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BEFORE YOU START

About this book

WHO IT'S FOR

You are 22-30, employed or freshly graduated, with zero remote work on your record and
a quiet fear that international recruiters will file you under 'local office candidate' before
they ever read your name.

THE PROBLEM IT SOLVES

Your CV, LinkedIn profile, and interview answers are written for local office jobs, so
remote recruiters and their filters skip you before a human ever reads your application.

WHAT YOU'LL HAVE AT THE END

In 14 days you finish with a remote-ready CV that passes ATS filters, a searchable
LinkedIn profile that attracts inbound recruiter messages, and interview answers that
prove async communication, ownership, and timezone fit - all built from experience you
already have.
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CHAPTER 1

See Why Your Current
Applications Get Ignored by

Remote Recruiters

Your applications are not rejected because you lack remote experience
- they are filtered out by four screens you never knew you had to pass.

What you’'ll get done

You score your last 10 applications against the 4 remote recruiter filters and get a pass
count you can act on.

You run a 5-minute ATS keyword test and record your day-1 match score as a baseline
number.

You build a gap list from 3 real remote job ads showing every requirement your CV never

mentions.
You find the 3 local-only signals in your current CV that quietly disqualify you.

You write one 14-day target line: one role type, one timezone band, one seniority level.

Step by step

o Pull your last 10 applications into one list. Open your sent folder and your job board
history, then copy 10 rows into a spreadsheet with 4 columns: company, role title, date
sent, and whether you got any reply (yes or no). If you have fewer than 10, use every
application from the last 60 days. Done when you have 10 rows or every application you
sent in that window, whichever is smaller.

e Score each application against the 4 filters. For every row, write 1 or O in four new
columns: async proof (does the CV show written handoffs or self-managed deadlines),
ownership (does it show you owning an outcome, not just a task), written clarity (is every
bullet readable in one pass, no jargon), timezone fit (does it state your working hours or
overlap window). Add the four numbers into a total from 0 to 4. Done when every row has
a total and you can see your average across 10 rows.
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e Read your average honestly. A typical local-office CV scores 1 out of 4 because it shows
tasks, not ownership, and never mentions how you communicate or when you are
available. If your average is 0 or 1, that is your baseline, not a verdict on your ability. Write
the number at the top of the sheet and date it.

e Run the 5-minute ATS test. Pick one remote job ad you would genuinely apply to and copy
the full ad text into a free keyword-matching tool (any tool that compares a job
description to a CV and returns a percentage). Paste your current CV into the second field
and run the comparison once. Record the percentage as your day-1 baseline score. Done
when the number is written next to your filter average.

o Read the missing-keyword list, not just the score. The tool will show which terms from the
ad do not appear in your CV. Copy the top 15 missing terms into a new tab called Gap list.
Do not fix anything yet - this is data collection, and days 2 and 3 handle the rewrite. Done
when the Gap list has 15 terms with the ad they came from noted beside each one.

e Repeat the comparison with 2 more ads. Use ads for the same role type so the terms
overlap and you can spot patterns. After 3 comparisons, mark every term that appears in
2 or more ads - those are your priority keywords. Done when your Gap list has a priority
column and at least 8 terms are marked.

o Highlight every requirement you never mention. Go through the 3 ads line by line and
highlight each requirement in the ad, then check whether your CV answers it anywhere. A
realistic example: an ad asks for "experience coordinating across teams in different
locations" and the CV only says "team player", so the requirement goes on the gap list
unanswered. Done when every highlighted requirement has either a matching CV line or a
gap-list entry.

0 Find your 3 local-only signals. Search your CV for three things: a physical office address or
city in the header, on-site phrasing ("office-based", "walk-in", "front desk"), and region-
locked tools or credentials that mean nothing abroad. Each one tells a remote recruiter
you are optimized for a local market. Write the exact line from your CV next to each signal
you find. Done when you have named 3 signals or confirmed which of the three you do not
have.

e Check your contact block for remote friction. Look at the top of page one: is there a phone
number with no country code, an address, a photo, or a messaging handle a recruiter
abroad cannot use? Replace the plan for these with one line: city and country, one email,
one profile link. Done when you can read the contact block in 5 seconds and know exactly
how to reach you from another country.
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@ Write your single 14-day target. Fill this template in one sentence: "I am targeting [role
type] roles at [seniority level] in the [timezone band] timezone band." Example: "I am
targeting junior data analyst roles at entry level in the CET to EST overlap band." Keep it to
one role type, one band, one level - three targets means zero targets. Done when the
sentence is written and pinned where you plan your day, visible without opening a file.

0 Set your day-1 baseline card. On one index card or one pinned note, write four numbers
and one sentence: filter average out of 4, ATS baseline percentage, number of priority
keywords, number of local-only signals, and your target sentence. This card is what you
compare against on day 14. Done when the card exists and you can read all five items at a
glance.

You find the 3 local-only signals in your current CV that quietly
disqualify you.

Common mistakes

® People rewrite the CV before measuring anything, so they cannot tell whether the
rewrite worked - run the ATS test first and keep the baseline number.

® People treat the ATS percentage as a grade and chase 100 percent by stuffing
keywords - aim for a clear improvement over your baseline while keeping every bullet
readable.

® People keep the office address and local phone format because "it looks professional"
- it signals a local candidate, so replace it with city, country, and one reachable
contact.

® People set three target roles at once because they fear missing out - one role type,
one timezone band, one level gives you one keyword set to optimize for.

® People read the missing-keyword list and feel attacked instead of treating it as a
shopping list - the gaps are the exact inputs for the next 13 days.

Checklist

I have 10 application rows scored 0-4 on all four filters and an average written down.
I have an ATS baseline percentage from one real remote job ad, dated today.

My Gap list has 15 terms, at least 8 marked as priority from 2 or more ads.

I have named 3 local-only signals in my CV with the exact lines quoted.

My contact block shows city, country, one email, and one profile link with no office address.

000000

My one-sentence 14-day target is written and pinned where I plan my day.
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Summary

You now have numbers instead of a vague fear: a filter average, an ATS baseline, a priority
keyword list, and three named local-only signals. Next, take your Gap list into day 2 and

rewrite your existing achievements as remote-ready proof using the context-action-result
formula.
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CHAPTER 2

Rewrite Your Experience as
Remote-Ready Proof Without Ever
Working Remotely

Your existing achievements already contain the raw material for remote-ready
proof; this chapter shows you how to extract, rate, and rewrite it in one sitting
without ever having held a remote job.

What you'll get done

Convert 5 of your existing achievements into remote-relevant proof using the context-
action-result formula

Identify the 6 remote-readiness signals already present in your normal jobs and rate each
one on a weak-to-strong evidence ladder

Pick the 3 signals you can defend confidently in an interview and drop the rest

Turn one class project, volunteer role, or side task into a documented remote-style work
sample with a link you can share

Write a one-sentence remote positioning statement under 20 words that answers "why
should we trust you to work unsupervised"

Step by step

o Open a blank document and create a three-column table with the headers Context,
Action, Result. Set a timer for 25 minutes. List every achievement from the last 4
years - jobs, internships, class projects, volunteer roles, freelance gigs - one per
row, writing only the context in column one for now. Done when you have at least 12
rows. Example: a retail associate writes "Handled customer complaints during peak
season at a store with 200+ daily visitors" in the Context column.

e For each row, fill the Action column with what you personally did, using a verb and a
tool. Write "I built a shared spreadsheet in Google Sheets to track..." not "we
managed inventory." Done when every action names a specific tool or method. If you
cannot name a tool, write the method (e.g., "weekly written summary sent to 4 team
members").
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9 Fill the Result column with a number, a percentage, or a concrete outcome. If you
lack hard numbers, use frequency or scale: "reduced response time from 2 days to 4

hours," "trained 3 new hires," "used by 12 team members weekly." Done when at
least 8 of your 12 rows have a measurable or countable result. Rows without any

result get flagged for removal later.

e Now scan all 12 rows for the 6 remote-readiness signals and tag each row with the
signal it demonstrates: written handoffs, self-managed deadlines, cross-timezone
coordination, tool ownership, documentation, or independent problem-solving. A
single row can carry two tags. Done when every row has at least one tag and you can
see which signals appear most often across your history.

e Build your evidence ladder on a separate page. Draw 5 rungs labelled 1 (weakest) to
5 (strongest) and place each tagged signal on a rung using this rule: rung 1 = you
mentioned it once in passing; rung 3 = you did it repeatedly with a named tool; rung
5 = you did it repeatedly, measured the outcome, and can show a document or
artifact. Done when all 6 signals sit on a rung and you can name the artifact behind
every rung-4 and rung-5 signal.

e Circle the 3 signals that landed on rung 3 or higher AND have a concrete example
you could describe out loud for 90 seconds. These are your defensible signals. Write
them at the top of your document in bold. Done when you have exactly 3 and can
say why you excluded the others in one sentence each. Example: a junior
accountant circles documentation, self-managed deadlines, and tool ownership but
drops cross-timezone coordination because she has no example with a real time
difference.

0 Rewrite your 5 strongest rows - the ones with the best results and the highest-rung
signals - into full context-action-result sentences of 25 to 40 words each. Use this
template: "When [context], I [action with tool], which [result with number]." Done
when each rewritten line fits in one sentence, contains a tool name, and contains a

number. Read each one aloud; if you stumble, cut words until it flows.

0 Pick one class project, volunteer role, or side task and convert it into a documented
remote-style work sample. Choose the smallest credible deliverable: a one-page
process document, a spreadsheet with a short README, or a 5-slide summary of a
project you completed. Spend 60 to 90 minutes writing a 150-word "how I worked"
note that names your tools, your checkpoints, and how you handled a blocker. Done
when you have a shareable link (Google Drive, Notion, or a PDF) and the note is
attached or linked alongside the deliverable.
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e Paste your 5 rewritten context-action-result lines into a single block and read them
as a sequence. Check that at least 3 of the 5 lines contain one of your 3 defensible
signals explicitly - the word "documented," "tracked," "coordinated," or "resolved
independently" should appear. Done when 3 of 5 lines pass this check; rewrite any
line that does not.

@ Write your remote positioning statement using this formula: "I [deliver what] by
[how you work] so teams get [outcome] without [the risk they fear]." Keep it under
20 words. Example: "I turn messy handoffs into documented processes so
distributed teams ship on schedule without chasing updates." Done when the
sentence is under 20 words, names a way of working, and answers the
unsupervised-work question directly. Test it on one person and ask them to repeat it
back.

m Save everything in one folder named "Remote Proof Bank" with three files: the
context-action-result table, the evidence ladder with your 3 circled signals, and the
work sample link with its note. Set a calendar reminder to add one new row to the
table every time you finish a project. Done when the folder exists, all three files are
inside, and the reminder is set.

