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01 -- SURVIVAL ENGLISH

01 Survival English -- Daily Work Situations
الانجليزية الاساسية للمواقف اليومية في العمل

These phrases keep you functional in any English-speaking professional environment. Study them until they are automatic. They cover
misunderstandings, overload, disagreements, buying time, and creating records.

- -  C L A R I F Y I N G  +  C O N F I R M I N G  - -

"Could you say that again? I want to make sure I get it
right."

هل يمكنك إعادة ذلك؟ أريد أن أتأكد من فهمي الصحيح.

Asking for repetition without seeming lost

SURVIVAL

ZOOM

"Let me make sure I understand -- you're saying
that...?"

دعني أتأكد من فهمي -- تقصد أن...؟

Confirming understanding before acting on it SURVIVAL

"Just to confirm -- we agreed on X, and I'll deliver Y by
Z. Correct?"

للتأكيد فقط -- اتفقنا على X وسأسلم Y بحلول Z. صحيح؟

End of any agreement -- creates a written record

SURVIVAL

EMAIL

"I want to make sure we're aligned before I proceed."

أريد التأكد من اتفاقنا قبل المضي قدماً.

Protects you from "that's not what I asked for"

SURVIVAL

FREELANCE

"I think we might be talking past each other -- let me
reframe."

أعتقد أننا قد لا نتحدث عن نفس الشيء -- دعني أعيد الصياغة.

Defusing miscommunication before it escalates

SURVIVAL

ZOOM

"Could you give me an example of what you mean?"

هل يمكنك إعطائي مثالاً على ما تقصده؟

When abstract instructions are unclear SURVIVAL

- -  B U Y I N G  T I M E  W I T H O U T  L O O K I N G  U N P R E P A R E D  - -

"I'll circle back on this -- give me a moment to look into
it."

سأعود إلى هذا -- أعطني لحظة للنظر فيه.

Buying time without saying "I don't know"

SURVIVAL

EMAIL

"That's a good question -- let me think on it and get
back to you."

هذا سؤال جيد -- دعني أفكر فيه وأعود إليك.

Stalls gracefully in a live conversation

SURVIVAL

ZOOM

"I don't have that number off the top of my head -- I'll
confirm and follow up."

لا أتذكر هذا الرقم الآن -- سأتأكد وأتابع معك.

Not knowing a fact without damaging credibility SURVIVAL

"Let me park that and come back to it -- I want to give
it the attention it deserves."

دعني أضع هذا جانباً والعودة إليه -- أريد أن أعطيه الاهتمام الذي يستحقه.

Deferring a complex topic without dismissing it

SURVIVAL

ZOOM

"I'll need a little more context before I can give you a
useful answer."

سأحتاج إلى مزيد من السياق لأعطيك إجابة مفيدة.

Asking for more info before committing to anything

SURVIVAL

FREELANCE

"I want to give you an accurate answer rather than a
fast one."

أريد أن أعطيك إجابة دقيقة وليس سريعة.

Signals care over speed -- strong professional framing SURVIVAL

- -  M A N A G I N G  W O R K L O A D  +  C A P A C I T Y  - -

"Happy to take that on -- what's the timeline and
priority level?"

يسعدني تولي ذلك -- ما هو الإطار الزمني ومستوى الأولوية؟

Accepting a task while setting clear expectations SURVIVAL

"I'm slightly over capacity right now -- can we revisit
this next week?"

طاقتي الحالية ممتلئة قليلاً الآن -- هل يمكننا مراجعة هذا الأسبوع القادم؟

Saying "I'm overloaded" without complaining SURVIVAL

"I want to flag something before it becomes a
problem."

أريد الإشارة إلى شيء قبل أن يصبح مشكلة.

Early warning -- always better than late surprise

SURVIVAL

ZOOM

"If I take this on, something else will have to move --
can we decide together what gets deprioritised?"

إذا توليّت هذا، فسيتعين نقل شيء آخر -- هل يمكننا تحديد ما يتم تأجيله
معا؟ً

Pushes workload decisions back to the manager SURVIVAL
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01 -- SURVIVAL ENGLISH (CONT.)

-- SECTION 01 CONTINUED --

- -  D I S A G R E E I N G  W I T H O U T  D A M A G I N G  T H E  R E L A T I O N S H I P  - -

"I want to push back on this a little -- hear me out."

أريد الاعتراض على هذا قليلاً -- استمع إليّ.

Disagreeing confidently without being aggressive

SURVIVAL

ZOOM

"That is a fair point -- and I'd like to add another
angle."

هذه نقطة وجيهة -- وأودّ إضافة زاوية أخرى.

Acknowledges their point before redirecting SURVIVAL

"I see it differently -- can I share why?"

أرى الأمر بشكل مختلف -- هل يمكنني مشاركة السبب؟

Frames disagreement as a question -- disarms defensiveness SURVIVAL

"I'm not sure that's the right direction -- here's my
concern."

لست متأكداً أن هذا هو الاتجاه الصحيح -- هذا هو قلقي.

Leads with concern not accusation

SURVIVAL

ZOOM

"That's an interesting way to frame it -- can I offer a
different perspective?"

هذه طريقة مثيرة لطرح الأمر -- هل يمكنني تقديم منظور مختلف؟

Universal softener -- works everywhere, every time

SURVIVAL

DEFENSIVE

"I hear you -- and I still have some reservations I'd like
to voice."

أسمعك -- ولا يزال لديّ بعض التحفظات التي أودّ التعبير عنها.

Acknowledges without surrendering SURVIVAL

- -  C R E A T I N G  R E C O R D S  +  C L O S I N G  C O N V E R S A T I O N S  - -

"Just to recap what we agreed on -- I'll send this over
as a written summary."

فقط لأستعرض ما اتفقنا عليه -- سأرسل هذا كملخص مكتوب.

End of meeting -- creates a paper trail automatically

SURVIVAL

ZOOM

"I'll send a quick summary of what we discussed and
the action items."

سأرسل ملخصاً سريعاً لما ناقشناه وبنود العمل.

Habit that builds trust faster than anything else

SURVIVAL

EMAIL

"I'll need written confirmation before I move forward."

سأحتاج إلى تأكيد كتابي قبل المضي قدماً.

Never proceed on verbal alone -- non-negotiable

SURVIVAL

FREELANCE

"Could we schedule some time to go over this
together?"

