How To Be the Time Keeper, Um Counter or Vote Tallier

Time Keeper

You have two important roles to play: 1) making sure that the meeting follows the times printed on the agenda, and 2) timing each speaker.

Preparation: Review the agenda to determine how much time each speaker will be given. If you have questions about the timing, ask the Toastmaster before the meeting begins.
Supplies: At the meeting, the Toast Host will give you a stopwatch, an agenda, a time-keeper’s report, and green, yellow and red flash cards.

Duties:
1. Tell the President when to start the meeting (usually at 7:25 PM).

2. Keep the meeting on time by noting when each agenda item should finish and announcing to the meeting when that time has been reached (or exceeded). Don’t be shy about announcing the time!

3. Time each speaker, noting the times on the Time Keeper’s report.

4. Hold up the green, yellow and red cards at the appropriate times. These times will be noted on the Time Keeper’s report and/or on the agenda. You may also knock the table once with the green card, twice with the yellow card and three times with the red card to give the speaker an audio signal as well.

5. When you present the Time Keeper’s report, list the number of minutes and seconds used by each speaker.


Um Counter

Your role is to keep track of the number of “filler” words (um, uh, you know, etc.) that each person uses. Filler words are acceptable in ordinary conversation, but we try to minimize their use in public speaking.

Preparation: As people introduce themselves at the start of meeting, write a list of everyone’s names. If you miss someone’s name, or if a person fails to introduce herself, then ask. Don’t be shy!

Duties:

1. Every time someone uses a filler word, write a mark next to her or his name. This is not easy—you will have to be very attentive!
2. When you are asked for the Um Counter’s report, read the list of meeting attendees and, for each person, say how many filler words she or he used. You should only tell us one number per person—you don’t need to distinguish between different filler words. If a person said an excessive number of Ums, you may say “more than 20” instead of the exact number.
Vote Tallier

Your role is to count the votes for best table topic speaker, best prepared speaker, and best evaluator.

Preparation: At the meeting, get three containers (cups work well) in which to store the votes. The votes will come to you on slips of paper.

Voting rules: Each person may only cast one vote in each election. Most votes are cast anonymously. A person may vote for herself or himself. As the vote tallier, you are permitted to vote. 

Duties:

1. Collect and count the votes for each election.

2. Towards the end of the meeting, the Toastmaster will ask you to announce who won each election.
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