Toastmaster of the Day – Responsibilities

SOON AFTER THE MEETING INVITATION IS SENT:
1. Come up with a theme and then email it to the members of the club (toastmasterclub@islandinsurance.com).  
2.  Ask those with a role to send you information about the theme which you will use for their introduction. 
3. Ask speakers to send you their project information, speech title and time to fill in the agenda.

AS MEMBERS REPLY
4. Fill in the agenda form with the theme, speech titles and project information along with any changes that may occur (substitution of people taking various roles). 
5. Keep track of member responses to the theme

DAY BEFORE THE MEETING
6. Print about 20 copies of the agenda.  

DAY OF THE MEETING
7. Arrive early and take a seat near the front
8. Verify participants are present and prepared for their duties.

DURING THE MEETING
9. Shake hands, Lead applause and don’t leave the lectern unattended
10. Follow agenda; Watch the time so that the meeting stays on track with the agenda.
11. Introduce speakers, including the title and speech project they are on 
12. Thank each speaker after they’ve spoken to bridge the gap between presentations and maintain the interest of the audience
13. Remind audience to complete their voting ballots

SAMPLE SCRIPT:

Good afternoon everyone, the theme for today’s meeting is _______.  I asked everyone who has a role to share their favorite _____________.  Mine is ______ because _____.

I’d like to start the meeting by introducing the various helpers for the meeting.  

First we have our Timer Pamela.  Pamela (her response to the theme question).  Would you please explain your role?
  
Our Ah Counter/Grammarian/Word of the Day is Ryan. Ryan’s (response to the theme question). Ryan, would you please come up and explain your role?

[Lead the applause after each person is introduced]

[Repeat the introduction format for each of the members who have a role.]

We’ve now come to the main portion of our meeting where we hear our prepared speeches.
Our first speaker is Stephen Parker.  Steve’s (response to the theme question)
Steve is presenting speech #__ from the Competent Communicator Manual.  The title of his speech is “______________________”.  Please help me welcome Steve.

[Lead the applause and shake hands before leaving the lectern to the speaker.]

Thank you for sharing ____ with us John.

[Repeat the introduction format for each of the next speakers.]

The next portion of the meeting is Table Topics.  The objective is to give members an opportunity to practice their impromptu speaking.  Our Table Topics Master is Stella Cabana.  Stella’s (response to the them question). Please help me welcome Stella.
[Lead the applause and shake hands.  The Table Topics Master leads this part of the meeting.]

Next we have our evaluations.  It’s the part of our meeting where we get feedback from our peers to help us improve our presentation and speaking skills.  Our first evaluator, evaluating Steve’s speech is _____.  (Introduce the evaluator along with their response to your theme… etc)  Please help me welcome _______.

[Lead the applause and shake hands.]
[Repeat the introduction format for each evaluator]

Please use the ballots to vote for your favorite speaker. Turn in your ballots to Raphael.  

We will now hear the reports.  
May we have the Timer’s Report?
May we have the Grammarian’s Report?

To evaluate the meeting overall we have our general evaluator, Teri Fabry.  (Teri’s response to the theme) 

Thank you all for a great meeting today, I would like to turn the meeting over to our President, Debbie Chong.