People claim all 6 remote signals at rung 5 - this collapses under
one follow-up question in an interview, so rate honestly and
defend only the 3 signals you can back with an artifact.
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Common mistakes

® People write "we managed" or "the team delivered" instead of "I built" or "I tracked" -
this hides your personal contribution and gives a recruiter nothing to evaluate, so rewrite
every line with a first-person verb and a named tool.

® People skip the Result column because they think they have no numbers - this strips the
proof out of the achievement, so use frequency, scale, or time saved instead of revenue or
percentages.

® People claim all 6 remote signals at rung 5 - this collapses under one follow-up question
in an interview, so rate honestly and defend only the 3 signals you can back with an
artifact.

® People build a work sample that is too big to finish - this wastes a week and produces
nothing linkable, so pick the smallest credible deliverable and cap it at 90 minutes.

® People write a positioning statement full of adjectives like "passionate" and "driven" - this
answers nothing about unsupervised work, so use the formula and keep it under 20

words with a concrete way of working.

Checklist

() Your context-action-result table has at least 12 rows and 8 rows contain a measurable or
countable result.

(J Every row is tagged with at least one of the 6 remote-readiness signals.

(J Your evidence ladder places all 6 signals on a rung from 1 to 5, with a named artifact behind
every rung-4 and rung-5 signal.

(J Exactly 3 defensible signals are circled and you can explain each exclusion in one sentence.

O

Your 5 rewritten lines each fit in one sentence, name a tool, and include a number.

(J Your work sample has a shareable link, a 150-word "how I worked" note, and sits in the
Remote Proof Bank folder alongside your positioning statement of under 20 words.

Summary

You now have a proof bank that converts ordinary local experience into remote-relevant
evidence a recruiter can read and an interviewer can test. Next, take your 5 rewritten
lines and your positioning statement into the CV layout chapter, where you will place
them in the top third of page one.

Remote Job Launchpad: Your 14-Day Playbook to a Remote-Ready CV, LinkedIn Profile, and Interview 10



CHAPTER 3

Build aCV That Clears ATS
Filters and Reads Like a Remote

Candidate Wrote It

Your CV can clear the ATS filter and read like a remote candidate wrote
it in one working session if you rebuild the layout, keywords, summary,
and bullets in the right order.

What you’'ll get done

A single-column, parser-safe CV layout that survives every common ATS without losing your
formatting.

Remote-readiness keywords placed in the top third of page one, where both the parser and
the 6-second human scan look first.

A 3-line remote pitch summary that names your role target, your self-management proof,
and your timezone availability.

Ten rewritten bullet points using the action + tool + measurable result pattern.

A before-and-after ATS score comparison against the same job ad you tested on day 1.

Step by step
o Save a clean copy of your current CV as a new file named cv-remote-v1 so your original

stays untouched. Work only on the copy from here on. Done when you have two files: the
original and the working copy, both open in your editor.

e Strip the layout to a single column: one text flow from top to bottom, no sidebars, no text
boxes, no tables, no columns, no icons, no photo, no skill bars. Each of these breaks a
parser because the software reads left-to-right, top-to-bottom and turns a two-column
layout into scrambled text. Done when you can select all text in the document and it reads
in the exact order you intend.

e Set standard section headings in plain text: Summary, Experience, Skills, Education,
Certifications. Use these exact words, not "About me" or "My journey", because ATS
software maps content to fields by matching known heading names. Put each heading on
its own line in bold-free plain text at 12-14 pt. Done when every heading matches one of
the five standard names.

Remote Job Launchpad: Your 14-Day Playbook to a Remote-Ready CV, LinkedIn Profile, and Interview
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e Choose one standard font at 10-11 pt body size, with 0.8-1 inch margins, and export to
PDF unless the ad explicitly asks for a .docx. Keep the file name as Firstname-Lastname-
CV.pdf. Done when the PDF opens on a phone and every line is readable without zooming.

e Build your keyword list from the same job ad you tested on day 1: copy the ad into a plain
text file and highlight every skill, tool, and phrase that appears in both the responsibilities
and the requirements sections. Aim for 12-15 terms. Done when you have a written list of
12-15 exact phrases, copied word for word from the ad, not paraphrased.

e Place the highest-value 6-8 keywords in the top third of page one: inside your summary
and your first job's bullets. This is the zone the parser weights and the zone a human
recruiter scans in about 6 seconds before deciding to keep reading. Done when you can
point to every one of your top 8 keywords and show it appears above the midpoint of page
one.

o Rewrite your summary into exactly 3 lines. Line 1: role target plus core skill, for example
"Junior data analyst targeting remote roles, SQL and dashboard reporting." Line 2: one
proof of self-management with a number, for example "Delivered 14 weekly reports on a
self-set schedule with zero missed deadlines over 8 months." Line 3: timezone availability,
for example "Based in CET, available for 4-hour overlap with US Eastern." Done when the
summary is 3 lines, under 60 words, and contains at least 3 of your target keywords.

0 Convert your bullet points to the action + tool + measurable result pattern. Start with a
strong verb, name the tool, end with a number. Example before: "Responsible for social
media." Example after: "Managed 3 social channels in Hootsuite, growing combined
followers from 1,200 to 4,800 in 6 months." A realistic persona example: a retail shift
supervisor rewrites "handled customer complaints" as "Resolved 30+ customer
escalations per week via written support tickets in Zendesk, cutting repeat complaints by
22%." Done when every bullet has a verb, a tool or method, and a number.

e Fix your 10 weakest lines first, not all of them. Open your CV, mark the 10 bullets that are
vague, task-only, or missing a number, and rewrite each one using the pattern from step 8.
Budget 4 minutes per bullet, so about 40 minutes total. Done when all 10 marked lines
contain a verb, a tool, and a measurable result.

@ Add one remote-signal line to each recent role: a written handoff, a self-managed
deadline, or a cross-timezone collaboration, phrased with a number. Example:
"Documented weekly handoffs in Notion for a 5-person team across 2 timezones." Done
when each of your last 2-3 roles has at least one line that names a written or async work
practice.
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0 Run the before-and-after ATS test against the same job ad you used on day 1. Paste the
ad and the new CV into the same free keyword-matching tool, record the new match score
next to the old one, and note which keywords are still missing. Done when you have two
numbers side by side and a short list of remaining gaps; if the score did not rise, add the
missing exact phrases from step 5 into your skills section and re-test once.

People paraphrase the job ad (“data visualization™ for “Tableau"),
which breaks exact-match scoring. Copy the ad's exact wording
where it is true for you.

Common mistakes

® People keep a two-column template with a sidebar because it looks modern, which
scrambles the text order in the parser so your experience reads as gibberish. Use a single
column instead.

® People stuff keywords into white text or a hidden block, which most ATS software flags or
strips and which a human sees as a blank gap. Place keywords only in visible summary,
skills, and bullet text.

® People paraphrase the job ad ("data visualization" for "Tableau"), which breaks exact-
match scoring. Copy the ad's exact wording where it is true for you.

® People write a 6-line summary that repeats the CV, which pushes real keywords below
the fold and wastes the 6-second scan. Keep it to 3 lines with role, proof, and timezone.

® People list duties instead of results ("responsible for reports"), which gives the recruiter
nothing to score. Rewrite every line as action + tool + number.

Checklist
) My CV is a single column with no tables, text boxes, columns, icons, or photo.

(J My section headings are exactly Summary, Experience, Skills, Education,
Certifications.

(] At least 8 of my target keywords appear above the midpoint of page one.

(J My summary is 3 lines and names role target, one self-management proof with a
number, and timezone availability.

() All 10 weakest bullets now follow action + tool + measurable result.

(J Ihave arecorded before-and-after ATS score against the same job ad.
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Summary

You now have a CV built for the parser and the 6-second human scan, with keywords in
the top third and bullets that carry numbers. Next, take the same keyword list into your
LinkedIn headline and About section so both surfaces match.

Remote Job Launchpad: Your 14-Day Playbook to a Remote-Ready CV, LinkedIn Profile, and Interview
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CHAPTER 4

Turn Your LinkedIn Profile Into a
Searchable Remote Magnet

Your LinkedIn profile is a search index before it is a personal page, and most
remote recruiters will find you through a keyword query, not a browse, so the
profile has to be built for that query f...

What you'll get done
A headline built on the recruiter-search formula and fitted inside the character limit

A keyword map drawn from 5 real remote job ads and placed where LinkedIn search
actually indexes terms

A 4-paragraph About section that reads as a remote story, not a local bio

Profile settings tuned for remote search: open-to-work preferences, location field strategy,
and skills order

3 tracked connection requests with a 2-line remote-specific note, and your first conversion
metric

Step by step

o Collect 5 remote job ads for your target role and copy each one into a single document.
Use ads posted in the last 30 days, in your target role, from companies that hire across
borders. Strip out the company name, benefits, and salary lines so you are left with the
requirements only. Done when your document holds 5 requirement lists and nothing else.

e Build the keyword map by counting repeated terms across those 5 ads. Open a blank
sheet, list every skill, tool, and phrase that appears in at least 3 of the 5 ads, and write the
count next to each one. You are looking for 8 to 12 terms, for example "async

communication”, "stakeholder management", a specific tool name, or a role title variant.
Done when you have 8 to 12 terms with counts, ranked from most to least frequent.

e Split the map into three columns: role terms, skill terms, and tool terms. Role terms are
how the job is titled, skill terms are what the person does, tool terms are what they use.
This split matters because LinkedIn indexes each field differently and you will place terms
by type, not dump them all in one place. Done when every one of your 8 to 12 terms sits in

exactly one column.

Remote Job Launchpad: Your 14-Day Playbook to a Remote-Ready CV, LinkedIn Profile, and Interview

15



e Rewrite your headline using the formula: target role + core skill + remote availability. Keep
it inside the character limit LinkedIn shows you in the edit field, and check the count as
you type rather than guessing. A working pattern is: "Customer Success Specialist | SaaS
onboarding and async support | Remote, EU hours". Done when your headline contains
one role term, one skill term, and one explicit remote signal, and fits without truncation.

o Rewrite the About section as 4 short paragraphs, one job per paragraph. Paragraph 1:
who you are and the role you target, in 2 sentences. Paragraph 2: what you deliver, with
one measurable result and the tool you used. Paragraph 3: how you work async, naming
your routine and one handoff habit. Paragraph 4: how to reach you, with one line on your
availability window and a single call to action. Done when all 4 paragraphs exist and each
is 2 to 4 sentences long.

e Place the keyword map where search indexes it, without stuffing. Put role terms in your
headline and in the job titles of your experience entries, skill terms in the About section
and in the skills list, and tool terms in the experience bullets where you actually used
them. Repeat a term only where it is true and only once per section. Done when you can
point to each of your 8 to 12 terms and name the field it lives in.

o Set the open-to-work preferences for remote search. Turn on open-to-work, select the job
titles that match your role terms, and set the location preference to the regions you can
actually work in rather than your home city only. Check the recruiter-visible setting so
your preferences show to hiring accounts. Done when a preview of your open-to-work
card shows remote-eligible titles and your target regions.

