
 

 
 
Module Six, Building Your Business  
Video One, Your Resume and Portfolio 
 
Here’s what you’ll learn: We’ll go over your USP and what your USP 
actually is; how to write your resume and how not to write your resume; the 
essentials of your online portfolio (which, in and of itself, is an essential); 
your print portfolio essentials and the marketing materials you’ll need. 
 
Your USP.  Your USP is your unique selling proposition. Some people call 
it “unique selling point” but it’s the same thing. A USP is what makes you 
different from other copywriters. What makes you unique. Another way of 
looking at it is, what do you bring to the table that no one else does? This is 
your main benefit to consumer; why a company hires you over other 
copywriters. Just like it’s important in a copy piece to highlight the main 
benefit to consumer, when you’re trying to sell yourself to potential bosses 
or clients, you need to make your main benefit—your USP—as compelling 
as possible. And again, just as in copywriting, your benefit has to be front 
and center in every touchpoint with your target audience. After all, your 
USP is going to be a big part of how you convince companies to hire you 
over other copywriters.  
 
Take some time to think about this. We’ve put together an action sheet for 
your USP since it’s such an important part of your career development, but 
don’t just breeze through it. I would say start on it, step away and come back 
to it so that you can definitely put in some real thinking time to this. But also 
be sure too that you don’t give up too soon. It can be tempting to give up and 
think something like “Well, there is nothing that sets me apart. “ I guarantee 
that there’s something that sets you apart and makes you unique. Maybe it’s 
your sense of humor, maybe it’s the fact that you are so dedicated to 
deadlines, maybe it’s the fact that you’re so invested in guiding your piece 
according to corporate strategy, maybe it’s how your brief stint in NASCAR 
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racing makes you a professional that’s especially dedicated to speed and 
progress.  
 
Think creatively about this. Look at your background. Look at what bosses 
have said about you in performance reviews at previous jobs. What have 
they said that you do well and how can this benefit your prospective 
employers? What are your particular specialties? What makes you especially 
passionate about writing and what gives you a unique perspective to bring to 
the table? Definitely spend some time with this. By the way, your USP could 
change as you progress through your career and as you develop new skills 
and perhaps start specializing in certain things as you go. Your definition of 
yourself and your USP today doesn’t have to stick with you forever.   
 
Now, on to how to write you resume. First of all, don’t panic. Usually when 
you’re first starting out, most of your work experience is non-copywriting. 
And that’s okay because I have a little trick that I personally used myself 
and it worked very well. Instead of sending out a resume that doesn’t relate 
to what you want to be doing and the direction you want to head with your 
career, you’re going to send out a “Selected Credits Resume.” And the 
selected credits resume will be just like it sounds, it will be a list of some of 
your copywriting work thus far, also implying that it’s only a few of your 
best copywriting pieces. Instead of it being a list of your positions at 
companies and the things you’ve done in these roles, the Selected Credits 
Resume is a list of the actual work, the copywriting pieces, you have done. It 
briefly describes each project and how you solved the client’s problem. So 
for example, one of your listings could say “Café Florentine, Newspaper Ad. 
This local café was having a problem getting people to notice that they were 
now offering breakfast. I came up with a solution that showed the images of 
breakfast items in place of peoples’ books, iPods and makeup as they were 
commuting in to work.”  
 
To populate your Selected Credits Resume, scour your current and previous 
positions for any writing work you’ve done before. Did you write flyers? 
Did you write blog posts? Did you write newsletters? Have any of your 
friends ever come to you for resume help? Do any of your friends have small 
businesses that you’ve helped out with some writing? At this point in your 
career, you want to amass anything that you’ve written before to potentially 
add to your Selected Credits Resume. Just because you weren’t a copywriter 
at the time that you wrote these things, doesn’t mean that they don’t count as 
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credits. Don’t worry, though, if you don’t yet have a ton of credits; the next 
video is all about how to change that.   
 