هل يمكننا تحديد وقت لمراجعة هذا معا؟ً

Requesting a meeting without sounding demanding

SURVIVAL

EMAIL

- -  A S K I N G  F O R  H E L P  +  F E E D B A C K  - -

"I'd love your input on this before I finalise."

أودّ الحصول على رأيك قبل أن أنهي هذا.

Inviting feedback -- builds trust with collaborators

SURVIVAL

EMAIL

"Can I get your honest take on this?"

هل يمكنني الحصول على رأيك الصريح في هذا؟

"Honest" signals you actually want real feedback SURVIVAL

"I may have missed something -- can you point me to
it?"

ربما فاتني شيء -- هل يمكنك توجيهي إليه؟

Admitting a gap gracefully -- shows self-awareness SURVIVAL

"I want to be upfront about something that might be a
concern."

أريد أن أكون صريحاً بشأن شيء قد يكون مصدر قلق.

Opening a difficult conversation honestly

SURVIVAL

FREELANCE

"Any feedback on this would genuinely help me
improve."

أي ملاحظات على هذا ستساعدني حقاً على التحسن.

Asking for critique in a way people want to give

SURVIVAL

DISCORD

"Is there anything I could have done better here?"

هل هناك أي شيء كان يمكنني فعله بشكل أفضل هنا؟

Post-project reflection -- builds long-term
relationships

SURVIVAL

FREELANCE

- -  W O R K P L A C E  S M A L L  T A L K  ( O F T E N  U N D E R E S T I M A T E D )  - -

"How's your week looking?"

كيف يبدو أسبوعك؟

The simplest, most natural opener for any call

SURVIVAL

ZOOM

"I'll let you get back to it -- thanks for your time."

سأتركك تعود لعملك -- شكراً على وقتك.

Closing a conversation respectfully

SURVIVAL

ZOOM

"Likewise -- really enjoyed this conversation." "Looking forward to working together on this."



وأنا كذلك -- استمتعت حقاً بهذه المحادثة.

Warm exit -- leaves a good final impression SURVIVAL

أتطلع للعمل معاً على هذا.

Natural enthusiasm signal at the start of a project SURVIVAL
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02 -- DEFENSIVE ENGLISH

02 Defensive English -- Interviews, Pressure + Verbal Attacks
الانجليزية الدفاعية -- المقابلات والضغط والهجمات اللفظية

Each card shows the attack, trap, or pressure question on top -- and the exact counter-move below. The goal is not to be defensive. The goal is to
absorb, reframe, and redirect. Study both sides of every card.

- -  B I A S  +  L O C A T I O N  A T T A C K S  - -

Attack: "Your English doesn't seem strong enough for
this role."

هجوم: "يبدو أن انجليزيتك ليست قوية بما يكفي لهذه الوظيفة."

Counter: "I appreciate the directness. I communicate clearly in writing, I'm a
strong async collaborator, and my results speak for themselves -- would you
like to see examples?"

Turns language bias into a portfolio opening INTERVIEW

Attack: "We have never hired anyone from Gaza
before."

هجوم: "لم نوظف أحداً من غزة من قبل."

Counter: "That means I get to set the standard. I'm fully remote-ready, have
delivered across time zones, and I'm the kind of hire that raises the bar for
everyone who follows."

Reframes "first time" as an advantage, not a risk INTERVIEW

Attack: "Are you even reachable given the situation
there?"

هجوم: "هل أنت قابل للوصول في ظل الأوضاع هناك؟"

Counter: "I've been delivering client work consistently under genuine
pressure for [X period]. My track record shows I don't miss deadlines -- I can
send you references who will confirm that."

Responds with evidence, not emotion INTERVIEW

Attack: "Can you work our timezone?" (passive
exclusion)

إقصاء ضمني: "هل يمكنك العمل في توقيتنا الزمني؟"

Counter: "I have a 4-hour overlap with EST and a proven async track record.
Many of the best remote teams run intentionally async -- do you already
have distributed team members?"

Normalises async, flips the question back

INTERVIEW

ZOOM

- -  E X P E R I E N C E  +  S E N I O R I T Y  C H A L L E N G E S  - -

Attack: "We were expecting someone more senior."

هجوم: "كنا نتوقع شخصاً أكثر خبرة."

Counter: "I understand. What specifically were you looking for? I want to
either address it directly -- or be honest with you about whether this is the
right fit."

Forces them to name the gap -- you control the next move INTERVIEW

Attack: "Your background has some gaps."

هجوم: "يوجد بعض الفجوات في خلفيتك المهنية."

Counter: "Those gaps were periods of intense self-directed learning and
project work. Let me show you what I built during that time -- it is more
relevant to this role than what is on paper."

Reframes absence as hidden action INTERVIEW

Attack: "Why should we take a chance on you?"

هجوم: "لماذا يجب أن نخاطر بتوظيفك؟"

Counter: "Because I don't come to work to be comfortable -- I come to solve
problems. Here is a specific example of a hard problem I have solved that
your team is likely facing right now..."

Pivots immediately to proof, not defensiveness INTERVIEW

Attack: "This is a very demanding role -- are you sure
you can handle it?"

هجوم: "هذا الدور صعب جداً -- هل أنت متأكد أنك قادر عليه؟"

Counter: "I have been operating under genuine pressure for years.
Demanding is where I do my best work. What specifically concerns you --
let's address it directly."

Shows composure under the attack itself INTERVIEW

- -  R A T E  +  V A L U E  C H A L L E N G E S  - -

Attack: "Your rate is too high for someone at your
level."

هجوم: "معدلك مرتفع جداً مقارنة بمستواك."

Counter: "My rate reflects my output, not my years of experience. Let me
walk you through what I have delivered and what it was worth to previous
clients -- then you judge."

Shifts frame from seniority to ROI

INTERVIEW

FREELANCE

Attack: "We have many strong candidates -- what
makes you different?"

ضغط: "لدينا كثير من المرشحين الأقوياء -- ما الذي يميزك؟"

Counter: "I don't know your other candidates. I know that I understand this
role, I have solved this exact problem before, and I will be here at 11pm if
the project needs it."

Sidesteps comparison, anchors to reliability INTERVIEW
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02 -- DEFENSIVE (CONT.)

