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Meeting Assignment Definitions

For

Mosman Toastmasters Meetings
The following are a review of the roles and responsibilities for the assignments in a standard Mosman Toastmaster Meeting.  These are only guidelines for what to do before, during, and after a meeting, and we welcome your individual style to the role.

Assignment
Before
During
After

Chairman

Timing:

150 minutes


· Confirm assignments 

· Confirm Business Reports

· Welcome Guests

· Prepare a Round Robin Topic
· Keep the meeting: On time, Organised, Flowing, & Focused

· Take the name down of the Guests during Round Robin

· Review Housekeeping (ie: meals)

· Introduce Assignment Speakers

· Further details are available thru the VPE
· Present Awards

· Invite Guests for feedback

· Hand the meeting back to the President to close

· Sign up for another assignment for next meeting

Guest Welcome

Timing:

2-3 minutes
· Write down the names of the guests

· Prepare a guest welcome speech (Hints: include own experience, benefits of TM, available goals, meeting culture, “Learn while you have fun”)
· Present Guest Welcome

· (Hint: address guests by name)
· Hand the meeting back to chairman ie: “This concludes my assignment”

· Sign up for another assignment for next meeting

Table Tonic

Timing:
1-2 minutes
· Prepare a tasteful joke or anecdote
· Present Table Tonic

· (Hint: utilise voice, body gestures and props)
· Hand the meeting back to chairman ie: “This concludes my assignment”

· Sign up for another assignment for next meeting

Book Review

Timing:

1-2 minutes
· Prepare a book review on a preferred book, magazine, or movie 
· Present a Book Review

· (Hint: include your personal thoughts, feelings, and why should someone else enjoy it too)
· Hand the meeting back to chairman ie: “This concludes my assignment”

· Sign up for another assignment for next meeting

Word Power

Timing:

2-3 Minutes
· Identify a word that members may incorporate into their vocabulary. Prepare a simple definition, and a sentence containing the word.
· Define the word (Hint: use the whiteboard)

· Describe whether it is a noun, verb, etc. 

· Use it in a sentence

Issue a challenge for members to use it as much as possible during the meeting (Hint: individual, right side of the room vs left, guys vs girls)
· Keep track on how often the word was used and in the most unique way

· Present your findings at the end of the meeting Timing: 1-2 min



Presenter of Invocation

Timing:

1-2 min
· Prepare an inspirational thought or quote
· Start the meeting with an inspirational and positive thought or quote
· Hand the meeting back to chairman ie: “This concludes my assignment”

· Sign up for another assignment for next meeting

Assignment
Before
During
After

Toast

Timing:

1-2 minutes
· Prepare a toast

· Make sure you have a filled glass

· Ask everyone to have one too
· Present Toast outlining the topic (Hint: give reason for the topic, why the toast. Do not hold glass in hand)

· Clearly state your toast (Hint: no longer than 5 words ie: “to TM”)

· Invite all members to stand and repeat
· Hand the meeting back to chairman ie: “This concludes my assignment”

· Sign up for another assignment for next meeting

Grammarian

“Um & Ah”

Timing:

2-3 minutes
· Review grammar rules
· Listen throughout the meeting for correct and incorrect grammar usage 

· Record the number of Um’s and Ah’s Except for the Formal Presentations
· Present a short evaluation of your findings 

· Sign up for another assignment for next meeting

Table Topics Master

Timing:

20 minutes
· Prepare 10-12 topics to present at the meeting for someone to formulate a quick and organised response.

· Write down the names of the guests and members 
· Review the rules of the table topics (Hint: explain how it works)

· Inform the timekeeper of the timings and lights (Hint: for members- Green at 50 sec, Red at 1 min, for guests- Green at 30 sec, Red at 35)

· Identify the Even and Odd Evaluators Invite the guests to participate

· Select individuals that do NOT have an assignment in the meeting when possible (Hint: this allows all to participate)

· Do NOT select an evaluator when its his/her turn to evaluate
· Invite the Odds Evaluator to present the evaluations (Hint: inform the timekeeper on the timing, ie: Green at  1 min, Yellow at 1:30, Red at 2 min)

· Invite the Evens Evaluator to present

· Inform the members of the voting slips

· Hand meeting back to chairman

Workshop

Timing:

10-15 minutes
· Prepare a workshop that will assist you in achieving your goals (ie: ATM, CL)

· Organise a date to present with the VPE
· Present the workshop

· Inform the timekeeper of the timings and lights
· Hand the meeting back to chairman 

· Sign up for another assignment for next meeting

Toastmaster

Timing:

25-30 minutes
· Confirm and record Speakers, Speech Titles, and Evaluators
· Review the agenda of the Formal speeches (Hint: “Tonight we have one ice breaker and one advanced speech”

· Inform the timekeeper of the timings and lights for each speeches and identify the Evaluator          (Hint: “Our first presenter tonight will be Jill who will be presenting her Ice Breaker speech, titled “ My life”. Jill will be evaluated by Jack, and Timekeeper may we please have the green at 3 min, the yellow at 4 min and the red at 5 minutes.”
· Invite the first Evaluator to present and inform the timekeeper on the timing, (ie: Green at 2 min, Yellow at 2:30, Red at 3 min)

· Invite the next Evaluator to present

· Inform the members of the voting slips and ask them to return them to the counter 

· Hand meeting back to chairman

Listening Post

Timing:

2-3 min
· Write down the names of the members and guests
· Listen and record tid-bits of information that were said throughout the meeting. (ie: Jill said her favourite color is blue during table topics)
· Review what will be done and present a short questionnaire of your recordings (ie: “who’s favourite color is blue?)

Assignment
Before
During
After

Timekeeper

Timing:

150 minutes
· Familiarise yourself with the stopwatch, light box, and the timings of the assignments       (Hint: timings will be noted on the agenda and will be directly stated to you)
· Keep time and use the appropriate lighting for all assignments and speeches 

· Record the timings 

· Time all sessions requested by the Chairman
· Present a short summary on the punctuality of the meeting, individual speakers and assignments

· Highlight key points to help improve members

Evaluators

Timing:

2-3 minutes
· Identify your speaker

· Obtain their manual for formal speeches to review the criteria for the speech
· Listen and observe the speaker

· Identify key positive attributes

· Identify areas for improvement

· Write notes of the evaluation
· Present your evaluation (Hint: Congratulate, positive point, area for improvement, positive point, encourage more speeches)

· Record evaluation in the manuals and review one on one afterwards 

Master Evaluator

Timing:

150 minutes
· Familiarise yourself with all assignments of the meeting

· Record the names of those who are presenting assignments 
· Present an evaluation for the following assignments:

Chairman, Guest Welcome, Table Tonic, Book Review, Word Power, Presenter of Invocation, Toast, Grammarian, Table Topics Master, Workshop, Toastmaster, Listening Post, Timekeeper, and any additional presentations that were not previously evaluated
· Present an evaluation of these presentations  (Hint: timing, 5-10 minutes)
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