So here’s what you want on your Selected Credits Resume. You want your 
name, you want your contact information and you want your URL for your 
online portfolio—we’ll get to more about that in just a second. And you 
want all of these pieces of contact information right up on top. Then…don’t 
write an objective. And what I mean by “an objective” is what you see at the 
top of almost every resume. As in, “Objective: I would like to get a position 
in a company that will allow me to utilize my people skills and my strong 
abilities for organization and yada yada yada.” The objective is all about 
what you want out of a job, and, as we’ve learned through copywriting, it’s 
not about you. It’s about the person who’s reading the writing. 
 
 So instead, write what you can do for the company. What is your benefit to 
the company? It’s essentially a longer version of your USP. Everything that 
you’ve culled down to keep short and sweet for your USP, you’re going to 
expand on for this bio section. Use your copywriting skills to really sell 
them on yourself. Tell them what you can do for them, not what you want 
out of the position. Convey what you bring to this position that no one else 
can and exactly how that will be beneficial to them. Don’t be afraid of 
putting personality into it, either. People want to work with fun and dynamic 
people rather than boring ones. Make yourself memorable. Now, you might 
want to have a dryer, less personality-driven version if you’ll be applying to 
financial services companies or law firms or anything like that, but for the 
most part, the people that are going to be getting this resume are going to be 
creative people themselves. And you want to let them know that not only are 
you a talented writer, but you’re also fun and easy to work with. Make them 
want to get in touch with you.  
 
Below that, after your bio, list out the writing work that you’ve done. List 
out the client (which might have been your employer at the time), the type of 
project and how you solved the client’s problem. The type of project will be 
the medium, so it could be newspaper ad, email, banner ad, direct mail, 
brochure, etc. How you solved the client’s problem has to do with what you 
were tasked to do. What did the client want this piece to accomplish? How 
did you go about creating this piece so that it did that? You want the 
description to be no longer than a few lines, but it should be packed with 
exactly how you helped your client—so that future clients can see how you 
will help them.  
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Here’s an example. “Magazine Ad. Charley’s Hardware Store. The client 
was opening a new location in which there were already two hardware 
stores. This grand opening ad was designed to position this store as the 
better-priced, more helpful and supportive choice.” Obviously, your write-up 
needs to make sense with the piece you’re referring to. You can also include 
your education at the bottom. Even if it doesn’t really pertain, it certainly 
doesn’t hurt for people to see where you’ve been to school and what you’ve 
done. Also, you want to keep a copy of your regular resume, but of course 
with your bio statement switched out for your old objective. Keep this just in 
case clients want to see it—though, frankly, they usually care more about the 
actual work you’ve produced. Now, also, if you’re applying to a company 
that requests a resume and wants a regular, standard resume, send them both 
your regular resume and your Selected Credits Resume since that’s what you 
really want them to see. Your regular resume won’t talk to the depth and 
breadth of your copywriting experience, but sending your Selected Credits 
Resume with it makes up for that.  
 
Online portfolio essentials. I cannot stress this enough: You must have an 
online portfolio. You absolutely must. Without one, you will look like an 
amateur and many employers will not even consider a writer without an 
online portfolio. That’s myself included. Sometimes I’m willing to be a little 
lenient when it comes to junior copywriters, as in fresh out of school 21 year 
olds, but even then I give more consideration to the fresh-out-of-school 
applicants who send me a portfolio. If you don’t have an online portfolio, 
it’s an uphill battle to sell someone on yourself. It can be a simple site, but 
you have to have a place to direct people to view your work online. Until 
people meet you in person, all they have to go on is your Selected Credits 
Resume and, while that’s better than nothing, it doesn’t show them exactly 
how good you are at copywriting, how creative you are, or how well you can 
write to a strategy.  
 