-- SECTION 02 CONTINUED --

- -  C L A S S I C  I N T E R V I E W  T R A P S  - -

Trap: "Where do you see yourself in 5 years?"

فخ: "أين ترى نفسك بعد 5 سنوات؟"

Counter: "Doing excellent work I am proud of, with a team that takes quality
seriously. Titles matter less to me than impact. What does growth actually
look like for this role?"

Refuses the trap, redirects to their answer INTERVIEW

Trap: "What is your biggest weakness?"

فخ: "ما هو أكبر نقاط ضعفك؟"

Counter: "I tend to over-prepare -- it is hard for me to submit work I'm not
satisfied with. I've learned to balance that with deadlines, but my standards
stay high."

Turns a weakness into a disguised strength INTERVIEW

Trap: "Tell me about a time you failed."

ضغط: "أخبرني عن مرة فشلت فيها."

Counter: "Once I underestimated a project scope and missed a deadline by
three days. I owned it immediately, communicated early, and rebuilt the
client's trust. They re-hired me the next month."

Shows accountability + recovery -- the only good answer INTERVIEW

Trap: "How do you handle conflict with a colleague?"

فخ: "كيف تتعامل مع الخلاف مع زميل؟"

Counter: "I address it directly and early -- not passive aggressively and not
in a group setting. I name the issue, ask for their view, and look for the
outcome that serves the project."

Shows maturity, not conflict avoidance INTERVIEW

Trap: "Tell me about yourself." (many give a CV
recitation)

فخ: "أخبرني عن نفسك." (معظم الناس يسردون سيرتهم الذاتية)

Counter: "I solve [X type of problem] for [Y type of organisation]. Most
recently I [specific result]. I'm here because this role seems like the exact
type of challenge I do best."

Problem-solver framing -- not a biography INTERVIEW

Trap: "Why do you want to work here?" (many give
generic answers)

فخ: "لماذا تريد العمل هنا؟"

Counter: "Because of [specific thing you actually researched -- a project, a
product decision, a public statement by the team]. That told me this team
thinks carefully about [X], which is rare."

Specificity signals you are genuinely interested INTERVIEW

Trap: "What is your current salary?" (used to anchor
low)

فخ: "ما هو راتبك الحالي؟"

Counter: "I'd rather focus on the value I bring to this role than anchor to
past numbers. What is the budgeted range for this position?"

Refuses the anchor, redirects to their budget INTERVIEW

Trap: "Do you have any questions for us?"

فرصة: "هل لديك أي أسئلة لنا؟"

Best questions: "What does success look like in this role at 90 days?" /
"What is the biggest challenge the team is facing right now?" / "Why is this
role open?"

Your questions reveal your thinking -- make them count INTERVIEW

- -  U N I V E R S A L  R E F R A M E  P H R A S E S  ( U S E  A N Y W H E R E )  - -

"I want to make sure I'm answering the right question
-- is this what you're really asking?"

محايد: "أريد التأكد من أنني أجيب على السؤال الصحيح -- هل هذا ما
تقصده فعلا؟ً"

Use when: A question feels like a trick or contains a hidden assumption.
Forces them to show their hand before you answer.

Exposes the real question behind any trap DEFENSIVE

"I appreciate you raising that -- let me address it
directly."

محايد: "أقدرّ طرحك لهذا -- دعني أتناوله مباشرة."

Use when: A concern or criticism lands mid-interview. Shows confidence
and maturity rather than defensiveness or panic.

Neutralises hostility before you respond

DEFENSIVE

SURVIVAL

"Before I answer -- can I ask what's driving that
question?"

محايد: "قبل أن أجيب -- هل يمكنني أن أسأل ما الذي يدفع هذا السؤال؟"

Use when: A question seems loaded or unfair. Understanding the concern
lets you answer what they actually need to hear.

The single most powerful defensive phrase

DEFENSIVE

INTERVIEW

"I don't have a perfect answer for that -- but here is
how I would approach finding one."

محايد: "ليس لديّ إجابة مثالية على ذلك -- لكن هذه هي طريقتي في
إيجادها."

Use when: You genuinely do not know the answer. Shows thinking process
over knowledge -- which is what senior interviewers actually want to see.

Honesty + structured thinking beats bluffing every time INTERVIEW
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03 -- NETWORKING

03 Networking + Outreach -- Discord, LinkedIn, Reddit, Cold Email
التواصل المهني والتواصل الخارجي -- عبر المنصات

Every professional relationship starts with a single sentence. These phrases open doors without desperation, add value before asking, and close
conversations without awkwardness. Platform tags show where each phrase lands best.

- -  O P E N I N G  A  C O N V E R S A T I O N  ( W A R M  O U T R E A C H )  - -

"I saw your comment on X -- that's exactly the problem
I've been thinking about."

رأيت تعليقك على X -- هذا تماماً المشكلة التي كنت أفكر فيها.

Best cold opener ever -- specific is memorable

LINKEDIN

DISCORD

"I've been following your work for a while -- the X
project really stood out."

أتابع عملك منذ فترة -- مشروع X برز بشكل خاص.

Shows you did research -- instantly separates you

LINKEDIN

EMAIL

"I'm not here to pitch -- I genuinely wanted to connect
with someone doing X well."

.X لست هنا للترويج -- أردت حقاً التواصل مع شخص يتقن

Disarms the "what do you want?" reflex immediately

LINKEDIN

DISCORD

"I've been lurking in this community for a while --
genuinely impressive group of people."

أتابع هذا المجتمع منذ فترة -- مجموعة رائعة من الناس حقاً.

First post opener -- acknowledge before asking
anything

DISCORD

REDDIT

"Your post about X got me thinking -- I have a related
question if you have a moment."

منشورك عن X جعلني أفكر -- لديّ سؤال مرتبط إذا كان لديك لحظة.

Frames the ask as flowing from their own content LINKEDIN

"I found something useful and thought of you -- no ask,
just sharing."

وجدت شيئاً مفيداً وتذكرتك -- لا طلب، مجرد مشاركة.

Leading with value -- the most
underrated strategy

DISCORD REDDIT

LINKEDIN

- -  M A K I N G  A S K S  W I T H O U T  D E S P E R A T I O N  - -

"Mind if I pick your brain on this for 15 minutes? Async
is totally fine."

هل تمانع مشاركتي رأيك لـ 15 دقيقة؟ التواصل غير المتزامن جيد تماماً.

