A Freelancer’s Guide to
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Welcome!
Amedi o!
Barka da zuwal!
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Nnoo unu!
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Introduction

“Qur dream is to build a ne'

economy, an economy whc
fate is decided by the

individualwho decides to

monetize his skills and bui
his dream This economy is
called the*Wok Economy.”

CEO.




Why Wok ?

You get paid for your work on Wok

We built a platform to make your
work easy

We will join hands to help you
succeed

Secure platform with secure
payments
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On our website, you will meet
awesome clients, people who need
and are ready to pay for your service
we will help you get started, find you
amazing clients thereby boosting
your wok potential

We saw the need to create more
jobs so we will bring together
freelancers and clients. We will
make it easier for your clients to find
you.

We made it a priority to use the best
and strongest data encryption
technology in the industry to protect
user data, we opted to use the
industry standard secure data
transfer protocol HTTPS which is
known to display a green security
padlock on the address bar.




Who can Work
on Wok?

We welcome all independent professionals and agencies to join the Wok
Economy, whether you are a web designer from Serbia, or a writer from Lagos
or architect from Calabar, depending on your business needs, we invite you to
register and work

in one of two ways

Individual freelancers .

For self-employed individuals and small companies that have J

a specific skill set and are looking to work on their own.

Agencies

V ammn
For companies and individuals with multiple employees or -
u

Subcontractors and for teams of freelancers who plan to

tackle projects together.
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Getting Started
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Join Wok in few steps

“@SIGN UP
If this document reached you via email, you probably have already signed
up on Wok Nigeria Website if you obtained it elsewhere on the internet,
you should sign up now. You just need to register with your email or
directly via social media account.

*CREATE YOUR PROFILE

It’s quite common to have users register on a website and abandon their
accounts. Fill out as many fields as possible to create a profile that
highlights your skills, elaborates on your experience and indicates your
desired fees for your task or wok.

*# POST JOBS

Tell the world what you can do, if you are a writer, music producer,
architect, programmer, web developer, post jobs you can do with your

laptop or PC at the convenience of your home or office.

*<SUPPLY PAYMENT INFORMATION
Supply your payment details tell us how you want to
receive your earnings and with which currency either Naira
or US dollars, Get ready to get paid.
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http://wok.com.ng/

How to build
your profile

To build a successful profile. Your profile should be complete,
accurate, and paint a compelling picture of your skills, services
and accomplishments.

Your profile is your opportunity to advertise your freelance
business to potential clients on wok, and you can complete it
however you think will portray you in the best possible light.

Here are some thoughts on how you can make a great first
impression.

o Qe =8y

User badge
Jsername » Activated for verified users
« Individuals - real names Email Verification
« Businesses - business names « Activated when you activate
your email.
User Rating
» Displays how your clients rate
your skills
» usually on a scale of 1 to 5 stars

Professional Picture

« Headshot image of yourself
« Friendly expression

« Plain background

» Business casual attire

Compelling Overview
use complete sentences
« no bullets or numbering
« highlight your skillset and experience
« include past prefessional archievements
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Submitting a job

Please note that you can post as many jobs as possible,
because the more the jobs you post, the greater your
discoverability. Freelancers should only post jobs relevant to
their field and in suitable categories and subcategories.

Please find blow the workflow for posing a job.

- - admin «
Navv R
- & wypayments e
2 Oniine classes I3 ’ 4 pid
L E B .
@Mww; o
[

lts common observation that many freelancers would only post

a few lines of text and a single photo, then that’s it.
Unfortunately that’s not enough to make a client or potential
client believe you are diligent enough to carry out his task to

his satisfaction.

Find below the outlook of a properly completed wok page post,
which we believe will attract the best quality clients.
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« State clearly what service
you want to offer

» Include your desired price

» Can also include delivery time

v

relevant category
+Select a specific
subcategory to match

<]

*Minimum file size: 720x405
* Supply relevant youtube link

» Intoduction of your self or service
« Relevant for selling beats
» Also for voice over, DJs or MCs

Description

» Write as many words as possible
« At least 200 words recommended
= Do not request for money

or supply contact details here

\dditional
« Additional services that might require
extra payments

» Supply shipping fees if required
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tegory Graphics & Dezign / Fhotosho P 9 Ojoea Ikarocu Roac, Lages, Nigerts
» Choose the most G

* Upload best images of-pré\'/ibus jobs -

_over Image

« Upload clear photo

« Well designed cover image
« Minimum size 980x180

I will do general Graphic Designing work within 24 Location
hours « Fill up your location/address
« Useful for location based search

« Should be a nigerian address

REQUEST CUSTOM OFFER

User leve

« Automatically detected
« For users who meet a
predetermined threshold

100% Secure
o i done or mone

Job Description

Related Topics

4 Order Additional

Tags

« Supply at least three (3) tags
g « Should be related to your jobs
I +Should be search engine friendly

Useful Links Follow us on




Ordering a jo

Below are listed the steps to find a freelancer to execute your job.