The ideal scenario is for them to get your Selected Credits Resume with the 
URL for your online portfolio right up top, so they can go take a look online 
as soon as they’ve skimmed your resume to make sure they’re interested. 
You want them to base the decision about whether or not to ask you in for an 
interview based on your online portfolio, on the pieces you’ve actually 
created, not on your Selected Credits Resume. Ideally, your online portfolio 
should have its own dedicated URL, so it should be something like 
www.yourname.com, not a URL where you come after a backslash like 
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www.wordpress.com/yourname.  If you have a complicated name, though, 
you may not want to make it your main URL. Take my name for example: 
My first name is Nicki, which has a couple of potential spellings and my last 
name is Krawczyk, spelled k-r-a-w-c-z-y-k. Considering it’s virtually 
impossible for anyone outside of my family to remember the spelling, it 
wouldn’t have been a great idea to make that my main URL. The URL that I 
give people is the very simple, pretty easy to spell NickiCopy.com. I still 
own nickikrawczyk.com, by the way, but I redirect it to nickicopy.com just 
in case someone should happen to type my name into a browser. And when 
you’re done with this module, feel free to go over and take a look at my 
portfolio site.  
 
On your online portfolio, make sure that your best work is highlighted. 
Don’t just throw anything up there so that it looks like you’ve done more 
work, especially if it’s stuff you’re not particularly proud of. Make sure it 
really, truly is your best work so that if people read it, they’ll be impressed. 
And this might mean, too, that you have to go back and dig through old files 
or you have to contact people at old jobs to see if they still have samples of 
your work, things like the newsletter you wrote for last year’s first quarter, 
or the brochure you wrote for the new service. It might feel odd to have to 
contact them and ask for it, but do it. You want to have your work online. 
We’ll talk a little bit later about ways to build your experience and ways to 
build your portfolio samples, but for now, now’s the time to dig through 
your own files and to go back and get these samples from the people you’ve 
worked with in the past.  
 
Limit how much editorial and content work you put on your portfolio. If 
you’ve written a few articles or a few blog posts that have been published, 
you can put one or maybe two up just to show that you’re flexible and you 
can do that kind of work. Just don’t put more than one or two since too much 
editorial or content work makes it look like you don’t know the difference 
between editorial writing, content writing and copywriting. Also, don’t put 
any non-copywriting, personal work up there. It can be tempting to put up a 
section about your novel-in-progress, but don’t do it. I don’t mean that it’s 
not a wonderful thing to also be working on a novel (you’ll find that many 
copywriters are), but this is not the place to highlight it. This is the place to 
sell people on what a professional copywriter you are, not to tell them about 
the other writing you do.  
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The reason is that it just makes it seem like you’re only copywriting until 
you publish your bestseller; like copywriting is kind of your second choice 
for a career. And frankly, no boss or client wants to work with that. They 
want to work with someone who is very passionate and very serious about 
copywriting. And, between you and me, it’s no problem if you’re only 
copywriting until you publish your bestseller. Fine! Copywriting is a great 
way to make a living until you do that (and probably after you do that, too), 
but your client doesn’t need to know that. They need to know that you’re 
very serious about copywriting and you’re dedicated to it.  
 
Also, be sure to infuse your site with your personality. People who are 
interested in hiring you want to get a feel for who you are and what it’s like 
to actually work with you. If you have a great sense of humor, put your 
sense of humor up there. If you’re quirky and fun, make sure your 
description of yourself is quirky and fun. If you happen to be a very, very 
serious person then, certainly, keep your site very serious. People want to 
know what kind of people they’re going to be working with and it can really 
be a mark in your favor if they get the impression that you’d be good to 
work with from your site. There are a lot of really odd writers out there, so 
it’s refreshing to come across a site where it sounds like it’s a person that 
you’d actually like to be working with.  
 