"Async is fine" removes timezone friction instantly

LINKEDIN

EMAIL

"Do you happen to know anyone hiring for X? I'll return
the favour."

هل تعرف بالصدفة أحداً يوظف في X؟ سأبادلك الجميل.

Referral request with reciprocity -- much higher reply
rate

LINKEDIN

DISCORD

"I noticed you're hiring for X -- I think I can help, and
here's the specific reason why."

لاحظت أنكم تبحثون عن X -- أعتقد أنني أستطيع المساعدة، وهذا هو
السبب المحدد.

Cold pitch -- specificity is everything

EMAIL

LINKEDIN

"Would love to collaborate if you ever have overflow
work -- no urgency."

أودّ التعاون معك إذا كان لديك عمل إضافي -- لا استعجال.

Partner framing -- "work with me" not "hire me"

LINKEDIN

DISCORD

"I'll be honest -- I'm actively looking and would love to
stay on your radar."

سأكون صريحاً -- أبحث بنشاط وأودّ البقاء في دائرة اهتمامك.

Direct but dignified availability signal

LINKEDIN

EMAIL

"No pressure at all -- just wanted to put this on your
radar."

لا ضغط على الإطلاق -- أردت فقط إعلامك بهذا.

Closes any pitch gracefully -- removes all obligation

LINKEDIN

EMAIL
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03 -- NETWORKING (CONT.)

-- SECTION 03 CONTINUED --

- -  C O M M U N I T Y  E N G A G E M E N T  ( D I S C O R D  +  R E D D I T )  - -

"Dropping this here in case it helps -- no ask
attached."

أشارك هذا هنا في حال كان مفيداً -- بدون طلب مرفق.

Community goodwill -- the most underrated strategy

DISCORD

REDDIT

"That's a great point -- building on that..."

هذه نقطة رائعة -- وبالتوسع فيها...

Engaging discussions to build visibility organically

DISCORD

LINKEDIN

"Here's a quick win you can use right now -- no email
signup, no catch."

إليك فائدة سريعة يمكنك تطبيقها الآن -- بدون اشتراك أو شروط.

Leading with pure value before any personal ask

DISCORD

REDDIT

"I've been answering questions in this space for a
while -- feel free to DM if you need help with X."

أجيب على الأسئلة في هذا المجال منذ فترة -- لا تتردد في مراسلتي إذا
.X احتجت مساعدة في

Positioning yourself as a resource before a seller

DISCORD

REDDIT

"Feel free to check out my portfolio -- built it
specifically to show [X type of work]."

تفضل بالاطلاع على معرض أعمالي -- بنيته خصيصاً لإظهار ]نوع X من
العمل[.

Sharing work without sounding like you're selling

DISCORD

REDDIT

"Any feedback on this would be gold -- I'm specifically
trying to improve X."

.X أي ملاحظات على هذا ستكون ذهباً -- أحاول تحديداً تحسين

Asking for critique -- specific ask gets specific answers

DISCORD

REDDIT

- -  L O C A T I O N  +  R E M O T E  I D E N T I T Y  - -

"I'm based in Gaza -- fully remote, GMT+3, and I have
delivered for clients in 6 countries."

أقيم في غزة -- عمل عن بعد بالكامل، GMT+3، وقد عملت مع عملاء في
6 دول.

Own your location -- turn geography into a proof point

EMAIL

REDDIT

"Remote-first is how I do my best work -- I have years
of evidence to back that up."

العمل عن بعد هو الطريقة التي أقدم فيها أفضل عملي -- لديّ سنوات
من الأدلة لدعم ذلك.

Frames remote as a feature, not a compromise

NETWORK

EMAIL

"I work best async -- my timezone is GMT+3 and I
deliver ahead of schedule."

أعمل بأفضل شكل بصورة غير متزامنة -- توقيتي GMT+3 وأسلم قبل
الموعد المحدد.

Pre-empting timezone concerns professionally

EMAIL

GENERAL

"My portfolio has been built under real constraints --
which means every piece earned its place."

معرض أعمالي بنُي في ظل قيود حقيقية -- مما يعني أن كل قطعة
استحقت مكانها.

Reframes adversity as proof of quality

NETWORK

EMAIL

- -  F O L L O W I N G  U P  W I T H O U T  B E C O M I N G  A N N O Y I N G  - -

"Just circling back -- completely understand if now isn't
the right time."

أتابع فقط -- أفهم تماماً إذا لم يكن الوقت مناسباً الآن.

Second follow-up -- removes guilt from non-response

EMAIL

LINKEDIN

"One last nudge -- after this I'll leave it with you."

متابعة أخيرة -- بعد هذا سأتركها لك.

Third follow-up -- signals you respect their time EMAIL

"Let me know if anything changes on your end -- happy
to reconnect then."

أخبرني إذا تغير أي شيء من جانبك -- يسعدني التواصل في ذلك الحين.

Final graceful exit that keeps the door open

EMAIL

LINKEDIN

"Sharing something new I built -- thought it might be
relevant given what you mentioned."

أشارك شيئاً جديداً بنيته -- اعتقدت أنه قد يكون ذا صلة بما ذكرته.

Value-based follow-up -- never just "checking in"

LINKEDIN

EMAIL
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04 -- FREELANCE CLIENTS

04 Freelance Client Management -- Getting, Keeping + Protecting
إدارة العملاء المستقلين -- الاستقطاب والحفاظ والحماية

Freelancing is a business, not a job application. These phrases help you close clients, set rates, handle scope creep, deliver bad news
professionally, protect your boundaries, and exit gracefully when needed.

- -  S C O P I N G  +  Q U O T I N G  - -

"Before I give you a number, I'd like to understand the
full scope -- can you walk me through it?"

قبل أن أقدم رقماً، أودّ فهم النطاق الكامل -- هل يمكنك توضيحه لي؟

Never quote until you fully understand the job FREELANCE

"My rate for this scope is X. I can adjust deliverables to
fit your budget -- what matters most to you?"

معدلي لهذا النطاق هو X. يمكنني تعديل المخرجات لتناسب ميزانيتك -- ما
الأهم بالنسبة لك؟

Anchors rate while staying flexible -- adjust scope, not rate FREELANCE

"Happy to start with a small paid test project -- that
way we both see how we work together."