1. SEARCH FOR JOB/WOK:

Buying a job on our website is super easy, however if you
are new to our website and would like to learn how to order
a job. Often times you will have to make use of the search

bar at the top of the page.

g ; - SuperWokr -
wﬁm_—.m Q NNy = A wak

Graphics & Design  Programming & IT  Video & Audio  Marketing Business  Writing & Translation ~ Online classes  Lifestyle  Other

Advanced search for jobs Filter jobs by: m Rating New

@ ARE YOU ABOUT T0 START UP A BUSINESS? ARE YOU ABOUT T0 START UP A BUSINESS?
DOES YOUR BRAND HAVE AN IDENTITY? DOES YOUR BRAND HAVE AN IDENTITY?
- YOU NEED TO START WITH A YOU NEED T0 START WITH A
LOGO! L0GO!

I Premium Logo Design for High end Business card TYPING AND ONLINE
SAUEINES g business, brand or Idea design for your business MARKETING
just 5000 naira ... for just 2500
5,000.00 NGN 2,500.00 NGN 3,000.00 NGN

Delivery
b w13

®
=~

COMEATTY DAME

DESIGN OF COMPANY 1 will design Electrical and Professional Graphic Artist

During search, you can filtélf'jobs by Ibcatibh, radius (distance in
km), categories, price, rating, delivery speed and newness.
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2. ORDER YOUR JOB/WOK

BEFORE you place your order, make sure to read through the
full description, watch any videos they have, listen to any
audios, and look through the picture samples; many sellers
request you contact them before you make your order so
they can confirm if they can do what you the service. Also
remember to select the appropriate optional extras available on the job. When
ready, click the big green “Order Now” button on the wok page, then follow
the instructions by inputting your payment option and submitting the
information requested by the seller.

3. FINDING YOUR PURCHASED
JOB/WOK

If you want to see what you ordered and keep a record of
your orders you can easily see all the information by
hovering over your name in the top right corner of the wok
page, click on “Shopping” then “My Shopping”. This will let
you check the status of your current orders and help you visit them with ease.

4. CANCELLING AN ORDER

If you ordered a job by mistake, do NOT send a message in
the order page and do not respond to the requested
information. Instead, click “My Shopping” on the top of the
order page to start the cancellation process.

e If the wok is already started and you wish to cancel, first
make sure to communicate with your seller via private messaging to figure out
if there is any other way you two could work out the details of finishing the
order. If not, click “Resolution Center” on the top of the order page to request
a mutual cancellation. Be aware that this affects freelancer negatively, so they
will try to avoid it.
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5. MARKING AN ORDER “COMPLETFE"

When the seller delivers their product/service, the order
status will be changed to “Delivered”. At this time you have
the option to rate your experience with the seller and leave
feedback which can be viewed by the public. If you decide
not to rate or leave feedback, the wok will be marked as
“Complete” after seven days.

6. PAYMENTS

When you submit your payment information after clicking
the “Order Now” button, your payment for the order is
held on a Wok Nigeria wallet. After the seller delivers and
the wok status moves to “Complete” the payment will be
transferred to the freelancers Wok account. The freelancer
can then make a withdrawal request for his money to be
transferred to his bank account. Please remember that a seller is earning about
80% of the funds you paid for the wok.

7. FRAUD, SCAMMING AND SPAMMING

If you happen to experience suspicious activity, have proof
that a seller is selling something illegal or against the terms
of service for Wok or other sites, you should

contact Customer Support directly with the evidence and a
good explanation. They will handle things from there.

We take our business seriously and we will take necessary action against
unscrupulous perpetrators.
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Working on Wok
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THE WOK EXPERIENCE

»# \Working on wok can be fulfilling because you set the tone, you have
absolute control of how much you want to work and how much you would
like to earn. You control how you get the job done, and your clients will
rely on your expertise to get started. Before you start working, consider
setting up a kickoff meeting or writing a message to your client.

»# Establish a client communication plan that details how often you’ll need
to report on progress. You can communicate with your client through the
private messaging inbox, or chat, but choose one method and stick with
it to avoid confusion.
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HOW TO MANAGE YOUR REPUTATION

Once you complete a job, your client will rate your
work from 1 to 5 stars with Final Feedback,
provide you with a private Recommendation
Rating, and would generally leave a note
about their experience. These are optional for
the client to leave, but most do as it is an
important method for evaluating their
experience.

Delivering quality work, communicating early
and often with your clients and being an overall
pleasure to work with are the most important
things you can do to receive good final reputation.

UPDATE YOUR PROFILE

When a potential employer, client or colleague looks

at your profile, they are most likely doing it to find
out more about you. Update your portfolio once a
job is done, adding an image or link to the final
product if it’s permitted by the client.
Learned something new? Add it to your overview
and skills list. And if

You've strengthened a skill.

Have a great testimonial from a client? Perfect, add

that, too.
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Wok Nigeria
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