And like your USP on your Selected Credits Resume, make sure that you 
explain what sets you apart. Your portfolio site should have a home page, an 
actual portfolio page and a bio page at the very least. Your USP should go 
on your bio page, of course, but do your best to try to infuse it throughout 
the rest of your site, as well. After all, if you were writing a website to sell a 
product, you’d certainly have that product’s benefit on the home page and 
throughout other pages, right? Your aim should be to structure and write 
your site in the best way to sell yourself. Also, put up a few pictures of 
yourself. Let them know that there is a person behind this site—and they 
don’t have to be professional headshots, either. If that’s the image that you 
want to convey then absolutely go ahead; I’m sure you can probably find a 
friend who can set up a background for you and take a picture of you in a 
nice suit. But they can be also just pictures of you out and about; pictures 
that give a good feeling for who you are.  
 
You probably don’t want pictures of you out partying or going crazy, but a 
few pictures of you in your element are kind of a nice way to introduce 
yourself to people. Make sure, too, that your copy samples are easy to read 
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when people click on them. If you have a copy sample up there, and people 
click on it to expand it and they still can’t read the copy, it’s pretty much 
worthless. The whole point of the site is that people get to know you and 
they get a chance to read your copy. If, for some reason, you’re locked into a 
site where the format doesn’t allow people to read the copy, or you have a 
piece of writing that you just can’t get big enough to read, make sure that 
you have a section right near the picture where you can actually type up the 
copy that’s in it. You want people to be able to see that it’s a produced piece, 
but they also need to have the opportunity to read the copy.  
 
We’ll talk in a moment about some potential sites that you can use to build 
your portfolio, but just make sure that your copy samples are easy to read. 
Incidentally, make sure that you only post your copy samples after the pieces 
have gone public. So this would be after the direct mailer has been mailed 
out, or the ad has been published, or the email has been sent. Otherwise, you 
risk getting into trouble with NDAs. An NDA is a non-disclosure agreement 
and, whether on-staff or as a freelancer, you’ll usually be asked to sign these 
as a requirement for employment. They basically say that you can’t tell 
people what goes on with the projects that the company is working on until 
the project has become public. The reason for that is if, for example, a 
company is launching a new website that is very different from anything 
anybody else is doing, they might be concerned about their competitors 
hearing about it and getting a jump on them before they’re ready to release it 
to the world. They don’t want anyone to know about it until the site goes 
live, so they have everyone that works for them, and even agencies that work 
with them too, sign non-disclosure agreements to ensure there are no 
information leaks.  
 
So, if the site hasn’t gone live yet and you’ve published a screen shot of it on 
your portfolio site, you’re violating your non-disclosure agreement and 
could be setting yourself up for a lawsuit. The very simple way to be sure 
this doesn’t happen is just to be sure to only post copy samples after they’ve 
gone live to the public. Now, if something never goes live to the public—if 
they cancel an email or decide not to send it or something like that—that’s a 
different story. As long as the product that the email is talking about is 
public, you can absolutely post that. And you can make a note when you 
describe the piece on your site that they didn’t end up sending it but that you 
worked really hard on it and you’re really proud of it. But as long as the 
product that that email is advertising is live, then that’s perfectly fine. Just be 
safe and be smart about it. And if you’re not sure, actually, you can always 
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just talk to your boss or your client and say “Gee, you know I’m really proud 
of this piece and I’m really looking forward to putting it on my portfolio. Is 
it okay to do that yet? If not, when will it be okay to do that?”  
 
Also, since this is your online portfolio, there’s a solid chance that someone 
could refer someone else to your site or even find your site through a search 
engine and they won’t have your resume in front of them. So make sure it’s 
really easy to get in touch with you. If they see your work and they like what 
they see and they’re interested in hiring you, make sure that they don’t have 
to hunt to find your contact information—it should be very easy to find, 
potentially on every page. And you don’t necessarily have to put your phone 
number up there if that makes you uncomfortable, but you should definitely 
have an email address or a contact form that sends to your email address. 
After all, they need to be able to get in touch with you so they can hire you! 
 
