OVERVIEW OF CLUB MEETING ROLES

FOR ONE LUNCHTIME CLUB

During our weekly meetings, you will observe that a member of Toastmasters International has many opportunities to learn various speaking and leadership skills by volunteering to participate in a variety of roles, which are briefly explained below:
	The club PRESIDENT calls the meeting to order, introduces guests, conducts any club business, and introduces the Toastmaster for the day.



	The TOASTMASTER hosts the meeting, creates a congenial atmosphere, conducts the entire program, and introduces all participants.  The Toastmaster may provide a specific theme for the meeting.



	The presenter of the JOKE or INSPIRATION helps set a congenial tone for the meeting.



	The GRAMMARIAN introduces the “Word of the Day.”   Later in the meeting, the Grammarian notes how many participants used the “Word of the Day” in their talks and also comments on good and poor uses of the English language, including the use of “ah’s” and other pause fillers.



	The TIMER assists Speakers, Table Topics speakers, and Evaluators stay within specified time limits by turning on a green, yellow, or red light at the appropriate minimum, intermediate, and maxim time limits.  Most prepared speeches run 5-7 minutes, Table Topics run 1-2 minutes, and Evaluations run 2-3 minutes.



	PREPARED SPEAKERS present talks on a subject of their own choosing but which meet specific objectives of a Manual Speech.  Beginning Toastmasters work through 10 speeches in the “Communication and Leadership Manual” to learn the basic skills involved in public speaking.  After completing these 10 speeches and receiving their CTM (Competent Toastmaster) award, Toastmasters have the option to present speeches from “Advanced Communication and Leadership Program” manuals to advance through various levels of Toastmasters International, culminating in the coveted “Distinguished Toastmaster” award.



	TABLE TOPICS provide the opportunity for non-scheduled speakers to practice their impromptu speaking skills by giving a 1-2 minute talk on a subject provided by the Table Topics Master.  The subject may or may not relate to the meeting theme.



	The GENERAL EVALUATOR conducts the Evaluation portion of the meeting, which provides feedback to all speakers about their performance.  The General Evaluator introduces the members of the evaluation team, who give their individual reports, and then provides general comments about the overall meeting.



	Each prepared speaker receives feedback from an EVALUATOR who provides constructive comments designed to help the speaker become more self-confident and a better speaker.  In addition to the verbal report, the Evaluator provides written comments on an evaluation form provided in the speaking manual.

	The NOTETAKER takes notes about what transpired at the meeting and send the notes to the VP or Public Relations over the weekend for inclusion in the next week’s newsletter. 

	The VIDEO MASTER operates the club’s video camera during the meetings and records the speakers and evaluators presentations.  The speakers and evaluators bring their own VHS tape, already qued up, for this purpose.  It’s very easy to operate and only two buttons to push—Record & Eject, both of which are marked with orange/yellow stickers.  


Since we would appreciate your feedback about the meeting, the Club President will provide an opportunity at the end of the meeting for you to provide a few comments on your experience today. However, please feel free to decline to comment!

You are welcome to visit our club as a guest as often as you like.  If you decide Toastmasters International meets your desire to improve your public speaking and leadership skills, we look forward to welcoming you into the Club as a member.