يسعدني البدء بمشروع اختباري مدفوع صغير -- حتى نرى كلانا كيف نعمل
معاً.

Low-risk entry for hesitant new clients FREELANCE

"I'll put together a brief scope of work for us to agree
on before I start."

سأعد ملخصاً موجزاً للنطاق لنوافق عليه قبل البدء.

Always document scope. Always. FREELANCE

"I don't negotiate my rate -- but I can adjust what's
included at this price."

لا أتفاوض على معدلي -- لكن يمكنني تعديل ما هو مضمّن بهذا السعر.

The only rate negotiation you should ever accept FREELANCE

"I'll need a 50% deposit before I begin -- this is
standard across all my projects."

أطلب دفعة 50% مقدماً قبل البدء -- هذا معتاد في جميع مشاريعي.

Non-negotiable -- say it once, confidently, and move on FREELANCE

- -  H A N D L I N G  S C O P E  C R E E P  +  B O U N D A R Y  P R O T E C T I O N  - -

"That falls outside the original scope -- I'm happy to
add it for an additional fee."

هذا خارج النطاق الأصلي -- يسعدني إضافته مقابل رسوم إضافية.

The only correct answer to scope creep -- polite and firm FREELANCE

"That sounds like a new project -- want me to put
together a quick quote?"

يبدو هذا مشروعاً جديداً -- هل تريد مني تقديم عرض سريع؟

Reframes scope creep as a new opportunity FREELANCE

"I've delivered what we agreed. Additional revisions
beyond this would be billed separately."

سلمت ما اتفقنا عليه. المراجعات الإضافية بعد هذا ستحتاج فاتورة
منفصلة.

Firm boundary on unlimited revision requests FREELANCE

"I'll need written confirmation of this change before I
proceed."

سأحتاج إلى تأكيد كتابي لهذا التغيير قبل المضي قدماً.

Never proceed on a verbal change instruction FREELANCE

"I want to flag that this change affects the timeline --
can we agree on a revised deadline?"

أريد الإشارة إلى أن هذا التغيير يؤثر على الجدول الزمني -- هل يمكننا
الاتفاق على موعد نهائي جديد؟

Change requests must trigger timeline renegotiation FREELANCE

"That's not included in this package, but it's a great
idea -- I can add it to the next phase."

هذا غير مضمّن في هذه الحزمة، لكنها فكرة رائعة -- يمكنني إضافتها
للمرحلة التالية.

Turns a "no" into a future yes FREELANCE
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04 -- FREELANCE (CONT.)

-- SECTION 04 CONTINUED --

- -  D E L I V E R I N G  B A D  N E W S  +  D E L A Y S  - -

"I want to flag a potential delay early so it doesn't
catch you off guard."

أريد الإشارة إلى تأخر محتمل مبكراً حتى لا يفاجئك.

Early bad news is always better than late bad news

FREELANCE

EMAIL

"I hit an unexpected blocker -- here is my plan to
resolve it and here is the revised timeline."

واجهت عقبة غير متوقعة -- هذه خطتي لحلها والجدول الزمني المُعدَّل.

Never bring a problem without a plan

FREELANCE

EMAIL

"I need to be honest -- this took longer than expected.
Here's what I'm doing about it."

أحتاج أن أكون صريحاً -- استغرق هذا وقتاً أطول من المتوقع. هذا ما
أفعله حياله.

Honesty + action plan beats excuses every time FREELANCE

"The brief changed significantly from what we
originally agreed -- I want to make sure we're still
aligned."

تغيرّ الموجز بشكل كبير عما اتفقنا عليه أصلاً -- أريد التأكد من استمرار
اتفاقنا.

Raises scope drift before it becomes a dispute FREELANCE

- -  G E T T I N G  P A I D  +  I N V O I C I N G  - -

"My invoice is attached -- payment is due within 14
days as per our agreement."

الفاتورة مرفقة -- يحل موعد السداد خلال 14 يوماً وفقاً لاتفاقنا.

Reference the agreement -- no apologies about asking

FREELANCE

EMAIL

"Just a friendly reminder -- invoice [X] was due on
[date]. Please let me know if there's an issue."

تذكير ودي فقط -- الفاتورة ]X[ استحق موعدها في ]التاريخ[. أخبرني إذا
كان هناك مشكلة.

First late payment reminder -- friendly but clear

FREELANCE

EMAIL

"Payment is now [X] days overdue. I'll need to pause
work on the project until this is resolved."

الدفع متأخر الآن ]X[ أياماً. سأحتاج إلى إيقاف العمل على المشروع حتى
يحُلَّ هذا.

Second reminder -- firm consequence, stated calmly

FREELANCE

EMAIL

"I'm currently fully booked until X -- would you like me
to pencil you in for then?"

أنا محجوز بالكامل حتى X -- هل تريد أن أحجز لك موعداً في ذلك الوقت؟

Signals demand without bragging -- creates urgency FREELANCE

- -  C L O S I N G ,  R E F E R R A L S  +  R E - E N G A G E M E N T  - -

"I'd appreciate a short testimonial if you're happy with
the work -- it takes 2 minutes."

أقدرّ شهادة قصيرة منك إذا كنت راضياً عن العمل -- تستغرق دقيقتين.

Ask at delivery -- that's when satisfaction peaks

FREELANCE

EMAIL

"If you know anyone who needs similar work, I'd be
grateful for the introduction."

إذا كنت تعرف أحداً يحتاج عملاً مماثلاً، سأكون ممتناً للتعريف به.

Referral ask at highest satisfaction moment

FREELANCE

EMAIL

"I have some availability opening up -- do you have
anything coming up I could help with?"

لديّ بعض التوفر القادم -- هل لديك أي عمل قادم يمكنني المساعدة فيه؟

Re-engaging past clients -- cheaper than finding new
ones

FREELANCE

EMAIL

"After reviewing everything, I don't think we're the
right fit -- let me refer you to someone who is."

بعد مراجعة كل شيء، لا أعتقد أننا التوافق الصحيح -- دعني أحيلك لشخص
مناسب.

Walking away professionally -- referrals build reputation FREELANCE

"Working with you on this was genuinely enjoyable --
looking forward to the next one."

كان العمل معك على هذا ممتعاً حقاً -- أتطلع للمشروع القادم.

Warm close that plants a seed for repeat business FREELANCE

"I've put together a case study from this project --
would you be comfortable with me sharing it?"