When it comes to online portfolios, there is no need to put your resume 
there, or even your Selected Credits Resume. The reason being is that, for 
the most part, if people want it, they’ll ask for it. (And, by the way, many 
small clients will hire you without it.) Your online portfolio is your 
opportunity to show people the work that you’ve already done and to sell 
them on yourself. If your experience is still somewhat limited, you don’t 
want that to scare off potential clients, so there’s no need to highlight a 
resume that is less robust than you’d like it to be. Once you have a really 
stellar portfolio, sure, you can feel free to put it up there if you want to. I still 
don’t have mine up there, although at this point it’s more laziness than 
anything else. You want to sell people on you based on the work that you’ve 
done and you don’t want them to second guess the choice to hire you by 
looking at your resume. And since your Selected Credits Resume is 
essentially a write-up of what’s on your portfolio site, it’s not really 
necessary right now, anyway. When working with a recruiter or a potential 
employer, if they want it, they’ll ask for it. And you can give it to them then. 
 
In terms of sites to use to build your online portfolio, here are a few to get 
started as you do your research to assess which one is right for you. Note, 
too, that there are more and more popping up nearly every day. Each of 
these sites, and pretty much any you find, might be a little tricky to use at 
first, so don’t give up—there will be a learning curve. Most of them will also 
have lots of learning resources like tutorials and forums. You’re probably 
going to want to block off a Saturday just to learn how to use the site you 
use and then maybe, by the afternoon, you’ll be able to start really building. 
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All of the interfaces are a little bit different, but I also found it to be fun to 
learn and do something so different from writing. 
 
 First up: IMCreator.com. This is actually the one that I used to build mine. 
No plugs at all, but I liked it. It has a certain look to it that I found appealing. 
Virb.com was another good one that I considered. Wix.com has a lot of 
flexibility to help you really customize the look and feel of the site; a couple 
of different copywriters I know used this. Coroflot.com (I assume that’s how 
it’s pronounced) is good and relatively easy, just note that you can’t get a 
custom URL with this. And again, I would recommend you getting one with 
a custom URL. Some people use wordpress.org to build their site, but if 
you’re not familiar with it, I wouldn’t recommend you go this route. There’s 
a lot to learn just to make a wordpress.org site work and if your only purpose 
is to get a portfolio site up, I think one of these others will probably make it 
a bit easier.  
 
Just make sure that whichever site you use, whether it’s one of these or 
whether it’s another one you find, will allow for portfolio functionality. That 
means it will let you have a section with a series of small thumbnails of your 
pieces that people can click on and make bigger and easier to see. Some sites 
will call it a portfolio, some sites will call it a gallery; just make sure you 
have that functionality because that’s the most important part of your site. 
Also, make sure you’re not limited in the number of pieces you can upload. 
You might find some sites that say you can create a gallery with up to six 
pieces. And that might be fine now, but within even a couple of months, 
you’re going to have many more pieces that you want to upload and you 
don’t want to have to rebuild your site completely because you chose one 
that limited you initially. 
 
 Also, here’s a little tip: Upload your new projects as soon as you can. It’s a 
notorious habit among creatives that we wait until the last possible second to 
update our portfolios, both print and online. We wait until we potentially 
have a new client, a new job or a new gig and then we rush to put it all 
together as fast as we can. It’s a bad habit to get into, so get into a good habit 
of uploading new pieces as soon as you can. You don’t want to have to ask a 
recruiter to wait to show a client your site because you don’t have the right 
samples up there. Just get ‘em up there. 
 
Now your print portfolio. Well, this is actually much easier than your online 
portfolio. Essentially, all you need to do is go to an art store, get a portfolio 
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(sometimes called a presentation case) that zips on three sides and has a 
handle. It should accommodate 8 ½ by 11 samples. Most of your print 
samples should fit in that and, if you’re printing online samples, 8 ½ by 11 
should be the easiest size to print. If, for some reason though, you have a lot 
of larger size pieces, you can certainly buy a bigger portfolio. When you buy 
your portfolio, you also want to buy “archival pages.” These are plastic 
sleeve pages that you can slip your pieces into and then clip into the 
portfolio like a binder. This allows the person you’re presenting your 
portfolio to to just flip through the pages to see what you’ve done. They may 
want to take pieces out, especially if they’re print pieces, but this helps to 
protect your samples from wear and tear.  
 