0 Set your location field strategy deliberately. Your location field is a filter, so choose the
value that matches where you are eligible to work, and state your working-hours overlap
in the About section instead of relying on the field alone. Do not fake a city you cannot
work from; recruiters check, and it breaks trust at the first call. Done when your location
field and your stated overlap window do not contradict each other.

e Order your skills list by search value, not by pride. Put the 3 skill terms with the highest
counts from your keyword map in the top 3 slots, because those are the ones LinkedIn
surfaces and endorsers see first. Remove skills that appear in none of your 5 ads. Done
when your top 3 skills match your top 3 keyword-map terms exactly.

@ Write 3 connection requests with a 2-line remote-specific note and send them. Line 1
names one real detail from the person's profile or their team's work; line 2 states your
target role and one proof line, then asks nothing beyond the connection. A usable
template: "Saw your team ships weekly release notes in public - I do the same for a
support knowledge base. Targeting remote [role] roles, would value staying connected."
Done when 3 requests are sent and logged with the date.
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Q Track acceptance as your first conversion metric. Log sent, accepted, and replied in a
simple sheet, and check it after 7 days. A reasonable early benchmark for warm,
personalized notes is a meaningful share of acceptances, but treat your own first number
as the baseline rather than a target. Done when you have a 7-day acceptance rate written
down and one sentence on what you will change in the next 3 notes.

People paste 20 keywords into the headline until it reads as alist,
which makes recruiters skip it and can read as spam - instead use
one role term, one skill term, and one remote signal.

Common mistakes

® People paste 20 keywords into the headline until it reads as a list, which makes recruiters
skip it and can read as spam - instead use one role term, one skill term, and one remote
signal.

® People copy a generic About section from a template, which says nothing about async
work and gets scrolled past - instead write the 4 paragraphs with your own tools and one
measurable result.

® People leave the location field on their home city only, which filters them out of remote
searches in other regions - instead set the field to where you are eligible to work and
state your overlap window in the About section.

® People list 30 skills in random order, which buries the terms recruiters search for -
instead put your top 3 keyword-map terms in the top 3 slots and delete the rest.

® People send blank connection requests in bulk, which converts poorly and looks
automated - instead send 3 notes a day with one real detail each and log the results.

Checklist

(J Your headline contains a role term, a skill term, and an explicit remote signal, and fits
without truncation

() Your keyword map lists 8 to 12 terms, each with a count from at least 3 of the 5 ads

(J Your About section has 4 paragraphs, each 2 to 4 sentences, covering who, what, how, and
contact

(J Your top 3 skills match your top 3 keyword-map terms
(J Your open-to-work card shows remote-eligible titles and your target regions

(J 3 connection notes are sent and logged with a date
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Summary

A searchable profile is a keyword map placed in the right fields, wrapped in a 4-paragraph
remote story and backed by settings that let recruiters find you. Your next step is to send
the first 3 tracked connection notes today and write down your 7-day acceptance rate as
the baseline you improve from.

Remote Job Launchpad: Your 14-Day Playbook to a Remote-Ready CV, LinkedIn Profile, and Interview
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CHAPTER 5

Prove Remote Readiness With a
Work Sample You Can Build This
Week

A one-page work sample with a brief, a deliverable, and a 150-word "how I
worked" note gives remote recruiters physical proof you can do the job before
they ever call you.

What you'll get done

You pick one work sample format that fits your target role and finish it in a single day, not a
week.

You build the sample in three parts: a short brief, the actual deliverable, and a written note
that shows your async process.

You write a 150-word "how I worked" note that names your tools, your checkpoints, and
how you would handle a blocker.

You host the sample where recruiters actually click: a pinned LinkedIn post, a one-page
portfolio link, or a PDF you attach to applications.

You draft the outline in 20 minutes today so the sample stops being an idea and becomes a
file.

Step by step

o Pick the sample format that matches your target role, not the one that looks most
impressive. If you target analyst or operations roles, build a one-page analysis. If you
target project, coordination, or support roles, document a process in a 5-7 step checklist.
If you target content, design, or marketing roles, make one short deliverable with a
written rationale of 200-150 words. Write the format name in one line at the top of a
blank document. You are done when you have a single sentence like: "One-page analysis
of X for a fictional Y." Do not pick two formats.

e Set a 20-minute timer and draft the outline only, not the content. List the brief section (3-
4 lines), the deliverable section (3-5 headings or steps), and the "how I worked" section
(3 bullet points). When the timer rings, stop even if the outline is rough. You are done
when the document has all three section headings and at least one line under each. This
is the step most people skip and then spend three days staring at a blank page.
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Write the brief in 3-4 sentences and treat it as if a client sent it to you. State the goal, the
audience, and one constraint (a deadline, a word limit, a budget of zero). Example: "Goal:
explain why our onboarding email reply rate dropped. Audience: a 5-person marketing
team. Constraint: I only had public data and 90 minutes." You are done when a stranger
could read the brief and know exactly what problem you solved. Keep it under 80 words.

Build the deliverable to the smallest credible size, which is usually one page. For an
analysis, that means one chart or table plus 5-8 bullet findings. For a process document,
that means 5-7 numbered steps, each with an owner and a tool. For a short deliverable,
that means the finished piece plus 3 lines explaining each choice. You are done when the
deliverable fits on one screen or one printed page. If it spills to page two, cut, do not
shrink the font.

Write the "how I worked" note in exactly 150 words, and count them. Use three fixed
parts: the tools you used (name them, for example a spreadsheet, a free keyword tool, a
shared doc), your checkpoints (for example "I set a 40-minute block, checked progress at
the halfway mark, and cut one section to stay on time"), and how you would have handled
a blocker (for example "if the data had been missing, I would have flagged it in writing
within the first 15 minutes and proposed a fallback source"). You are done when the note
names at least 2 tools, 1 checkpoint, and 1 blocker plan. This note is the part that proves
async communication, so do not skip it.

Add a one-line header to the top of the sample with your name, the role you are targeting,
and the date. Example: "Sample analysis - operations coordinator role - March 2025." This
takes 30 seconds and stops the recruiter from wondering what they are looking at. You
are done when the header is visible on the first screen without scrolling.

Save the sample as a PDF with a clean filename: firstname-lastname-sample-role.pdf. Do
not use "final", "v2", or "draft" in the name. Check that the PDF opens on your phone and
that the text is selectable, not an image. You are done when you can open the file on a
phone in under 5 seconds and read every line without zooming.

Host the sample in one place first, then reuse the same link everywhere. The fastest
option is a single public document link or a one-page portfolio page with the PDF
embedded. The second option is a pinned LinkedIn post that summarizes the sample in 3
lines and links to the file. Pick one, publish it, and copy the link. You are done when you
have a working URL you can paste into an application form.

Attach or link the sample in exactly 3 places this week: your LinkedIn featured or pinned
section, your CV header as one short line ("Work sample: [link]"), and the next 3
applications you send. Do not attach it to every application blindly; attach it where the job
ad asks for a portfolio or a writing sample. You are done when the link appears in all 3
places and you have clicked each one to confirm it loads.
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@ Get one round of feedback in under 24 hours from a person who hires or works in your
target role. Ask two questions only: "Is the deliverable clear in 30 seconds?" and "Does
the how-I-worked note sound like someone you would trust to work alone?" Give them a
10-minute deadline. You are done when you have written answers to both questions and
made at most 3 edits based on them.

m Freeze the sample and move on. After the feedback edits, stop polishing. Set a rule: no
more than 2 revision rounds total, then the file is final for 30 days. You are done when the
PDF is saved, the link is live, and you have written the date you will review it next in your
tracker.

People keep revising for two weeks and never publish, which
means zero proof exists while they wait, so cap it at 2 revision
rounds and ship the version you have.

Common mistakes

® People build a 10-page case study because they think length signals effort, but
recruiters skim in under a minute and a long file gets closed, so build one page and let
the how-I-worked note carry the depth.

® People skip the "how I worked" note and only show the output, which hides the exact
async skill remote teams are testing, so always write the 150-word process note even
when the deliverable is strong.

® People use confidential or real client data in the sample, which creates a legal and
trust problem, so rebuild the work with public data or a fictional scenario and say so in
the brief.

® People host the sample somewhere recruiters never look, like a personal drive link
that requires permission, so test the link in a private browser window and make sure it
opens without a login.

® People keep revising for two weeks and never publish, which means zero proof exists
while they wait, so cap it at 2 revision rounds and ship the version you have.

Checklist

(J Ihave one sentence naming the sample format and the target role at the top of my
document.

(J My sample has all three parts: brief, deliverable, and how-I-worked note.

Remote Job Launchpad: Your 14-Day Playbook to a Remote-Ready CV, LinkedIn Profile, and Interview
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U My how-I-worked note is 150 words and names at least 2 tools, 1 checkpoint, and 1 blocker
plan.

() The deliverable fits on one page or one screen.

(J The PDF opens on my phone in under 5 seconds with selectable text.

(J The link is live and appears in my LinkedIn featured section, my CV header, and at least one

sent application.

Summary

A finished one-page sample with a brief, a deliverable, and a 150-word process note
proves remote readiness faster than any CV line. Set your 20-minute timer now and draft

the three section headings before you do anything else today.

Remote Job Launchpad: Your 14-Day Playbook to a Remote-Ready CV, LinkedIn Profile, and Interview
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CHAPTER 6

Target the Right Remote Roles
Instead of Spraying

Applications

Stop applying to every remote listing you find and start working a
scored target list of 40 roles that matches what you can actually prove.

What you’'ll get done

A three-tier target list of 40 roles: 10 dream, 20 realistic, 10 stretch, each found with a
repeatable search filter.

A four-question red-flag screen that removes commission-only, vague-timezone, no-
footprint, and unpaid-trial listings before you spend an hour on them.

Five saved searches (three remote boards, two company career pages) set to a frequency
you can sustain.

A 10-point fit score tied to your day-1 positioning statement, with a rule to apply only at 7 or

higher.

A six-column application tracker you can build in 15 minutes and update in 3 minutes a day.

