Toastmaster Duties

After being introduced;

1. Explain your job tonight, the role of Toastmaster, which is to facilitate the meeting and keep it structured. Explain what a Toastmasters meeting is, and how it’s organized as below;
Three Parts:

A. Table Topics: where we practice speaking in response to questions asked.

B. Prepared Speeches: Our members prepare and give speeches based on our educational manuals.

C.  Evaluations: Our members evaluate the prepared speeches of other members, so that they may improve their speaking skills. We also evaluate ourselves and the entire weekly meeting, so we can improve and continue to present quality meetings each week.

2. Explain that you need a team to run the meeting, and you’re going to introduce them individually so that they can explain their role in helping you run the meeting. One sentence introductions are fine. Introduce;

A. Timer

B. Grammarian

C. “Uh” Counter

D. Educational Tip

E. One Minute Toastmaster

F. Table Topics Master

When you are called back up to the lectern by the Table Topics Master, announce a 10 minute break, and thank the host for providing snacks. Be prepared to ask for a timer’s report and vote for best Table Topics if the TTM forgot to do it. Ask audience to come back when lights dim.
BREAK

3. When we return from break, introduce the speaker and try to have a couple of highlights of their life. Explain which speech they are giving and what the goal and time is. (eg: He is giving his third speech out of the advanced manual “The Entertaining Speaker” and the goal is to tell a humorous speech. It is 5-7 minutes long. The title of the speech is “Japan”, please welcome Jim Crowley.)
4. After the speech, ask the group to take a minute and write comments for Jim. Repeat for each speaker. After last speaker;

5. Ask for a timer’s report.

6. Ask for audience to vote for the best speaker and most improved. 

7. Introduce the General Evaluator.

8. When called back up to the lectern, present awards as they are written on the slip of paper they will hand you. )If not tallyed yet, do the drawing dynamo first) It should be in this order:

Sparkplug Award (you choose who you think should get it).

Best Table Topics

Best Evaluator

Most Improved Speaker

(ask for a drum roll) Best Speaker.

9. Ask a guest or newer member to draw the winning ticket for Drawing Dynamo.

10. Explain that your job as Toastmaster is finished, thank everyone for their participation, and turn lectern over to the presiding officer.

