Newport Center Toastmasters

Club 231-F

Detailed Description of Duties

SERGEANT-AT-ARMS

· The Sergeant-at-Arms (SAA) is responsible for arranging the physical aspects of the meeting room to be ready in time for the meeting to start promptly at 7 AM. Therefore, if you are scheduled to be the SAA, you should arrive no later than 30 minutes before  the meeting begins – in other words, be there at 6:30 AM!
· He/she calls the meeting to order by introducing the Presiding Officer (usually the President)

· During the meeting, he/she provides assistance as necessary to help each person. Such assistance might include:

· Helping them work the traveling microphone

· Put any visual aids in focus and change slides or overheads for them

· Adjust the volume of the loudspeakers

· Collect any ballots during a vote

· Change the lights as required

· Open or close the shades or screen

· Provide for the use of the video and monitor and assist in its use. Dry run is highly desirable before 7 am.

· If one person arrives at 6:30, he/she can usually complete the setup with time to spare.

· I have found that I have been taking the following steps, usually in this order:

· Open the left door to the room and kick down the door stop

· Turn on four lights (three together in a bank, and one up front)

· Observe that the chairs and tables are arranged in a "U" and that there are about 25 chairs around the outside. Do not bother to move the inside chairs if there are some there.  

· Move one wood table so that it is at the front, about 3 feet in front of the table ends. The glass table will also work.

· Open the door to the hall closet and push it against the stop to keep it open.

· Open the closet door, and remove the box of trophies. Place on a side table.

· Put the big green plastic box of items on a side table alongside the box of trophies.

· Take the traffic signal stop light out, place it on the opposite end table, plug it in, orient it correctly, try the three positions of the switch. The floor plugs have covers that have to be pulled away from the center before the main plug is inserted. Find the timer(s) and place it next to the light. 

· Take out the portable lectern, set it up.

· Take out the two pieces of speaker equipment. Put the far speaker in the left rear corner, unrolling the cord so that it is near the window and out of the way to be not tripped over.

· Open the other speaker box with the controls, take out the dc power supply, plug it in, and unroll the power cord and plug it into the front plug. Turn the switch to on, so the red light is on. Plug the other speaker into this unit. 

· Take out the two microphones from the microphone box (the traveling mike and big mike) and plug the big mike in to the speaker box. Turn it to "on" and try it. Adjust volume if necessary at the control.

· Turn the portable mike to "on" and try it. Then turn it to "off."

· Take out the two signs, hang one on the glass door, take the other on a lower stand (found to the right of the closet behind the door) to the other lobby of the building

· Take out the various awards to be presented, and put them in order of presentation with the first one closest to the front. See the balloter (balloteer?) form for the sequence if necessary.

· Put the portable grammarian sign up on a chair, with two washable markers.

· Find the duties sheets in the file for balloter, grammarian, and timer and put them by the timer.

· Find the badges and put them out.

· Find the guest book and a pen and put them out on the far table, which should be put in place if it was not already there.

· Take 30 or so evaluation forms from the big box and distribute them around to the 25 locations.

· Help distribute the agendas and any other handouts.

· Try the microphone system with a cell phone with the time. I call 949-853-1212 for the time, good to the nearest second usually.

· Go to the coffee room, find the coffee, clean the old coffee out if necessary, put in a new filter, pour in new coffee and put an empty container under the coffee you just put in. Turn the coffeemaker to "on."

· Invite others to help you with these duties if they offer. Do the trickiest things first like the electronics.

· The above are just your physical duties. You should also welcome each member, especially guests and encourage him or her to sign the guest book. Help them feel welcome.

· Check with the President and Toastmaster if they are ready to start the meeting.

· Start the meeting at 7 AM by introducing the President with a lot of enthusiasm.

· At the end of the meeting, put all of the equipment away; with the portable microphone switched to "off." Do not forget the signs, which are now out of your sight. Check that all the tables are clear and turn out the lights.

· Emergency occasions. Once in a great while the lobby ambassador is on vacation or for some reason the doors do not get unlocked. After our meeting, the closet door is locked by the lobby ambassador. There is a special telephone outside the building that connects to security. (Where can this telephone be found?) Tell them your problem and they will send someone over.  

· There have also been occasions in the past when we COULD NOT USE THIS ROOM. Under this condition, we had always been offered another room in another building, and it was often difficult to get everyone alerted to the new location, park, find the entrance, get the room set up and start on time. Usually, however, when this happened, we had advance notice. This has not happened for several years. The most likely difficulty is that either the outer glass door or closet door is locked.  Other early occupants of the building use the coffee, so it is rare that the outer glass doors are locked because they would not be able to get at the coffee. 

General Description of Duties:

The Sergeant-At-Arms: 


Serves as master host


Makes the proper physical arrangements for all Club meetings


Makes sure each member and guest is welcomed at Club meetings


Arranges room and equipment for each meeting


Arranges for food at meal meetings


Controls Club properties between meetings