أعددت دراسة حالة من هذا المشروع -- هل ستكون مرتاحاً لمشاركتها؟

Turns finished work into portfolio material FREELANCE
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05 -- ZOOM MASTERY

05 Zoom + Video Call Mastery -- Every Scenario, Every Phase
إتقان مكالمات زوم -- كل سيناريو وكل مرحلة

The first 30 seconds of a video call tell the other side who you are. How you handle silence, technical issues, interruptions, and difficult moments
either confirms or destroys that first impression. These phrases cover every phase of every call.

PHASE 1 -- OPENING THE CALL (SET THE TONE IMMEDIATELY)

STANDARD HOST OPEN

"Thanks for making the time -- I'll keep us on track."
شكراً على تخصيص الوقت -- سأبقينا على المسار الصحيح.

WHEN YOU SHARE AN AGENDA

"Let me share a quick agenda -- two points, 30 minutes,
done."

دعني أشارك جدول أعمال سريعاً -- نقطتان، 30 دقيقة، وننتهي.

WHEN YOU JOIN LATE

"Apologies for the delay -- please carry on, I'll catch up."
اعتذر عن التأخر -- تفضلوا بالاستمرار، سأتابع.

SMALL TALK THAT WORKS

"Where are you dialling in from today?"
من أين تتصل اليوم؟

WHEN YOU'RE THE GUEST

"I'll follow your lead on format -- whatever works best for
you."

سأتبع توجيهك في الشكل -- مهما كان الأنسب لك.

INTRO WITH CONTEXT

"Before we start -- quick context on who I am and why I'm
here."

قبل أن نبدأ -- سياق سريع عن من أنا ولماذا أنا هنا.

PHASE 2 -- TECHNICAL ISSUES (NEVER FREEZE, NEVER OVER-APOLOGISE)

CONNECTION DROPPING

"I'm having some connection trouble -- bear with me for a
moment."

أواجه بعض مشاكل الاتصال -- تحلَّ بالصبر معي للحظة.

AUDIO CUTTING OUT

"You may be breaking up slightly -- could you repeat the last
part?"

قد يتقطع صوتك قليلاً -- هل يمكنك إعادة الجزء الأخير؟

CAMERA OFF

"My video is off today due to bandwidth -- I'm fully here and
listening."

الكاميرا معطلة اليوم بسبب السرعة -- أنا هنا بالكامل وأستمع.

AFTER A SUDDEN DROP

"I got dropped -- can someone catch me up on the last
minute?"

انقطع بي الاتصال -- هل يمكن لأحد تلخيص الدقيقة الأخيرة؟

SCREEN SHARE ISSUE

"Let me fix the share -- give me ten seconds."
دعني أصلح المشاركة -- أعطني عشر ثواني.

ECHO / FEEDBACK

"There seems to be some echo -- could everyone mute except
the speaker?"

يبدو أن هناك بعض الصدى -- هل يمكن للجميع كتم الصوت عدا المتحدث؟

PHASE 3 -- DURING THE CALL (CONTROL THE ROOM)

ENTERING THE CONVERSATION

"Before we move on -- can I add something here?"
قبل أن ننتقل -- هل يمكنني إضافة شيء هنا؟

WHEN INTERRUPTED

"I'll finish this thought quickly and then I'm all yours."
سأنهي هذه الفكرة بسرعة ثم أنا بخدمتك تماماً.

BUYING TIME TO THINK

"That's a good question -- let me think for a moment."
هذا سؤال جيد -- دعني أفكر للحظة.

REDIRECTING OFF-TOPIC

"That's worth a separate conversation -- shall we table it?"
هذا يستحق نقاشاً منفصلاً -- هل نؤجله؟

CHECKING UNDERSTANDING

"So if I'm following correctly, you're saying that...?"
إذا كنت أتابع بشكل صحيح، تقول أن...؟

MANAGING GROUP SILENCE

"I'll give everyone a moment to review -- no rush."
سأمنح الجميع لحظة للمراجعة -- لا استعجال.
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05 -- ZOOM (CONT.)

-- SECTION 05 CONTINUED --

PHASE 4 -- DIFFICULT MOMENTS (STAY COMPOSED)

WHEN YOU DON'T KNOW

"I want to give you an accurate answer -- let me confirm and
follow up."

أريد إعطاءك إجابة دقيقة -- دعني أتأكد وأتابع معك.

WHEN YOU'RE PUT ON THE SPOT

"That's outside what I can answer off the top of my head -- I'll
get back to you today."

هذا خارج ما يمكنني الإجابة عنه الآن -- سأعود إليك اليوم.

WHEN SOMEONE IS HOSTILE

"I hear your concern -- can I respond to the specific point?"
أسمع قلقك -- هل يمكنني الرد على النقطة المحددة؟

WHEN TALKING OVER EACH OTHER

"Let's go one at a time -- please go ahead."
دعونا نتحدث واحداً في المرة -- تفضل.

WHEN THERE'S TENSION

"I think we're closer than it sounds -- can I try to summarise
where we agree?"

أعتقد أننا أقرب مما يبدو -- هل يمكنني محاولة تلخيص ما نتفق عليه؟

ASKING FOR QUIET

"Could I have the floor for just a moment to finish this?"
هل يمكنني أخذ الكلمة للحظة لأنهي هذا؟

PHASE 5 -- CLOSING THE CALL (END STRONG)

STANDARD CLOSE

"I'll send a recap with action items within the hour."
سأرسل ملخصاً مع بنود العمل خلال ساعة.

LOCKING NEXT STEPS

"Let's lock in the next touchpoint before we sign off."
دعنا نحدد نقطة التواصل التالية قبل الإنهاء.

AFTER AN INTERVIEW

"Thank you -- I'm genuinely excited about this. What are the
next steps?"

شكراً -- أنا متحمس حقاً لهذا. ما هي الخطوات التالية؟

PROFESSIONAL EXIT

"This was time well spent -- looking forward to what comes
next."

كان هذا وقتاً مستثمراً جيداً -- أتطلع لما هو قادم.

WHEN RUNNING OVER TIME

"We're at time -- can we schedule a follow-up to finish this?"
انتهى وقتنا -- هل يمكننا جدولة متابعة لإنهاء هذا؟

WARM GOODBYE

"Really appreciate the conversation -- talk soon."
أقدرّ حقاً هذه المحادثة -- نتحدث قريباً.