Step by step

0 Write your positioning statement in one line before you search anything. Format:
target role + core skill + one proof point + timezone availability. Example: "Junior
data analyst, SQL and dashboard reporting, built a 40-row sales dashboard from a

public dataset, available 09:00-17:00 CET with 3-hour US overlap." Done when the
sentence fits on one line and you can read it out loud without adding caveats.

e Define the three tiers by how close each role sits to that statement, not by how
much you like the company. Dream tier means the role matches your target title and
skill but asks for 1-2 things you cannot prove yet. Realistic tier means you can prove
70 percent of the requirements today. Stretch tier means the title is one level above
yours but the skill list overlaps by at least half. Done when you have written the tier
definitions on one page and can sort any listing into a tier in under 30 seconds.

Remote Job Launchpad: Your 14-Day Playbook to a Remote-Ready CV, LinkedIn Profile, and Interview
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9 Build the realistic tier first, because it is the only tier you can apply to this week. Run
these filters on three remote-specific boards: keyword from your positioning
statement, "entry level" or "junior"” or "1-3 years", remote-only, and posted in the
last 14 days. Collect 20 listings into a plain document with title, company, and link
only. Done when you have 20 rows and no row is older than 14 days.

e Build the dream tier with the same filters but drop the seniority filter and add the
company-size filter. Collect 10 roles where the title matches exactly and the
company has a public product you can name. Example: a support specialist role at a
60-person SaaS company that publishes a public changelog you can reference later.
Done when you can state in one sentence what each of the 10 companies sells.

e Build the stretch tier by searching one title above yours and adding "associate" or
“trainee" to the query. Collect 10 roles where at least half the listed skills appear in
your positioning statement. Done when every stretch row has a note naming the 1-2
skills you are missing, because that note becomes your study list.

e Run the red-flag screen on all 40 rows and delete anything that fails. Remove
commission-only "remote" sales roles with no base, listings that say "flexible
timezone" without naming an overlap window, companies with no website or no
named people on LinkedIn, and any posting that requires an unpaid trial task longer
than a sample brief. Done when your list is shorter and every remaining row has
passed all four checks.

o Set up five saved searches with realistic alert frequency. Use three remote-specific
boards plus two company career pages from your dream tier, and set alerts to once
daily on the boards and weekly on the career pages. Done when a test alert lands in
your inbox and you have moved it into a folder named Remote Search, so alerts
never mix with your normal mail.

Q Score every remaining role against your positioning statement on 10 points. Give 3
points for title match, 3 for skill match, 2 for timezone overlap you can state in
hours, 1 for a named contact you can find, and 1 for a work sample you could send
this week. Done when each row has a number from 0 to 10 written next to it and you
have deleted every row below 7.

e Apply the 7-or-higher rule without exceptions for the first two weeks. A 6 is a role
you save for later, not a role you apply to today, because a weak match burns your
outreach message on a team that will not reply. Done when your apply-now list
contains only rows scoring 7 or higher and you can name the score for each one.
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@ Build the tracker with exactly six columns: role, source, date, contact, follow-up
date, outcome. Add one row per role you apply to, fill the contact column with a real
name from the company page or LinkedIn, and set the follow-up date 5 working
days after the application date. Done when the tracker has your first 5 rows and
every row has a name in the contact column.

m Review the list every Friday for 15 minutes. Delete expired listings, add new ones
from your alerts, and check which source produced the most 7-or-higher scores.
Done when you have one sentence written at the bottom of the tracker naming the
source you will search first next week.

Athree-tier target list of 40 roles: 10 dream, 20 realistic, 10
stretch, each found with a repeatable search filter.

Common mistakes

® You apply to every listing that says "remote" and skip the tier sort, which floods your
tracker with 6-and-below roles and hides the 20 that actually fit.

® You keep commission-only sales roles on the list because the title sounds like your
target, which costs you a week of outreach on a job that pays nothing until you close.

® You set alerts to instant on five boards, which buries your inbox in duplicate postings
within three days and makes you turn alerts off entirely.

® You score roles by how much you want them instead of by proof you can show, which
pushes your apply-now list toward stretch roles you cannot defend in a first call.

® You leave the contact column empty, which turns every follow-up into a message to a
generic address that nobody reads.

Checklist

U

0O 000d
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Your positioning statement fits on one line and names a role, a skill, a proof point, and your
timezone.

Your target list has 40 rows split into 10 dream, 20 realistic, and 10 stretch.

Every row on the list has passed the four red-flag checks.

Five saved searches are live and a test alert has landed in your Remote Search folder.
Every row you plan to apply to scores 7 or higher on the 10-point fit score.

Your tracker has six columns and at least 5 rows with a named contact and a follow-up date.
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Summary

A scored list of 40 roles beats 200 sprayed applications because it sends your effort only
where your proof already matches the ad. Open your tracker now, add the 20 realistic
rows from step 3, and score them before you write a single application.

Remote Job Launchpad: Your 14-Day Playbook to a Remote-Ready CV, LinkedIn Profile, and Interview
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CHAPTER 7

Write Outreach Messages That
Get Replies From Remote Hiring
Teams

Most remote applications die in the inbox because the message reads like a
mass template, so here is the exact 4-line structure, three versions, and a 2-
touch follow-up that gets replies.

What you'll get done

Build a 4-line outreach message you can send in under 4 minutes per contact
Adapt it into three versions: hiring manager, recruiter, and peer on the team
Personalize each message in under 3 minutes using the one real detail rule
Run a 2-touch follow-up sequence with fixed timing and a hard stop

Track reply rate per version and cut the weakest one after 10 sends

Step by step

o Open a spreadsheet and create 5 columns: Contact name, Role type, Message version,
Date sent, Reply (yes/no). You will log every message here from the first send. Done when
the header row exists and you have pasted in 10 target contacts from your day-6 target
list. Keep it to one tab, no color coding, no formulas.

e Write the 4-line skeleton before you write any real message. Line 1 is a specific
observation about the company or the person. Line 2 is one line of relevant proof from
your own record. Line 3 is one clear ask. Line 4 is a low-friction next step. Done when all
four lines fit on one screen with no scrolling and the whole thing is under 90 words.

e Build line 1 with the one real detail rule: find one fact you could only know by reading their
job ad, their product page, or their last three LinkedIn posts. Example: a support team
that just published a help center in two new languages. Write it as a plain statement, not a
compliment. Done when the line names something specific enough that it could not be
copy-pasted to another company.

o Write line 2 as proof, not a summary of your CV. Pick one result with a number or a tool
attached, in the same shape as the role you are targeting. Example: "I cut ticket response
time from 2 days to 6 hours by rewriting 40 saved replies." Done when the line contains
either a number, a named tool, or both, and stays to one sentence.
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o Write line 3 as a single ask with a clear scope. Ask for one thing only: a 15-minute call, a
yes/no on whether the role is still open, or permission to send your one-page work
sample. Do not stack two asks in one message. Done when a stranger could answer the
ask with one word or one calendar click.

e Write line 4 as the low-friction next step that removes work from the reader. Offer a
specific time window, a link, or a pre-written reply they can forward. Example: "If it helps,
I can send a one-page breakdown of how I would handle your German queue by Thursday

- just reply 'send it'" Done when the reader has to do nothing except type two words or
click once.

o Produce the hiring manager version first. Keep it at 4 lines, lead with the observation
about their team's output, and put the ask as a question about the role's current priority.
Send this version to people with manager or head-of titles. Done when you have one
saved template with three bracketed slots: [observation], [proof], [ask].

0 Produce the recruiter version from the same skeleton. Swap line 1 for the role and
requisition you are applying to, keep line 2 as proof matched to the job ad's top
requirement, and make line 3 a yes/no question about whether your profile fits the
shortlist. Done when the message mentions the exact role title and stays under 80 words.

e Produce the peer version for someone doing the same job on the team. Drop the ask for a
call, replace line 3 with one specific question about how the team works, and keep line 4
as an offer to share your work sample. Send this version last, and only after you have sent
the manager and recruiter versions. Done when the message contains a real question that
a peer would enjoy answering in one sentence.

@ Set up the 2-touch follow-up sequence and stop after it. Touch 1 goes 4 working days
after the first message and adds one new piece of value, such as your work sample link or
a short answer to something they mentioned. Touch 2 goes 8 working days after touch 1
and is two sentences: a polite close and an open door. Do not send a third message. Done
when both follow-ups are drafted in advance and the send dates are in your calendar.

0 After every 10 sends per version, calculate the reply rate in your tracker and cut or rewrite
the weakest version. Count any human reply as a yes, including a no. Keep the version
with the highest rate and retire the other. Done when the tracker shows a rate per version
and you have made one written decision about which version to keep.

Common mistakes

® People send the same paragraph to 40 contacts and change only the name. This trains
recruiters to ignore you because the message reads as bulk mail, so instead spend 3
minutes finding one real detail per contact.
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® People open with "I hope this message finds you well" and bury the ask in paragraph
three. This costs you the six seconds a recruiter gives an unknown sender, so instead
put the observation in line 1 and the ask by line 3.

® People ask for "any opportunity" or "a quick chat to learn more." This gives the reader
work to do because they must invent the agenda, so instead ask one scoped question

with a yes/no answer.

® People send three or four follow-ups because silence feels like a maybe. This
damages your name inside a small remote hiring network, so instead run exactly 2
touches and then close the thread.

® People never measure which version works. This means you keep sending the weakest
message for months, so instead log every send and cut the underperformer after 10.

Checklist

Your spreadsheet has 5 columns and at least 10 contacts logged
Your 4-line skeleton is saved as a template with 3 bracketed slots
You have written all three versions: hiring manager, recruiter, peer
Every message you plan to send is under 90 words and has one ask

Both follow-up messages are drafted with send dates in your calendar

000000

You have a written rule for when to cut a message version

Summary

Outreach works when it is short, specific, and measured, and the 4-line formula plus a 2-
touch stop gives you all three. Next, open your tracker and write the first hiring manager
message to one contact on your target list today.

Remote Job Launchpad: Your 14-Day Playbook to a Remote-Ready CV, LinkedIn Profile, and Interview
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CHAPTER 8

Answer the Async and Self-
Management Interview Questions
Without Freezing

Remote interview answers fail when they describe your personality instead of
your working system, so you replace adjectives with routines, tools, and
named checkpoints.

