Toastmasters Meeting Role Definitions

Purpose: The scripts in this document used during a meeting can help new members and guests become familiar with the responsibilities of each meeting role. 
Instructions: Print the document and, at the beginning of the meeting, distribute the script to the assigned member responsible for the role.  You may consider distributing the document beforehand to allow time for each to memorize the script prior to the meeting.
This document includes scripts for the following meeting roles:
· Toastmaster
· General Evaluator
· Timer
· Grammarian
· Word Master
· Ah Counter
· Table Topics Master
Provided by 
Sue Cameron, Toasted by Proxy VP of Public Relations
Scripts content from A Toastmaster Wears Many Hats

Toastmaster
“The main duty of the Toastmaster is to act as a host and conduct the entire program, including introducing participants. I am responsible for creating an atmosphere of interest, expectation, and receptivity. I am also responsible for keeping track of the flow of the meeting to ensure the meeting ends on time.”


General Evaluator
“As the General Evaluator, I am responsible for the evaluation team, which consists of the Timer, Grammarian, Ah Counter, and Prepared Speech Evaluators.  
The role is a dual one of communication (evaluating the Speech Evaluators) and leadership (presiding over the Evaluation portion of the meeting).  
Evaluation is an integral component of Toastmaster.  The goal of evaluation is to be a positive, helpful act to assist our fellow Toastmasters in developing their skills through feedback on the strengths and growth points.”  



Timer
“As timer I am responsible for monitoring time for each meeting segment and each speaker. 
I will also operate the timing signal, indicating to each speaker how long he or she has been talking. Toastmasters speeches have strictly set times.  
A green card will be shown when the speaker has reached the minimum number of minutes, the yellow card at the intermediate time, and the red card at the maximum time allotted.  
Table Topics speakers should respond in 1-2 minutes and should be +/- 15 seconds of allowed time.  
The allotted times for speeches are indicated on the agenda.  They should be +/- 30 seconds.
Speech evaluations are 2-3 minutes and should be +/- 30 seconds.” 



Grammarian
“As the grammarian, I am responsible for commenting on language usage during the course of the meeting. 
Throughout the meeting, I will be listening to everyone’s word usage writing down any awkward use or misuse of the language (incomplete sentences, sentences that change direction in midstream, incorrect grammar, malapropisms, etc.) with a note of who erred. 
I will also write down who used the ‘Word of the Day’ (or a derivative of it) and note those who used it correctly or incorrectly.”



Word Master
“I am responsible for providing the Word of the Day at the meeting.  
The Word of the Day should be a word that will help members increase their vocabulary–a word that can be incorporated easily into everyday conversation but is different from the way people usually express themselves.”


Ah Counter
“The purpose of the Ah-Counter is to note any word or sound used as a crutch by anyone who speaks during the meeting. 
Words may be inappropriate interjections, such as and, well, but, so and you know. 
Sounds may be ah, um or er. You should also note when a speaker repeats a word or phrase such as ‘I, I’ or ‘This means, this means.’” 


Table Topics Master
“Table Topics has a twofold purpose: 
· First, to give everyone in the room an opportunity to speak–especially those who are not on the program–and, 
· Second, to get people to learn to ‘think and speak on their feet.’

Table Topics speakers should respond in 1-2 minutes and should be +/- 15 seconds of allowed time.  
As the Table Topics Master, I am responsible for preparing and providing the topics.”