PHASE 6 -- INTERVIEW-SPECIFIC SCENARIOS ON VIDEO

NERVES SHOWING

"I want to give this the thought it deserves -- bear with me."
أريد أن أعطي هذا التفكير الذي يستحقه -- تحلَّ بالصبر معي.

SALARY QUESTION ON CALL

"I'd prefer to discuss range rather than a fixed number --
what's budgeted for this role?"

أفضل مناقشة نطاق بدلاً من رقم ثابت -- ما الميزانية المرصودة لهذه الوظيفة؟

PANEL INTERVIEW (MULTIPLE PEOPLE)

"I want to make sure I'm addressing everyone -- please jump
in if I miss something."

أريد التأكد من مخاطبة الجميع -- تفضلوا بالتدخل إذا فاتني شيء.

WHEN ASKED SOMETHING UNFAIR

"Before I answer -- can I ask what's driving that question?"
قبل أن أجيب -- هل يمكنني سؤالك ما الذي يدفع هذا السؤال؟

CLOSING THE INTERVIEW

"Is there anything about my background that gives you
pause? I'd like to address it now."

هل هناك أي شيء في خلفيتي يثير تحفظا؟ً أودّ معالجته الآن.

AFTER A TOUGH QUESTION

"Let me come at that from a different angle."
دعني أتناول هذا من زاوية مختلفة.
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06 -- EMAIL + ASYNC

06 Professional Email + Async Writing -- Every Situation
البريد الاحترافي والكتابة غير المتزامنة -- كل موقف

In remote and async work, your writing is your voice, your handshake, and your reputation combined. These phrases cover every email and
message scenario you'll face in a global professional context.

- -  O P E N I N G  L I N E S  T H A T  D O N ' T  S O U N D  G E N E R I C  - -

"I'll keep this short -- [one sentence context + one
clear ask]."

سأجعل هذا مختصراً -- ]جملة واحدة للسياق + طلب واحد واضح[.

Best cold email structure -- brevity is respect EMAIL

"Following up on our conversation from [date] --
wanted to share what I've been working on."

متابعة على محادثتنا من ]التاريخ[ -- أردت مشاركة ما كنت أعمل عليه.

References a real interaction -- not a cold reach EMAIL

"Quick question -- [one question only, one line max]."

سؤال سريع -- ]سؤال واحد فقط، سطر واحد كحد أقصى[.

Most replied-to email format when done correctly EMAIL

"I noticed [specific thing] about your [product/
company/post] -- it made me think of [X]."

لاحظت ]شيئاً محدداً[ في ]منتجك/شركتك/منشورك[ -- جعلني أفكر في
.]X[

Specificity in cold outreach is everything EMAIL

- -  T O N E  +  C L A R I T Y  I N  A S Y N C  - -

"To make this easy to action -- here are the three
decisions I need from you."

لتسهيل التنفيذ -- هذه هي القرارات الثلاثة التي أحتاجها منك.

Numbered decisions get faster responses EMAIL

"No action needed from you -- just keeping you in the
loop."

لا حاجة لإجراء منك -- فقط أبقيك على اطلاع.

FYI emails should always say they're FYI emails EMAIL

"I want to make sure this email doesn't get lost --
flagging as time-sensitive."

أريد التأكد من عدم ضياع هذا البريد -- أشير إليه كأمر حساس للوقت.

Use sparingly -- only when genuinely urgent EMAIL

"Happy to jump on a quick call if that's easier than
going back and forth."

يسعدني إجراء مكالمة سريعة إذا كان ذلك أسهل من التراسل المتبادل.

Offers a call without demanding one

EMAIL

ZOOM

"I've summarised the key points below -- the full
context is in the thread above if you need it."

لخصت النقاط الرئيسية أدناه -- السياق الكامل في المحادثة أعلاه إذا
احتجته.

Respects the reader's time while preserving detail EMAIL

"I'll take ownership of this and update you by [specific
time]."

سأتولى هذا وأحدثك بحلول ]وقت محدد[.

Specific time > "soon" -- always EMAIL

- -  D E L I V E R I N G  D I F F I C U L T  M E S S A G E S  I N  W R I T I N G  - -

"I want to flag something that might affect our
timeline -- [one sentence, then your plan]."

أريد الإشارة إلى شيء قد يؤثر على جدولنا الزمني -- ]جملة واحدة، ثم
خطتك[.

Always lead with the fact, follow with the plan EMAIL

"I disagree with this direction -- here's my reasoning,
and I'm open to being convinced otherwise."

أعترض على هذا الاتجاه -- هذا هو تفكيري، وأنا منفتح على الاقتناع بغير
ذلك.

Written disagreement -- honest and non-combative EMAIL

"I want to be direct: I'm concerned about [X]. I think
the better path is [Y]."

أريد أن أكون مباشراً: أنا قلق بشأن ]X[. أعتقد أن المسار الأفضل هو
.]Y[

Directness in writing beats vague concern every time EMAIL

"I don't have a good answer for this right now -- I'll
think it through and respond by [time]."

ليس لديّ إجابة جيدة لهذا الآن -- سأفكر فيه وأرد بحلول ]الوقت[.

Buy time honestly -- much better than a rushed answer EMAIL

- -  C L O S I N G  L I N E S  T H A T  G E T  R E S P O N S E S  - -

"What would be most helpful from me right now?"

ما الذي سيكون أكثر فائدة منيّ الآن؟

Open-ended close -- invites engagement without pressure EMAIL

"Does [X day] at [time] work for a call? If not, let me
know what does."

هل يناسبك ]اليوم X[ في ]الوقت[ لمكالمة؟ إذا لا، أخبرني بما يناسبك.

Specific + flexible -- highest reply rate combination EMAIL

"Let me know if you have any questions -- otherwise I'll
proceed as outlined."

"No rush on this -- but by [date] would be ideal for our
timeline."



أخبرني إذا كان لديك أي أسئلة -- وإلا سأمضي كما هو موضح.

Creates a default-yes without being pushy EMAIL

لا استعجال على هذا -- لكن بحلول ]التاريخ[ سيكون مثالياً لجدولنا الزمني.