What you'll get done

Six core remote stories built on the situation-task-action-remote-signal structure, each
trimmed to under 90 seconds

A productivity-without-supervision answer that names your tools, your checkpoints, and
your weekly rhythm

A timezone-fit answer with your working hours, your overlap window, and your handoff
routine

A bridge answer for "you have no remote experience" that redirects to your work sample in
one sentence

A self-recording drill you run three times and score against a 4-point clarity checklist

Step by step

o List the six questions you will almost certainly face: how you stay productive without
supervision, how you handle timezones, how you communicate asynchronously, how you
handle a blocker alone, how you take ownership of a project end to end, and how you
respond to feedback in writing. Write them on one page, one line each. Done when you
have exactly six lines and no more, because six prepared stories cover roughly 80 percent
of what a remote first call asks.

e Build each story in the situation-task-action-remote-signal structure: one sentence for
the situation, one for your task, two or three for the action, and one final sentence that
names the remote signal (written handoff, self-set deadline, async update, documented
decision). Keep each story between 60 and 90 seconds spoken, which is roughly 130 to
180 words. Done when every story ends with an explicit sighal sentence, not a vague "and
it worked out."
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e Time yourself reading all six stories out loud with a stopwatch. Cut any story over 90
seconds by deleting background detail first, then adjectives, then the second example if
you still have two. Done when all six land under 90 seconds on two consecutive reads,
because a story that runs long gets interrupted and you lose the signal sentence.

e Write your productivity-without-supervision answer as a routine, not a trait. Use this
template: "I work in two focused blocks, morning and early afternoon, and I start each
day by writing a three-line plan in [tool] - what I finish today, what I need from others,
what is blocked. I post a short update at the end of each block, and if something is
blocked for more than [X] hours I raise it in writing instead of waiting." Fill the brackets
with your real tools and a real number of hours. Done when the answer names at least
two tools and one checkpoint time.

e Rehearse the routine answer with a concrete example attached. For instance, a candidate
preparing customer support roles describes writing a daily three-line plan in a shared doc,
posting a midday status in the team channel, and flagging a blocked refund case in writing
within four hours instead of sitting on it. Keep the example to one sentence and attach it
after the routine. Done when the routine plus example still fits in 75 seconds.

e Build your timezone-fit answer in three parts: your working hours in your local time, your
overlap window with the hiring company's timezone, and your handoff habit. State it
plainly: "I work 9 to 17 [your timezone], which gives me a [X]-hour overlap with your [their
timezone] morning. Anything I finish after the overlap I leave as a written handoff with the
next step named, so the other side starts with context, not questions." Calculate the
overlap yourself before the call using a timezone converter and write the number down.
Done when you can say your overlap window in hours without checking.

o Prepare the handoff sentence as a standalone script you can drop into any answer: "When
I finish work outside your hours, I leave a short written note - what is done, what is next,
what needs a decision - so nobody waits on me to wake up." Say it out loud five times until
it sounds like your normal speech. Done when you can deliver it without reading and
without speeding up.

0 Write the bridge answer for "you have no remote experience." Use this three-sentence
structure: acknowledge honestly, reframe your local work as distributed work, redirect to
proof. Example: "I have not held a remote title, but most of my last two years was
distributed work - I coordinated with a team across three locations, ran my deadlines
without daily supervision, and documented handoffs in writing. I built a work sample that
shows exactly how I run a task async, and I can walk you through it in two minutes." Done
when the bridge ends on the work sample, never on an apology.
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e Run the 3-question self-recording drill: record yourself answering the productivity
guestion, the timezone question, and the no-experience objection, one take each, on your
phone. Do not re-record more than twice per question, because endless retakes train
memorization instead of composure. Done when you have three recordings saved with the
date in the filename.

@ Score each recording against a 4-point clarity checklist: did you answer in the first 15
seconds, did you name at least one tool or number, did you stay under 90 seconds, and
did you end on a signal or a proof point. Give one point per yes, so 4 out of 4 is your target.
Done when all three recordings score at least 3 out of 4, and you note the single weakest
point to fix in the next drill.

Q Repeat the drill on a different day with the same three questions plus one new one from
your list of six. Change nothing except the weakest point you identified. Done when your
second session scores 4 out of 4 on at least two of the three recordings, which usually
takes two sessions of about 20 minutes each.

People apologize for having no remote experience, which
confirms the recruiter's doubt; use the bridge answer that
acknowledges once and redirects to your work sample.

Common mistakes

® People answer "how do you stay productive" with adjectives like disciplined or self-
motivated, which gives the interviewer nothing to verify; replace it with a named routine,
two tools, and a checkpoint time.

® People apologize for having no remote experience, which confirms the recruiter's doubt;
use the bridge answer that acknowledges once and redirects to your work sample.

® People let stories run past two minutes because they front-load background, which
invites interruptions before the signal sentence lands; cut background first and keep
every story under 90 seconds.

® People state a timezone overlap they have not calculated, which collapses under one
follow-up question; compute the overlap in hours before the call and write it down.

® People memorize answers word for word, which sounds recited and breaks on the first

unexpected follow-up; memorize the structure and the numbers, not the sentences.

Checklist
(J You have six stories written on one page, each ending with a named remote signal.

() Every story reads under 90 seconds on a stopwatch, twice in a row.
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(J Your productivity answer names at least two tools and one checkpoint time.

(J Your timezone answer states your hours, your overlap window in hours, and your
handoff habit.

() Your bridge answer ends on the work sample, not on an apology.

(J You have three dated recordings that score at least 3 out of 4 on the clarity checklist.

Summary

Your remote answers work when they describe a system a hiring manager could plug you
into, not a personality they have to trust. Run the 3-question recording drill today and
score it against the 4-point checklist before your next call.

Remote Job Launchpad: Your 14-Day Playbook to a Remote-Ready CV, LinkedIn Profile, and Interview
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CHAPTER 9

Run the Live Remote Interview:
Tools, Setup, and Written
Communication Tests

A remote interview is won or lost in the 24 hours before the call and the
24 hours after it, not in the 30 minutes on camera.

What you'll get done

You build a tested tech stack (camera, light, audio, backup connection) and run a 15-minute
test call the day before.

You prepare for the written-communication test with a 3-quality checklist: clarity, structure,
tone.

You learn the "structure first" answer pattern and use it in every live answer.

You ask 3 remote-specific questions that make you sound like someone who has already
worked distributed.

You send a 4-line follow-up within 24 hours that restates one concrete contribution.

Step by step

Set your camera framing in 10 minutes. Put the lens at eye level, sit so your head and
shoulders fill the middle third of the frame, and leave about one hand-width of space
above your head. Check it by joining a solo meeting in the tool the company uses and
taking a screenshot. Done when you can read your own face clearly without leaning in.

45 degrees, turn off any light behind you, and close the blinds if the sun hits your back.
Test at the same hour as your interview, because light changes through the day. Done
when there is no shadow on half your face and no bright rectangle behind your head.

speakers, and record a 30-second test in the meeting tool to hear yourself back.
Recruiters forgive a plain background far more easily than they forgive echo. Done when

the recording has no echo and no keyboard noise when you type.
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Lock your audio before anything else. Use wired headphones or a headset, not laptop
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e Build a backup connection you can switch to in under 20 seconds. Have a phone with
mobile data ready, the meeting link open in a second device, and the recruiter's email
visible. Write the fallback line in your notes: "My connection dropped - I'm back, please
repeat the last question." Done when you have physically tested joining the call from your
phone once.

o Run a full test call 24 hours before, with a real person if possible. Send a 2-line message
to a friend or use a second device, join the exact meeting link, and check camera, mic,
screen share, and your notes window side by side. Time it: 15 minutes is enough. Done
when you have joined the real link once and know exactly where the mute button and
screen-share button sit.

e Prepare your desk as a one-screen setup. Close every tab except the meeting, your CV,
the job ad, and one notes file with your 6 prepared stories as 5-word prompts. Put your
phone face down outside arm's reach. Done when your notes file is open and every other
window is closed.

o Rehearse the "structure first" answer pattern out loud 5 times. For any question, say the
headline answer in one sentence, give 2 or 3 details, then ask a short check-in question
such as "Does that cover what you were asking?" Keep the whole answer under 90
seconds. For example, to "How do you handle deadlines?" you open with "I plan
backwards from the deadline and confirm it in writing," then give two details, then check
in. Done when you have recorded yourself once and the headline came out in the first 10
seconds.

0 Prepare for the written-communication test with a 3-quality checklist. Some remote
teams send a short written task or ask you to answer in chat during the call. Before you
submit anything, check clarity (one idea per paragraph, no jargon), structure (a short
opening line that states your answer, then the reasoning, then next steps), and tone
(plain, direct, no sarcasm, no emoji unless they used them first). Done when you have
written one 150-word practice answer and scored it against all three qualities.

e Prepare 3 remote-specific questions and write them on your notes file. Ask: "How does
the team document decisions - is there a written record I would contribute to?", "Which
async tools does the team actually use day to day, and which ones are noise?", and "How
do you measure output for this role - deliverables, response times, or something else?"
Ask at least two of them in the last 10 minutes. Done when all three are written down and
you have said each one out loud once.

@ Handle the last 5 minutes deliberately. Ask what the next step looks like and by when,
confirm the timezone you would be working in, and thank them by name. Write three
notes immediately after the call ends: one thing you said well, one thing you would
rephrase, and one concrete contribution you can restate in the follow-up. Done when the
three notes exist before you close your laptop.
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m Send the follow-up within 24 hours using 4 lines. Line 1: thank them and name the
specific topic you discussed. Line 2: restate one concrete contribution, for example "I
would start by mapping the current handoff process into one shared document so nothing
lives in DMs." Line 3: attach or link one relevant item if they asked for it. Line 4: one
sentence on availability and next steps. Done when the email is sent, under 120 words,

and contains no more than one link.

You test the camera but not the audio, so the interviewer hears
echo for 30 minutes - always record a 30-second sample in the
actual tool and listen back.

Common mistakes

® You test the camera but not the audio, so the interviewer hears echo for 30 minutes -
always record a 30-second sample in the actual tool and listen back.

® You keep 15 tabs and notifications open, so your eyes drift mid-answer - close
everything except the meeting, your CV, the job ad, and one notes file.

® You answer a written test in one long block, which reads as unclear under time
pressure - write the answer first, then the reasoning, then next steps, in three short
blocks.

® You ask no questions at the end, which signals a candidate who has only worked in
person - bring the 3 remote-specific questions written down and ask at least two.

® You send a follow-up three days later or not at all, so the last impression is someone
else's - send it within 24 hours, under 120 words, with one concrete contribution.

Checklist

I have joined the real meeting link once and tested camera, mic, and screen share.
My light is in front of me and there is nothing bright behind my head.

My backup connection is tested and my fallback line is written in my notes.

I have said the "structure first" answer pattern out loud at least 5 times.

My 3 remote-specific questions are written in my notes file.

0O 00000

My 4-line follow-up is drafted and ready to send within 24 hours.
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Summary

The interview is a systems test as much as a conversation: a tested setup removes the
technical risk, and the structure-first pattern plus 3 remote questions carry the rest. Draft
your 4-line follow-up template now, before the call, so sending it takes two minutes after
you hang up.
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CHAPTER 10

Negotiate Your First Remote Offer
Without Underselling Yourself

You can turn a vague "what are your salary expectations?" into a written offer
that pays you fairly, even with zero remote work on your record, by
researching a range, setting three numbers, and re...