Just a note, too, that when you print interactive pieces out, be sure to print 
them at the highest quality you can. Presentation counts for a lot when 
you’re showing your portfolio. And, of course, if you have real print pieces, 
put those in, too. Also you can get any kind of portfolio that you like, but I 
recommend that it have a handle just because it’s really easy to transport 
when you’re going to an interview or a meeting; all you have to do is grab it 
and go.   
 
Your print portfolio should come with you to every single meeting you 
attend until you get the job or the freelance or contract gig. Just because 
you’ve already been in for one interview and reviewed your portfolio 
doesn’t mean that you won’t review it again if you go in for a second one. If 
you don’t end up showing it that’s fine, but it’s better to be prepared and 
have it with you than not. Don’t assume that you’ll be able to just show 
people your online portfolio on a computer. Also, you want to arrange your 
pieces so that they are most relevant to whomever you’re meeting with. So if 
you’re meeting with a B2B client, you don’t want to have all of your B2C 
pieces at the very front part so that you have to flip and flip to find your B2B 
pieces. This is why it’s important to buy a portfolio like the one I described 
that works like a binder so that you can rearrange your samples. 
 
 So if you’re meeting with a client that does a lot of sports advertising, then 
you can move your sports advertising pieces to the front and put your ads for 
children’s games toward the back. For the most part, the people that you 
interview with aren’t going to go through your entire portfolio, especially 
when you get a lot of pieces in there. So make sure that they see the stuff 
that you really want them to see. And also think in terms of the medium. If 
it’s a project that’s going to involve email and direct mail or whatever, make 
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sure that you have your pieces arranged so that they see the work you’ve 
done in email and direct mail. And, as with your online portfolio, keep your 
print portfolio samples up to date. As soon as you’ve finished something 
new and it’s public, put it in your book. 
 
Marketing materials. Here’s the thing: don’t go overboard. You don’t need 
letterhead and envelopes and custom address labels. I made that mistake way 
back when I first got started; I got letterhead, I got envelopes, I got 
everything, I outfitted my office. It was all a waste. All you really need (and 
all I really needed) was a good-looking business card. And, frankly, you 
don’t have to go overboard on that either. You can pay a designer if you 
want to and know one you like, or find a less expensive one on a site like 
odesk.com or elance.com, but you could always make a simple one yourself. 
Just find a stock image that you like to put on one side and put your contact 
information (including your URL) on the other side.  
 
A “stock image” is an image that has been created for people to purchase 
and use for their own projects. Often, they’re royalty-free, meaning that you 
don’t have to pay additional amounts to the photographer if you use it in 
multiple places or in multiple ways. If you don’t purchase a photo for use, if 
you just find one you like on the internet and copy it, you could get into 
trouble. IStockphoto.com is a pretty great resource for inexpensive stock 
photos. You also don’t need to purchase a large size since you just need it to 
fill the back of a business card. If you’re a good photographer or have a 
friend that is, that’s another great option you could use.  
 
Moo.com is an easy-to-use site for creating and printing your own business 
cards; it’s pretty flexible, the interface is pretty easy and the price isn’t bad 
either. But again, don’t go overboard. If you really want to, pay a designer. 
Or if you have a designer you work with and you can barter so that they 
design your cards for you and you can do some copywriting work for them, 
that’s great. Otherwise, you can just put one together yourself. One other 
element you might consider is to create a business email address. It needs to 
be one that you either check regularly or have forwarded to your personal 
address. If your personal address is ChubbyCheeks44@yahoo.com, that 
might not be the best image to portray. You can see if you can get an email 
address through your portfolio site or you can just set up another free one on 
gmail, yahoo or another service like that that just sounds a bit more 
professional. 
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Next steps! Okay, it’s time to start building your experience and creating 
stuff to put in those online and print portfolios, so go ahead and get moving 
with video two!  
 