Sets a deadline without demanding urgency EMAIL
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07 Hidden Job Map -- Where Professional Seekers Actually Lurk
ً خريطة الوظائف الخفية -- أين يتواجد الباحثون المحترفون حقا

70% of jobs are filled before they are ever publicly posted. These are the communities, platforms, and search hacks where real opportunities live.
Activity dots show engagement level: 5 = daily active, 3 = weekly, 1 = occasional.

Tech for Palestine DISCORD

discord.com/invite/zTGpW2aF9t

The single most important community for
Palestinian tech professionals. Recruiters
actively browse #hire-palestinians every day.

Post once in #hire-me: role + GMT+3 + portfolio
link. Help others first -- every time.

ACTIVITY

Manara PLATFORM

manara.tech

Free, verified remote jobs for Arab developers.
Trusted by the tech community. Manara scores
and ranks profiles.

Complete every profile field. Full profiles rank
higher and get more recruiter visibility.

ACTIVITY

Freelancers in Gaza COMMUNITY

freelancersingaza.com

A directory that handles legal + payment
procedures for Gaza-based freelancers end-to-
end.

Register early. Clients use this to find vetted
talent. Payment infrastructure is built in.

ACTIVITY

Bees.to PLATFORM

ps.bees.to

Payment solution for freelancers in Gaza. Not
about bees -- about getting paid reliably from
international clients.

Set this up before landing your first client.
Payment delays destroy trust and momentum.

ACTIVITY

Jobscan PLATFORM

jobscan.co

Paste your CV + job description. Get an ATS
match score. Never apply below 80% match
rate.

Run every single application through Jobscan.
The keyword gap report is the entire point.

ACTIVITY

r/forhire REDDIT

reddit.com/r/forhire

Largest public freelance marketplace on Reddit.
Buyers browse [FOR HIRE] posts every single
day.

[FOR HIRE] | Role | Remote | Rate. Portfolio link
required. One post per 2 weeks maximum.

ACTIVITY

r/remotework REDDIT

reddit.com/r/remotework

US and European managers post informal
openings here -- often before they reach any
public board.

Search "hiring" in the sub. Comment genuinely
on posts before pitching yourself.

ACTIVITY

r/cscareerquestions REDDIT

reddit.com/r/cscareerquestions

700k+ developers. Consistently answer hard
technical questions and recruiters will come to
you.

Top-level answers to hard questions. Karma
builds credibility. Recruiters search usernames.

ACTIVITY

r/UXDesign + r/webdev REDDIT

reddit.com/r/uxdesign + r/webdev

Designers and developers get hired through
comments. Monthly hiring threads are
goldmines.

Share work in progress. Process beats polish
here. Find pinned monthly hiring threads.

ACTIVITY

Disboard.org COMMUNITY

disboard.org

Public directory of private Discord servers. Find
startup + hiring communities not listed
anywhere else.

Search: 'startup remote', 'tech hiring', 'design
jobs', 'freelance'. Join 3-5 servers.

ACTIVITY

Wellfound (AngelList) JOB BOARD

wellfound.com

Hidden market for startup jobs. Remote-friendly
roles posted before they hit LinkedIn.

Filter Remote + Seed/Series A. Smaller
companies respond faster to direct messages.

ACTIVITY

Arc.dev PLATFORM

arc.dev

Remote-first developer platform. Once accepted
through screening, jobs come to you
automatically.

Screening call is technical. Once in, no constant
applying -- matches come to you.

ACTIVITY
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-- SECTION 07 CONTINUED --

Contra PLATFORM

contra.com

Zero-commission freelance platform. Clients pay
you directly -- no 20% cut like Upwork.

Build a rich Contra profile -- it doubles as a
portfolio page. Share the link everywhere.

ACTIVITY

Toptal PLATFORM

toptal.com

Top 3% talent network. Fully remote, highly
paid. Rigorous screening -- premium rates once
inside.

3-5 hour screening process. Prepare seriously.
Accepted talent gets matched at premium rates.

ACTIVITY

We Work Remotely JOB BOARD

weworkremotely.com

One of the oldest remote-first job boards.
Companies here are genuinely committed to
remote culture.

Browse Programming, Design, and Marketing
daily. Best roles disappear within hours.

ACTIVITY

Remote OK JOB BOARD

remoteok.com

Aggregates remote jobs from across the web
with salary ranges. Filter by role and set daily
alerts.

Top roles vanish within hours of posting. Daily
email alerts for your exact title are essential.

ACTIVITY

Lemon.io PLATFORM

lemon.io

European startup jobs for developers. Vetting
process leads to consistently better-paid
engagements.

Vetting call is technical. Prep with LeetCode
medium-difficulty. Accepted devs get matched.

ACTIVITY

Slack: Online Geniuses SLACK

onlinegeniuses.com

8,000+ marketing and design professionals.
Clients post jobs in #jobs-and-gigs regularly.

Introduce yourself in #introductions first with
your specialty + portfolio link.

ACTIVITY

Slack: Designer Hangout SLACK

designerhangout.co

Invite-only Slack for UX/UI designers. Active
#jobs and #portfolio-review channels.

Request invite via the website. Engage in
#portfolio-review before touching #jobs.

ACTIVITY

LinkedIn Open to Work PLATFORM

linkedin.com

Enable Open to Work for recruiters only -- not
the public green banner. Your headline is
everything.

Headline: Role + Tool + Remote + Location. e.g.
"Figma Designer, UI/UX, Remote, Gaza"

ACTIVITY

Polywork COMMUNITY

polywork.com

Professional network for portfolio sharing.
Companies browse profiles for freelance +
contract work.

Post project updates consistently. Visibility
compounds over weeks -- not overnight.

ACTIVITY

GitHub Explore COMMUNITY

github.com/explore

Open source contributions get you noticed by
companies using the same stack. Passive but
powerful.

Contribute to repos used by companies you want
to work for. Maintainers remember contributors.

ACTIVITY

Lunchclub COMMUNITY

lunchclub.com

AI-matched networking calls with professionals
worldwide. One conversation can open
unexpected doors.

Set goals to "finding freelance work" and
"meeting founders." Be specific in your bio.

ACTIVITY

Google Reddit Hack REDDIT

site:reddit.com/r/ hiring [your specialty]

Find hidden hiring threads buried inside niche
subreddits that don't appear in normal searches.

Add "remote 2026" and filter to Past Month. Put
your exact role title in quotes for precision.

ACTIVITY
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