What you'll get done

Build a realistic salary range from three independent sources so you never guess a number
in the call.

Set your floor, target, and walk-away point on paper before anyone asks.

(<]

Deliver the "appreciate, ask, anchor" response out loud without freezing.

Separate the remote terms that change real take-home pay from the ones that just sound
nice.

Run a written acceptance checklist so you compare the offer to your target before you say

yes.

Step by step
o Open a single spreadsheet with four columns: source, role title, location or
timezone, and salary figure. Spend 25 minutes filling the first column with remote

salary boards that publish ranges by role and region. Mark each figure with the date
you saw it. Done when you have at least 8 rows and every row has a date.

e Add the second source: the company's own job postings. Pull 3 to 5 live ads from
the same company for similar roles and note any published range, plus the seniority
wording. If the ads show no numbers, write "not disclosed" and move on. Done
when each of the 3 to 5 ads has its own row.

e Get the third source: one peer conversation. Message one person who holds a
similar remote role and ask a single question: "What range would you expect for this
role at this level?" Keep it to two sentences and do not ask what they personally
earn. Done when you have one reply or one scheduled call.
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e Sort your rows by role level and drop the outliers at the top and bottom 10 percent.
Calculate the middle band: the lowest and highest figure that most rows cluster
around. Write that band in one cell, for example "mid-level analyst, remote, region-
neutral: band from source cluster." Done when one band cell exists and you can
name which 3 rows support it.

e Set your three numbers in a new block: floor, target, and walk-away. Floor is the
lowest number you accept without resentment, target is the number you ask for
first, walk-away is the point below which you decline. Put target at least 10 to 15
percent above floor so you have room to move. Done when all three numbers are
written and you can say each one out loud without hesitating.

e Rehearse the "appreciate, ask, anchor" script out loud 5 times. The pattern is:
appreciate the question, ask one clarifying question about scope or level, then
anchor with your target and a range. Copy this template: "Thanks for raising it early.
Before I give a number, can you tell me what level this role sits at and whether the
range is set for the whole team? Based on my research for this scope, I am targeting
[target], and I am flexible within a range around it." Done when you can say it in
under 30 seconds without reading.

0 Write down the remote terms that change real pay and ask about each one in the
same conversation or the next email. Cover three items: timezone requirements and
how many hours of overlap are expected, the equipment policy (who pays for the
laptop, monitor, and internet), and how the contract defines working hours (fixed
schedule or output-based). Done when you have a written answer or a "we will
confirm" for all three.

0 Convert each term into a number so you compare offers fairly. If you must buy your
own equipment, subtract that one-time cost from the first-year total; if you must
cover your own internet, subtract the monthly cost across 12 months. For example,
a candidate comparing two offers found the higher salary came with a required 4-
hour overlap starting at 6 a.m. local time and no equipment budget, which erased
most of the gap. Done when each offer has an adjusted annual figure next to the
headline number.

o Write your acceptance checklist before the offer arrives, with 6 to 8 yes/no lines.
Include: base pay at or above my floor, total adjusted pay at or above my target,
overlap hours I can sustain for a year, equipment covered or reimbursed, working
hours defined in writing, contract type and notice period clear, and start date
workable. Done when the checklist is saved and you have read it once end to end.
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@ When the written offer lands, review it against the checklist line by line and reply
within one business day. Use a short message: thank them, confirm the lines that
meet your checklist, and name the one or two lines that do not, with your counter.
Done when you have sent a written reply that either accepts or proposes a specific
change.

m If the offer sits below your floor, decline politely in writing and keep the contact. If it
sits between floor and target, counter once with your target and one supporting
reason from your research. Done when the negotiation is closed in writing and you
have logged the final numbers in your tracker.

Naming your floor first because you are nervous - it caps the
whole conversation at your minimum, so state your targetand a
range instead.

Common mistakes

® Naming your floor first because you are nervous - it caps the whole conversation at your
minimum, so state your target and a range instead.

® Researching only one salary board - a single source reflects one company's bias, so
cross-check at least three sources before you commit to a number.

® Ignoring equipment and internet costs - a salary that looks higher can pay less after you
buy a laptop, so convert every term into an annual figure.

® Accepting verbally on the call - you lose the chance to compare terms calmly, so ask for
the offer in writing and reply within one business day.

® Skipping the overlap-hours question - a schedule you cannot hold for a year becomes a

resignation, so confirm the expected overlap before you sign.

Checklist
(] Ihave at least 8 salary rows from 3 different source types, each with a date.
My floor, target, and walk-away numbers are written down and target is above floor.

I have said the "appreciate, ask, anchor" script out loud 5 times without reading.

000

I have written answers or "to confirm" notes on overlap hours, equipment policy, and
working-hours definition.

U

Each offer has an adjusted annual figure next to the headline salary.

O

My acceptance checklist has 6 to 8 yes/no lines and I have read it once.
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Summary

Negotiating well is preparation, not nerve: three sources give you a range, three numbers
give you a position, and a written checklist protects you from a bad yes. Open your
spreadsheet now and fill the first 8 salary rows before your next call.
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CHAPTER 11

Build a Weekly Remote Job
Search System You Can

Sustain

A weekly system turns a chaotic search into three protected sessions,
fixed quotas, and a Friday review that tells you exactly what to change.

What you’'ll get done

You block three fixed search sessions per week and defend them like calendar meetings.

(<]

You set weekly quotas for applications, outreach, and follow-ups that you can actually hit.

(<]

You run a 15-minute Friday review that reads your reply and interview rates.

o

You use a tracker to find which source produces interviews and cut the rest after three
weeks.

(<)

You build a rejection log that converts every "no" into one specific fix.

Step by step

o Open your calendar and block three recurring sessions of 90 minutes each: Tuesday
for targeting, Thursday for applications and outreach, Saturday for skill proof. Name
them "Remote Search: Targeting," "Remote Search: Apply," and "Remote Search:
Proof" so they read as commitments, not free time. Set them as busy so colleagues

cannot book over them. Done when all three appear as recurring events for the next
four weeks.

e Keep the Tuesday targeting session to one job: open your three-tier list and pick the
roles you will apply to this week. Spend the first 20 minutes scanning saved-search
alerts and the next 70 scoring each role against your positioning statement. Stop
when you have 5 to 8 roles that score 7 or higher. Done when your shortlist for the
week is written into the tracker with company, role, and source.
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Use the Thursday session for applications and outreach only - no scrolling, no profile
edits. Apply to 3 to 5 roles and send 3 outreach messages, spending no more than
20 minutes per application. If a role needs more than 20 minutes, it is a stretch role:
park it and return Saturday. Done when the tracker shows the applications sent and
the messages logged with dates.

Reserve the Saturday session for skill proof: update your work sample, rewrite one
weak CV bullet, or rehearse one interview answer out loud. Pick one task per week
and finish it in the 90 minutes. Example: a 26-year-old analyst spends Saturday
rewriting three CV bullets into "action + tool + measurable result" lines and re-
running the keyword check. Done when one proof asset is visibly better than it was
on Friday.

Set three weekly quotas you can hit on a busy week: 5 applications, 3 outreach
messages, and all follow-ups due that week. Write them at the top of your tracker so
you see them every session. If you miss a quota two weeks in a row, cut it by one
instead of quitting the system. Done when the quota line is filled in and you can
count your week against it.

Log every action in one tracker with these columns: date, company, role, source,
stage, next action, next-action date, and outcome. Fill the source column with the
exact place you found the role - a job board name, a company careers page, or a
referral. Update the stage the same day it changes. Done when every application
from this week has a next-action date.

Run the 15-minute Friday review at a fixed time, timer on. Minute 1 to 5: count
applications sent, outreach sent, and replies received. Minute 6 to 10: count
interview invitations and note which stage each came from. Minute 11 to 15: write
one change for next week - a new headline keyword, a rewritten bullet, or a dropped
source. Done when the one change is written as a single sentence you can act on.

Calculate two rates every Friday: reply rate (replies divided by outreach messages)
and interview rate (invitations divided by applications). Write both numbers in the
tracker next to the week's date. Do not judge a single week - read the trend across
three weeks. Done when you have three weekly numbers side by side.

After three weeks of data, rank your sources by interview invitations, not by
applications sent. Keep the top two sources and drop the rest, even if they feel
productive. A source that produced 20 applications and zero interviews is costing
you sessions you could spend elsewhere. Done when your tracker shows two active
sources and the dropped ones are marked "paused.”
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@ Build a rejection log with four columns: date, stage where you lost, the exact
feedback or silence, and one specific fix. Write the fix as a change to a named asset -
"rewrite summary line 2," "add timezone overlap to About section," "rebuild the
ownership story." Do not write "try harder" or "be more confident." Done when every
rejection this week has one fix attached.

m Close each Friday review by picking the single fix you will apply in next week's
sessions and writing it into the Tuesday block as the first task. One fix per week,
applied, beats five fixes started. Done when next Tuesday's calendar entry contains
the fix as its first line.

You block three fixed search sessions per week and defend them
like calendar meetings.

Common mistakes

® You treat the search as an all-week background task, so it fills every gap and nothing gets
finished - protect three sessions instead and let the rest of the week stay clean.

® You set quotas so high that you miss them by Wednesday and stop logging - set quotas
you hit on a busy week and raise them only after two clean weeks.

® You keep a source alive because it feels busy, not because it produces interviews - drop it
after three weeks of zero invitations and spend the time on the source that works.

® You log applications but not next-action dates, so follow-ups slip and warm leads go cold
- every row gets a date the moment you create it.

® You read a rejection as a verdict on you rather than data about one asset - convert it into

one named fix and move on.

Checklist

Three recurring 90-minute sessions are in your calendar for the next four weeks.

Your weekly quota line reads 5 applications, 3 outreach messages, and all follow-ups due.
Every application this week has a source and a next-action date in the tracker.

You have run one 15-minute Friday review with a timer and written one change.

Reply rate and interview rate are written next to this week's date.

O00000

Every rejection this week has one specific fix attached to a named asset.
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Summary

A sustainable search runs on three protected sessions, quotas you can hit, and a Friday
review that reads numbers instead of feelings. This week, block the three sessions and
write your quota line before you open a single job ad.
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CHAPTER 12

Turn Interviews Into Offers With a
Follow-Up and Feedback Loop

The interview ends, and the offer is won or lost in the 7 days after, not in the
45 minutes during. Here is the follow-up system that turns silence into
feedback and feedback into your next offer.

What you'll get done

Send a same-day thank-you note with a specific detail that keeps your name at the top of

the interviewer's inbox.

