Gilbert Toastmasters New Member Handout
Welcome to Gilbert Toastmasters!  We’re excited to have you as a member.  If you’re like most new members your first thought is, “What do I do now?”  Hopefully you can find answers here.
Maximize Your Benefits
You get out what you put in!  The opportunities to become a better speaker, even a better person, are endless.  Your enjoyment and advancement level is up to you.  Here are just a few examples:

· Attend and participate in the meetings.  Most weeks you’ll be assigned a role in our meeting.  If you observe others, ask questions, research and practice your role, you’ll have a higher probability of success.  On the other weeks you have the opportunity to sharpen your impromptu speaking skills by speaking during Table Topics, studying other Toastmasters and writing evaluations for speakers.  All these activities contribute to your speaking, listening, organization and analyzing skills. 

· Get to know your fellow members.  There’s a wide range of people in Gilbert Toastmasters all with unique skills and knowledge.  By arriving to the meeting early or lingering after the meeting you can sharpen your social skills.   You never know what type of connections you may find.

· Define your personal Toastmaster goals.  Toastmasters International has created many opportunities for your speaking advancement.  Once you define your personal goals, you can easily find a Toastmaster plan to guide you through the steps.
The Ins and Outs of Gilbert Toastmasters

What makes Gilbert Toastmasters successful week after week? 
· Communication.  Our main form of communication is email and phone.  If you provided your email on the New Member Application, your email will be added to our YahooGroup.  This is the email distribution list we utilize for mass communications.  You will also receive a list of all the members with their individual email and phone numbers.

· Scheduling Assignments.  The weekly schedule of assignments is located on our website at www.GilbertTM.com.  It’s easy to find out if you’re scheduled for an assignment up to 4 weeks in advance.  Every week our Vice President of Education sends an email with the schedule for the following week.  The Toastmaster and General Evaluator then email the people with assignments asking for confirmation of their attendance.  Sometimes “life” happens and we need replacements for our assigned roles.  Just send out an email asking for help and someone will quickly step up.  
· Mentor.  Gilbert Toastmasters has a strong mentor program.  A veteran Toastmaster will be assigned to help you complete your goals and become more familiar with our Toastmaster ways.  If you have a specific person you’d like to be your mentor, please let the Vice President of Education know and he/she will try to arrange it.  
· Resources.  Gilbert Toastmasters has a plethora of resources ready to meet your needs.  After your New Member Application is processed by Toastmasters International, you’ll receive a packet with books, pamphlets, and manuals through the mail.  Your first two manuals will be Competent Communicator and Competent Leader.  Both of these manuals have different objectives and walk you through your speaking, listening, organization, and analyzing goals.  Please see the attached list of other resources available to you.  Also, every Gilbert Toastmaster is a resource for you.  We’re all available to answer questions, demonstrate, and show support.  Just the simple task of observing things you like and don’t like while others are speaking, listening or completing an assignment will help you achieve success.
· Multitude of skills sharpened.  The Toastmaster experience is designed not just to help you become a better speaker but to improve in a variety of areas.  Each assignment during our meeting is structured to sharpen a skill.  Much of your learning and advancement comes from recognizing the skill you’re practicing and ways to improve.  It’s not just about speaking. 

· Voting for the Best.  During each regular meeting, three awards are voted upon and given out:  Best Speaker, Best Evaluator and Best Table Topics.  Your vote counts, so please cast your ballot.  Here’s a couple of tips when voting: 

· Speech of the Day:  Each speaker is concentrating on a specific objective which is outlined in your Agenda for the meeting.  Our goal is to vote for the Toastmaster who best met or exceeded their speech objective, not just how captivating or polished the speaker was.  If all speakers met their objectives, consider secondary criteria such as content, delivery, etc.
· Best Evaluator:  The role of Evaluator is designed to help the speaker improve while also showing support.  Try to vote for the Evaluator you felt most effectively conveyed positive feedback as well as improvements.

· Best Table Topics:  Our goal while answering Table Topics is to answer the proposed question asked of us.  Sometimes even the most eloquent of speakers struggle to answer the question asked of them.  Try to reward the Toastmaster who you feel answered their question the best.

· Evaluation Forms.  While each speaker is assigned a specific evaluator, feedback from other members is also important.  Regardless of your comfort or skill level in speaking, your observations help the speaker improve… but only if you share those observations.  Evaluations forms available at the meetings give basic questions you can answer or you can use the back side to record your thoughts.  Try not to assume other Toastmasters will provide the feedback to help the speaker improve.  Your comments might be the words that speaker needs to hear.

Start Your Journey

Your first speaking role in Gilbert Toastmasters was most likely as a guest.  You’ve already completed a major hurdle by speaking during the meeting.  It definitely gets easier from there.  Here’s what the first couple of weeks of Gilbert Toastmasters will look like:

1. Receive an email from our YahooGroup.  If after a week of turning in your Application and paying your dues you haven’t received an email, please feel free to email our Secretary.  

2. Receive an email from our Vice President of Education regarding a mentor.  

3. Participate in voting for the “Best of” awards and filling out Evaluation Forms for the speakers.

4. Gilbert Toastmaster’s officers will be available to answer questions and ask one of our most important questions, “What can Gilbert Toastmasters do for you?” before or after any meeting.

