project agreement for the client to sign. Chapter 5 helps you do this.

         
 
         BEING A PEOPLE-PERSON
 
         Freelancers get on with people. They may work from home, alone, but that doesn’t mean they’re timid mice or recluses. 
         
 
         You’ve got to be a friendly sort to build a client base. No one wants to work with a stiff, boring, standoffish freelancer. Clients would much prefer to send a project to someone with a bit of life and humour.
 
         That said, successful freelancers also understand the importance of not overstepping the mark and being too familiar. Freelancers are professional. Think service with a smile.
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            Do you like working with people from all walks of life and different backgrounds? Can you be respectful, polite and non-judgemental of clients? How would you react if a client was rude – could you remain professional?

         
 
         WORKING FROM HOME
 
         The vast majority of freelancers work from home, either all or part of the time. After all, that’s one of the major attractions of this style of work. No doubt your mind is already awash with the advantages of being at home as you work. You can:
 
         
            
               □ catch Neighbours at lunchtime
               
 
               □ check out Facebook whenever you want
 
               □ control your environment (heat, light, space, noise and so on)
 
               □ get from ‘home’ to ‘work’ in ten seconds flat
 
               □ have a beer
 
               □ keep the dog company
 
               □ let in tradesmen (and keep a beady eye on them)
 
               □ lie in
 
               □ listen to music as you work
 
               □ phone friends whenever you like
 
               □ sit in the garden while you eat lunch
 
               □ take deliveries
 
               □ work in your pyjamas. 

            

         
 
          
         Sounds good, eh? Sadly, it’s not all roses. Working from home can be:
 
         
            □ Boring: The same old desk, the same old view, the same old four walls. Yawn.
            
 
            □ Distracting: It’s amazing how little things can chip away at your work time – ringing the bank, hanging the washing out, ordering an online food shop, unpacking the online food shop, eating the contents of the online food shop, eavesdropping on your neighbour having a blazing row with her husband in the back garden … Sometimes, home isn’t the oasis of calm and hub of productivity you’d like it to be.
            
 
            □ Isolating: Your Christmas party is you, a mince pie, a cracker, and a party hat. Very nice, but not a patch on people and chat and laughter.
            
 
            □ Lonely: Me, myself, and I can be pretty tedious company, and by the time your partner comes home you may find your voice is strangely squeaky from disuse.
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            Working from home isn’t for everyone. If you want to freelance but you suspect you aren’t cut out to be home alone all day, consider hiring office space. It’s an added expense, but it means you get out each day and can clearly separate your work and home life.
 
            Nowadays, some creative freelancers and small businesses – such as animators, designers, artists and writers – like to share work space to have company but also inspiration and ready sounding boards for ideas. 

         
 
         
         
 
         BALANCING HOME AND WORK
 
         Before going freelance, it’s wise to consider how this style of work would fit with your home life.
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            How would freelancing affect your partner and/or kids?
 Would you have more time to spend with them, or less?
 Would you be able to effectively separate work and play?
 Would your household cope with the uncertainty of your income?
            

         
 
         Many people go freelance because it allows more time to be with children. For example, Charlie works from 9a.m. to 3p.m., Monday to Friday, while her son is in nursery, and then does some hours in the evenings and at weekends while her husband is home to help out. Working a short day reduces the cost of childcare, and means her son has more ‘mummy time’.
 
         However, Charlie’s set-up isn’t always easy. Rather than go to work five days a week, Charlie works some hours every day of the week. Rather than do all her work in one flow, Charlie might do an hour early morning, a few hours in the day, then several in the evening. And rather than coming home from the office free of work, Charlie has to try to switch off at home while knowing that work awaits behind the office door.
 
         For freelancers there’s always work to be done – whether it’s client work, marketing to find more work, or mundane admin. Giving yourself permission to stop and have ‘home-time’ is hard. But you have to rein in the temptation to become a workaholic and keep balance in your life.
 
         CONSIDERING YOUR HEALTH
 
         Freelancing can be either a help or a hindrance to keeping healthy, depending on your experience. 
         
 
         Some freelancers take advantage of the flexibility of the job to build more exercise into their daily routine, such as a trip to the gym or a swim. After all, the lack of a commute to work creates more time in the day. And some ditch the junk food because they now have time to create delicious, nutritious meals from scratch. These are very motivated, wise people.
 
         Unfortunately, in our experience, when it comes to healthy living, people aren’t often motivated or wise. And freelancing can make it that bit harder to stay healthy:
 
         
            □ Eating: The biscuit jar calls to you. It’s just a few steps from your desk, and there are no colleagues to watch, appalled, as you devour five digestives in a minute flat.
            
 
            □ Exercise: Working from home means you drastically reduce the amount you move about. It’s not uncommon to stop work and realize the farthest you’ve been all day is to the bathroom or the kitchen.
            

         
 
         As with other aspects of freelancing, you need to find self-control and motivation. Freelancing can open a door to a healthier you, but if you’re someone who has a tendency to slip into couch potato habits, you need to consider how working at home will affect you.
 
         SUMMARY
 
         Freelancing may suit you if you’re:
 
         [image: ] a people-person
         
 
         [image: ] able to separate work and play
         
 
         [image: ] assertive 
         
  
         [image: ] business-minded
         
 
         [image: ] flexible
         
 
         [image: ] good at managing money
         
 
         [image: ] happy in your own company
         
 
         [image: ] hard-working
         
 
         [image: ] highly organized
         
 
         [image: ] independent
         
 
         [image: ] motivated
         
 
         [image: ] passionate about books and your specialisms
         
 
         [image: ] resilient
         
 
         [image: ] self-motivated
         
 
         [image: ] tenacious.
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