(<)

Run a 3-stage follow-up cadence with exact wording for each stage and a clear stop point.

(<]

Ask for real feedback using a 2-question script instead of getting ignored.

(<)

Diagnose which stage of the funnel is losing you offers and match it to one fix.

(<]

Rebuild your weakest interview story after every rejection so round two is sharper than
round one.

(<)

Keep a running proof bank that grows with every interview you take.

Step by step

o Send the same-day thank-you within 4 hours of the call ending. Keep it to 4 sentences:
thank them for a specific moment, restate one thing you can deliver, add one proof point
you did not mention live, and close with a single line. Example: "Thanks for the 30
minutes today, especially the walkthrough of how your team documents handoffs. You
mentioned the weekly async standup, and that maps to the written handoff log I built in
my last role. I also forgot to mention I cut our reporting time by half with a simple
template. Happy to send it if useful." Done when it is in their inbox the same day, no
attachments unless asked.

e Schedule the stage-two check-in for exactly 7 days after the interview. Set a calendar
reminder the moment you hang up. The wording is short and assumes nothing: "Hi, I
wanted to check where things stand on the role and whether there is anything else you

need from me. Still very interested." Done when the reminder fires and you send within 10

minutes, not 3 days later.
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e Send the stage-three graceful close only if you hear nothing after 7 more days. One
message, then stop: "I understand timelines shift. I am closing my loop on this role but
would welcome staying in touch for future openings." Done when you send it once and
add the contact to a future-opportunities list, not a chase list.

e Ask for feedback with a 2-question script the moment you get a rejection. The two
questions: "Was there a specific gap between what you needed and what I showed?" and
"If I applied again in six months, what one thing would make the difference?" Done when
you have sent both questions in one short message within 48 hours of the rejection, while
the interviewer still remembers you.

o Log every application and interview in a single tracker with 6 columns: company, stage
reached, date, feedback received, story used, next fix. Do this within 10 minutes of each
rejection or advance. Done when you can see at a glance which stage you fail at most
often.

e Diagnose your loss point by counting where you drop out. If you send 20 applications and
get under 2 first calls, the problem is upstream in your CV and profile, not the interview. If
you clear first calls but fail written tests, the problem is your written sample. If you reach
final rounds and lose, the problem is your closing story or your questions. Done when you
have assigned one fix to the stage with the highest drop-off, not to every stage at once.

o Rebuild your single weakest interview story after every rejection, not all of them. Take the
story that felt worst in the room, rewrite it in 5 lines: situation, task, action, result, and the
remote signal it proves. Time it out loud at 90 seconds. Done when you can tell the rebuilt
version without notes and it lands under 2 minutes.

0 Match each diagnosis to exactly one fix per cycle. For an upstream CV problem, reread the
job ad and add the 3 missing keywords to your top third. For a written-test problem,
rebuild your work sample's "how I worked" note. For a final-round problem, prepare 3
sharper closing questions. Done when you have changed one thing and can name it,
rather than rewriting everything at once.

e Add every new example to your proof bank within a week of using it. The bank is a simple
document with 3 columns: the story, the skill it proves, and the tool or metric inside it.
Add one entry after every interview, even a failed one, because the question you stumbled
on is the next story you need. Done when the bank has grown by at least one entry per
interview round.

@ Run a 15-minute Friday review of the week's interviews and follow-ups. Count thank-you
notes sent, replies received, feedback answers received, and stories rebuilt. Pick one
change for next week and write it in the tracker. Done when the review takes under 15
minutes and produces one named change.
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The interview ends, and the offer is won or lost in the 7 days after,
not in the 45 minutes during.

Common mistakes

® You send a generic "thank you for your time" note with no specific detail, so it reads like a
template and gets archived with the other 40 - instead hame one moment from the call
and add one proof point you missed.

® You chase the recruiter every 2 days after silence, which signals desperation and gets you
filtered - instead follow the 3-stage cadence and stop after the graceful close.

® You ask for feedback in a long paragraph that makes the interviewer do work, so they
reply with nothing - instead ask the 2 short questions in one message.

® You rewrite your entire interview prep after one rejection, which resets your progress and
wastes a week - instead fix the one stage with the highest drop-off.

® You let good stories disappear because you never wrote them down, so round five sounds

like round one - instead log every example in the proof bank within a week.

Checklist

(J Same-day thank-you sent within 4 hours of every interview, with one specific detail
and one new proof point.

Stage-two check-in scheduled for day 7 and stage-three close ready for day 14.
2-question feedback script sent within 48 hours of every rejection.
Tracker updated with company, stage, feedback, story used, and next fix.

One loss point identified by counting drop-offs across your last 10 applications.

OO0 00d

Proof bank has at least one new entry from this week's interviews.

Summary

Your follow-up cadence and feedback loop turn every interview, even a rejection, into
sharper material for the next one. Open your tracker now and log your last 3 interviews
with the stage you reached and the one fix each one points to.
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CHAPTER 13

Handle the Remote-Specific
Objections That Kill Beginner
Applications

Remote objections are predictable, so you can script the answer before
the call starts and stop losing offers to silence.

- J

What you'll get done
A timezone answer built on a written overlap plan with exact hours, not an apology

A self-management answer that points to your work sample, your routine, and one
documented handoff

Three copy-ready rewrites that turn local office work into distributed-work proof
A calm "why remote" answer that centers output and delivery, not convenience

Five rehearsed answers saved in one document you open before every call

Step by step

o Write your timezone overlap plan on one line before any call. Open a world clock, find your
target team's core hours, and note the exact window where you are online at the same
time. Format it as: "I work 9:00-17:00 my time, which gives us 3 hours of live overlap
from 14:00 to 17:00 your time, and I answer written messages within 4 working hours
outside that window." You are done when the line fits in one sentence and names two
clock times plus one response time.

e Attach a handoff routine to the timezone answer. Say what you write down at the end of
your day, where you put it, and who reads it next. Example: "Every evening I post a 5-line
end-of-day note in the project channel: done, in progress, blocked, next, and who needs
to pick it up." You are done when you can name the document, the channel, and the time
you post it.

o Build your "can you work alone" answer in three parts: proof, routine, reference. Proof is
your work sample link. Routine is your weekly schedule with named checkpoints.
Reference is one real handoff you documented, with a date. Say it in under 60 seconds:
"Here is a sample I built alone in 4 days. I work in 90-minute blocks with a written status
note every Friday. Last quarter I handed a project to a colleague using a 1-page brief and a
6-item checklist." You are done when a listener can repeat all three parts back to you.
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e Prepare three rewrites of your local experience as distributed work. Use this pattern:
name the distance, name the written channel, name the result. Rewrite one: "Coordinated
a 5-person team across 2 offices using a shared tracker and weekly written updates,
cutting missed deadlines to zero over 3 months." Rewrite two: "Managed a supplier
relationship entirely by email and shared documents for 8 months, with no in-person
meetings." Rewrite three: "Trained 4 new colleagues remotely over video calls and a 10-
page written guide they used without follow-up questions." You are done when all three fit
in two lines each and contain a number.

e Test each rewrite against the objection "but that was still local." Read it aloud and check
that it names a tool, a written artifact, and a measurable outcome. If any of the three is
missing, rewrite that line. A persona example: a 26-year-old retail supervisor rewrote "ran
the weekend shift" as "ran a 12-person weekend shift using a shared task board and a
written opening checklist, with 2 handoffs per day to the evening team." You are done
when no rewrite depends on the word "office" to make sense.

e Rehearse the "no remote experience" bridge in exactly two sentences. Sentence one
names the gap without apologizing: "I have not held a remote title, but I have done
distributed work for 2 years." Sentence two redirects to evidence: "Here is a sample and a
handoff note that show how I work when nobody is watching." You are done when you can
say both sentences without adding a third.

o Write the "why remote" answer around output. Use three beats: what you deliver, how you
deliver it, and what remote enables. Example: "I deliver finished written work on
schedule. I plan in weekly blocks and document decisions as I go. Remote lets me protect
4 hours of deep work a day, which is where my best output comes from." Do not mention
commute, comfort, or flexibility. You are done when the word "output"” or a concrete
deliverable appears in the first sentence.

0 Run a 20-minute objection drill with a friend or a recorder. Have them ask all five
objections in random order: timezone, working alone, no remote experience, salary, why
remote. Answer each in under 60 seconds and record it. Listen back and cut every
sentence that starts with "I think" or "basically." You are done when all five answers land
under 60 seconds each and none contains an apology.

e Save the five answers in one document you open 10 minutes before every call. Keep each
answer to 3 lines maximum, with the exact numbers and links you will cite. Add a date at
the top and update it after any interview where an answer fell flat. You are done when the
document fits on one screen and you have read it aloud once before the call.
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You apologize for your timezone instead of stating an overlap
window - this signals you will be hard to schedule, so lead with the
exact hours you share and the response time outside them.

Common mistakes

® You apologize for your timezone instead of stating an overlap window - this signals you
will be hard to schedule, so lead with the exact hours you share and the response time
outside them.

® You answer "can you work alone" with adjectives like "self-motivated" - this gives the
interviewer nothing to check, so point to a sample link, a routine, and one dated
handoff.

® You treat local experience as a weakness and go quiet - this confirms the doubt, so
use the three rewrites that name the tool, the written channel, and the result.

® You say you want remote because of the commute or comfort - this reads as a risk, so
frame the answer around protected focus time and delivered output.

® You answer "no remote experience" with a long story that apologizes for the gap - this
invites more doubt, so use the two-sentence bridge and stop talking.

Checklist

Your timezone line names two clock times and one response time, and fits in one sentence
You can state your handoff routine with a document name, a channel, and a posting time
All three experience rewrites contain a tool, a written artifact, and a number

Your "why remote" answer mentions a deliverable in the first sentence

Your no-remote-experience bridge is exactly two sentences with no apology

000000

All five objection answers are saved in one document and each runs under 60 seconds

Summary

These five objections come up in almost every beginner remote interview, and each one
has a scripted answer you can prepare today. Open your one-page answer document now
and write the timezone line first, since it takes the least time and removes the most
doubt.

Remote Job Launchpad: Your 14-Day Playbook to a Remote-Ready CV, LinkedIn Profile, and Interview



CHAPTER 14

Put Your 14-Day Plan on One Page
and Start Today

You have 14 days of work scattered across a book, a calendar, and a note on
your phone - this chapter puts all of it on one page you can actually follow.