5. At the beginning of our 1st meeting every month, our new members are voted in and inducted.  After the meeting has started, the President will ask our Sergeant of Arms to escort you, along with other new members, out of the room.  Your fellow members “vote in” the new members.  Our Sergeant of Arms will then escort you back into the room.  The Vice President of Membership will then lead you through our induction.   Once completed, you are a full fledged Gilbert Toastmaster.
6. A Gilbert Toastmaster’s officer will provide you with a name badge at one of the meetings.

7. As a member of Gilbert Toastmasters, you’ll probably be asked a Table Topics question.  Your goal is to survive your first trip to the lectern.  A tip?  Check out what the theme of the night is before the meeting and think of everything you know about the topic.  If nerves overwhelm you, some forethought before the meeting can be very helpful.

8. Start preparing your Ice Breaker.  Even if your package from Toastmaster International hasn’t arrived in your mailbox, you can go to www.GilbertTM.com to find your first speech guidelines (www.GilbertTM.com/Icebreaker.pdf)  
9. Watch for your name to appear on the Gilbert Toastmaster schedule.

10. Some veteran Toastmasters organize their Toastmaster “supplies” in a binder and also carry a Toastmaster bag.  Having easy access to “Functionary Tips” or member lists can help you in a pinch.  Try to find what organizational method works for you.

11. Present your Ice Breaker speech.  This is your first big victory in Toastmasters.  To show our support, us fellow Gilbert Toastmasters will be on our feet hootin’ and hollerin’ at the end.  We will also present you with a pin to celebrate your success.
12. Get ready to be scheduled for other functions.  The Vice President of Education will schedule your assigned roles based on easiest to more challenging.  
How to Fill Your Assigned Role

You see your name on the schedule for an assigned role in our meeting.  Stay calm, you have lots of resources available:
· In both your Competent Leadership and Communicator manuals on page 67, Toastmasters International has outlined responsibilities for roles.  This is a great place to start..
· On our website at www.GilbertTM.com/function.html you can find a summarized list of assignments.

· You can also peruse the “Cheat Sheets” for each role easily found at www.GilbertTM.com/sitemap.htm.  Printing these and placing in a binder or folder has helped many Toastmasters succeed.
· Ask your mentor to help you prepare.  Your mentor is there to help but often doesn’t know exactly what you need.  Please don’t be shy and ask if you need help.

· Ask a Toastmaster who you observed do an admirable job performing your current responsibility if you can sit next to them.  Any of our Gilbert Toastmasters would feel honored to walk you through your first, second or even twentieth time.

· Toastmasters can be overwhelming.  At times it can feel like drinking from a fire hose!  Don’t try to learn all the different functions at the beginning.  Just focus on your next scheduled assignment.  Don’t worry, we’ve all been a new member before!
Additional Toastmaster Resources:

· Competent Communicators (CC) Manual – This is the first speaking manual you will receive and work through as a Toastmaster.  It contains 10 speech projects designed to introduce you to public speaking and provide you with the skills necessary to be an effective public speaker.

· Competent Leadership (CL) Manual – The CL Manual is received along with the CC Manual, but the focus of the CL Manual is leadership.  This manual will provide you with insight into most functions within a Toastmasters meeting and requires evaluation of your performance in these functions.  There are also more advanced assignments within the CL Manual that you will work through to improve your leadership skills (examples include managing a speech contest and working on a special event within, or outside the club).

· Advanced Speaking Manuals – Advanced speaking manuals are available through Toastmasters International (see reference below) which support growth in speaking skills targeted at technical presentations, interpretive reading, specialty speeches, sales skills, etc.  Upon completion of the CC manual, members choose from the Advanced Speaking Manuals to continue their improvement of public speaking skills.

· The Gilbert Toastmasters Website – www.gilberttm.com – provides access to the current club schedule, functionary resources, identification of club officers, and much more.  Visit this site often to help you as you grow within the Gilbert Toastmasters organization.

· The District 3 Toastmasters Website - www.aztoastmasters.org – provides information to all Toastmasters in our region about upcoming events such as Toastmasters Leadership Institute (TLI), current Toastmaster membership and marketing initiatives, identification of district leaders, etc.

· The Toastmasters International Website - www.toastmasters.org – provides information to all Toastmasters in the world about everything Toastmasters.  You can find articles and tips on giving speeches, shop for Toastmaster items (advanced speaking manuals, instructional DVDs, Toastmaster apparel, books, etc.), information useful in community outreach programs such as Youth Leadership and Speechcrafts, etc.  If you have a question about a functionary, officer role, training, or anything associated with public speaking or leadership skills, you have a pretty good chance of finding it here.

· Toastmaster Leadership Institute (TLI). TLI is held twice a year to support the development of club officers.  The tradition within Gilbert Toastmasters is that all elected officers attend TLI and all members are invited to attend to learn about the officer positions before deciding to become an officer of the (or any) Toastmaster club.

· Club equipment.  Gilbert Toastmasters has a video camera (mini-DVD), an overhead projector (for use with overhead transparencies – old school style), a digital projector (for use with a computer – new technology), and a portable presentation screen.  If the speech you are preparing requires any of this equipment, contact the VP of Education to arrange its use.
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