What you'll get done
A single-page plan with 14 dated tasks, each carrying a done-check you can tick or cross

A calendar with 60-90 minute blocks booked for the next 14 days and a fixed review slot
every third day

<]

Three checkpoints with hard dates: end of day 3, day 7, and day 14

(<)

A minimum viable day definition so a bad Tuesday does not break the streak

o

One written commitment sentence sent to one person who will ask you about it

(<)

A first action you can start within the next 60 minutes

Step by step

o Open a blank document and create a 14-row table with three columns: Day, Task,
Done-check. Fill the Day column with days 1 through 14 and put a real calendar
date next to each number, starting from tomorrow, not from "Monday" or "next
month". Done when every row has a date and no row says "TBD".

e Write the task for each day by pulling one deliverable per day from the previous
chapters, phrased as a finished object, not an activity. "CV rewritten" is an activity;
"CV saved as PDF, pasted into the keyword tool, score above 70 percent" is a
deliverable. Done when all 14 tasks name a file, a message, or a number.

e Write the done-check for each day as a yes/no question you can answer without
judgment. Examples: "Does the CV have one column and no tables?" "Is the
LinkedIn headline under 220 characters and does it contain the target role?" "Did I
send 3 outreach messages and log them?" Done when you can answer every check
with yes or no in under 10 seconds.
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Group the 14 days into three phases and label them on the page: days 1-3 CV, days
4-7 profile and outreach, days 8-14 applications and interview prep. This grouping is
what makes the checkpoints in step 6 meaningful. Done when the page shows three
visible phase headers.

Open your calendar and book 14 blocks of 60-90 minutes, one per day, at the same
time of day where possible. Put the task name in the event title, not "job search",
and set the location field to "deep work, phone off". Done when you can scroll your
calendar and see 14 named events.

Add a review slot every third day: days 3, 6, 9, 12, and 14, 20 minutes each, placed
right after that day's work block. In the review you only do three things: tick or cross
the done-checks since the last review, count applications and outreach sent, and
move one unfinished task to the next open day. Done when the five review events
exist with an agenda in the description.

Set the three hard checkpoints and write them at the top of the page in one line
each: end of day 3, CV finished and keyword score recorded; end of day 7, LinkedIn
profile live and first 5 outreach messages sent; end of day 14, at least 10
applications sent and at least 1 interview or screening call booked. Done when the
three lines sit above the table and each has a date.

Define your minimum viable day in one sentence and write it under the table. The
rule: on a day you cannot do the block, you still send one outreach message and
update one row in your tracker, and that counts as the day done. A realistic version
from a reader in this situation: a full-time employee who missed two evening blocks
sent one short message from the commute and logged it, which kept the streak alive
without pretending the day was productive. Done when the sentence is written and
you have decided which two actions are non-negotiable.

Copy this commitment template and fill the blanks: "By [date 14 days out] I will
have a remote-ready CV, a searchable LinkedIn profile, and [number] applications
sent, and I will show [person's name] the finished one-page plan on that date." Send
it as one message to one person who will actually ask - a friend, a former colleague,
a mentor - and ask them to check in on day 7 and day 14. Done when the message
shows as sent, not drafted.

Do the first task now, today, before you close the document. The day-1 task should
be the smallest one on the page, typically the 5-minute ATS test on your current CV,
because starting with a finished check makes day 2 easier to begin. Done when at
least one done-check on the page is already ticked.
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m Print the page or pin it as the first tab in your browser, and put the file in the same
folder as your CV so you cannot lose it. Set a recurring calendar reminder for day 15
titled "keep the profile sharp" so the plan hands off to maintenance instead of
ending cold. Done when the page is visible without opening a search and the day-15
reminder exists.

You build the plan as a list of topics instead of deliverables, so on
day 6 you cannot tell whether you finished - write every task as a
file, amessage, or a number.

Common mistakes

® You build the plan as a list of topics instead of deliverables, so on day 6 you cannot tell
whether you finished - write every task as a file, a message, or a number.

® You book 3-hour blocks "when I have time" and cancel the first one, which kills the whole
schedule - book 60-90 minutes at a fixed time and protect it like a meeting.

® You skip the review slots because they feel like overhead, then discover on day 14 that
four tasks silently slipped - keep the 20-minute reviews, they are where the plan corrects
itself.

® You send the commitment to someone who will be polite about it, so nobody ever asks -
pick the person who will message you on day 7 without being reminded.

® You plan to start "on Monday" and lose the weekend to planning, which is procrastination

with extra steps - start the day-1 task within 60 minutes of finishing the page.

Checklist

(J The one-page plan has 14 rows, each with a real date, a deliverable, and a yes/no done-
check

)

Your calendar shows 14 named work blocks of 60-90 minutes and 5 review slots on days 3,
6,9,12,and 14

The three checkpoints (day 3, day 7, day 14) are written at the top with dates and numbers
Your minimum viable day is written in one sentence with exactly two non-negotiable actions

The commitment message is sent to one named person, with check-ins on day 7 and day 14

00 0d

At least one done-check is already ticked and the day-15 reminder is in your calendar
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Summary

The plan only works as one visible page with dates, done-checks, and three checkpoints -
everything else is notes. Open your calendar now and book the first 90-minute block for
tomorrow before you do anything else.
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CHAPTER 15

Keep Your Remote-Ready Profile
Sharp After Day 14

Day 14 is a checkpoint, not a finish line - the profile you built decays the
moment you stop feeding it, so here is the 20-minute monthly routine that
keeps it searchable and interview-ready.

What you'll get done

A fixed 20-minute monthly refresh you can run on the same calendar slot every month,
covering CV keywords, work sample, and ATS score.

A clear rule for when to rewrite your LinkedIn headline, with the 3 signals that tell you the
target role has shifted.

A proof bank system that turns every new project into interview material within 7 days.
One 30-day goal chosen from three options, written down with a number attached.

A peer accountability loop with a fixed weekly check-in you can set up this week.

Step by step

o Block the monthly refresh now. Open your calendar and create a recurring event called
"Profile refresh" on the first Monday of every month, 20 minutes, with a reminder 10
minutes before. Set it to repeat for 12 months. You know it is done when the event shows
at least 6 future occurrences in your calendar.

e Run the CV keyword pass first, it takes 6 minutes. Open 3 remote job ads for your target
role that were posted in the last 14 days, copy the 10 most repeated skill and tool terms
into a plain text file, and compare them against your CV summary and top 5 bullets. If 2 or
more terms from the ads are missing from your CV, add them only where they are true.
Done when you can point to each new term and the line of real experience behind it.

e Re-run your ATS check with the same method you used on day 3. Paste the job ad and
your updated CV into your free keyword-matching tool, note the match score, and write it
in your tracker next to the date. A drop of more than 10 points against last month means
the ad language moved and your CV did not - fix the top 3 missing terms before you apply
to anything new.
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e Refresh the work sample, 5 minutes. Open the sample you built in week one and check
three things: the tools you name are still the ones you use, the result numbers are still
accurate, and the "how I worked" note still describes your real process. If any of the three
is stale, edit that paragraph only - do not rebuild the whole sample. Done when the
sample's date stamp is current and you would defend every line in an interview.

o Decide whether your headline still matches your target. Rewrite the LinkedIn headline
only when one of these 3 signals appears: you have sent 15 or more applications to a
different role title than your headline names, you have received 3 or more recruiter
messages for a role you do not want, or your target role's core tool has changed in the last
60 days. If none of the three is true, leave the headline alone - churn hurts search ranking
more than it helps.

e When a signal fires, rewrite the headline in one sitting using the same formula as before:
target role, core skill, remote availability. Keep it under 220 characters, keep the target
role in the first 40 characters, and change nothing else on the profile that day. Done when
you can read the headline out loud in under 8 seconds and it names the role you actually

want next.

o Open your proof bank file once a week, every Friday, for 5 minutes. The file is a simple
document with one entry per project: what the situation was, what you did, which tool you
used, and one number that shows the result. Add every new project, task, or volunteer
item within 7 days of finishing it, while the details are still exact. Done when the entry has
all four fields filled and you could turn it into a 90-second interview answer on the spot.

0 Write one proof bank entry as a full example so you know the standard. A realistic entry
reads like this: "Migrated a 40-row client tracker from spreadsheets to a shared board,
wrote a 1-page handoff note, cut weekly status emails from 12 to 3." Four fields, one
number, no adjectives. Match that level of specificity in every entry you add.

e Choose exactly one 30-day goal on the first day of each month. Pick from three options
only: more interviews (target a number of first calls), a better role tier (target a number of
applications to your stretch list), or a rate increase (target a specific number you will ask
for in the next offer conversation). Write the goal and the number at the top of your
tracker. Done when the goal is one sentence and contains a figure you can check on day
30.

@ Set up the peer loop this week. Message one person doing a similar remote search - a
classmate, a former colleague, or someone from a remote job community - and propose a
fixed 15-minute call every week, same day and time, with one rule: each of you reports 3
numbers (applications sent, outreach messages sent, replies received) and one thing you
will change. Done when the recurring invite is accepted and the first call is on the
calendar.
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0 Close the month with a 3-minute review. On the last day of the month, open your tracker
and answer three questions in writing: did the monthly refresh happen, did the 30-day
goal hit its number, and which single change goes into next month. Then set the next goal
and stop - one goal, one change, no list of ten. Done when next month's goal line is filled
in before you close the file.

People wait until arejection to write down a project, by which
point the numbers and tool names are gone - log each projectin
the proof bank within 7 days while the details are exact.

Common mistakes

® People treat the day-14 profile as finished and never touch it again, so their CV keywords
fall behind the ads within 6 to 8 weeks and their match scores quietly drop - run the 20-
minute refresh on a calendar reminder instead of relying on memory.

® People rewrite their LinkedIn headline every week chasing trends, which resets the
profile's search momentum and confuses recruiters about what you do - change it only
when one of the 3 signals fires.

® People wait until a rejection to write down a project, by which point the numbers and tool
names are gone - log each project in the proof bank within 7 days while the details are
exact.

® People set three or four monthly goals at once and finish none of them - pick one goal
with one number and let the other two wait for next month.

® People skip the peer check-in because it feels optional, and then skip the refresh too -

treat the weekly 15-minute call as the trigger that keeps the monthly routine alive.

Checklist

(J The recurring "Profile refresh" event is in your calendar with at least 6 future
occurrences.

(J Your CV contains every true term from the 3 recent job ads you checked, and you can
name the experience behind each one.

(J This month's ATS match score is written in your tracker with a date next to it.

(J Your work sample's tools, numbers, and "how I worked" note are all current as of this
month.

(J Your proof bank has at least one entry with all four fields and one number.
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(J One 30-day goal with a number is written at the top of your tracker, and a weekly peer
call is on the calendar.

Summary

Your profile stays remote-ready only if you feed it on a schedule, and the whole system
costs about 20 minutes a month plus 5 minutes a week. Open your calendar right now
and create the recurring "Profile refresh" event before you do anything else.
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