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A Quick Guide
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Thisdocument outlinesthe contents of the Competent L eader ship
Manual, and how the manual can be utilised for the ben€fit of
Spinnaker Toastmasters Club members.

Who hasthe Competent L eader ship Manual?

All new members automatically receive amanud dong with the Competent Communicator manud
in their new member pack.

All current Committee members should have a manua which could be purchased by the club, and
al other members may purchase the manua from District Supplies.

What isthe Competent L eader ship Manual?

Thismanua conggts of 10 projects, comprisng some 20+ individud activities, some meeting
related, and some to be completed outside of a meeting, in your own time as part of a specific role.
Y ou can complete only one activity per mesting, or event.

The objective of the manud isto develop arange of leadership skills, with each project focussing
on adifferent skill. The projects do not need to be completed in the order they arein the manual.

The VP Education should assign an evauator who will observe the activity being performed by the
member, and give persond feedback. Ord evauations are recommended only if meeting time
permits, but written evaluations are dways required. Evauations require answvering 4-5 questions
about how the person fulfilled the role, what could be done differently and what was done well.

All 10 projects must be completed to be awarded the Competent Leader Award.

This document outlines the roles and how they should be undertaken, with examples of the types of
activitieswhich are suitable.
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| Project 1 Listening and L eader ship

The firgt project focuses on the leader’s Listening Skills for the roles of Evauator, Table Topics
Speaker, Ah-Counter or Grammarian. Y ou must do any 3 of the 4 roles over the course of severd
club meetings.

The project involves identifying the seven steps to better listening and gives arange of meeting
roles where this can be practised.

Some clubs do not regularly schedule an Ah-Counter or Grammarian, but these roles could
be programmed in consultation with the Chairperson, so that these activities can be used to
claim credit for this project, if a member wishes to complete them.

The roles of Evaluator and Table Topics Speaker are always available at a club meeting.

Project 2 — Critical Thinking

Project 2 covers the dements of critica thinking, with the roles of Evaluator, Grammarian or
Generd Evauator required. 'Y ou must do any two of the three roles.

Criticd thinking coversinterpreting, anaysing, assessing credibility and reasoning and the three
roles involve ligtening carefully and offering suggestions for improvement.

Club meetings always have Evaluators and a General Evaluator at meetings, and the role of
Grammarian could be programmed if requested.

| Project 3 - Giving Feedback

The third project involves giving feedback, with suggestions as to how to give effective feedback as
aleader in ateam environment. Theroles of Evauator, Grammarian and Generd Evauator are
used to practise these kills, and all three roles are compulsory for Project 3.

Giving Feedback involves ligening, identifying points for comment, and giving the feedback in a
positive manner.

Club meetings always have Evaluators and a General Evaluator, and the role of
Grammarian could be programmed if requested.
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| Project 4 - Time Management

This project requires the member to determine their current time management skills and identify
depsto effectively manage ther time.

Severd tipsfor Managing Y our Time are given in the project and the roles which offer the
opportunity to practise time management are Toastmaster, Speaker, Table Topics Madter,
Grammarian and Timer. For this project, serving as Timer is compulsory, with any one of the other
four roles being required, dl involving keeping to the time dlocated for each role or meeting
activity.

Clubs always have one Timer per meeting, along with a Toastmaster (chairperson),
speakers, and table topics master. The role of Grammarian could be programmed if
requested.

The role of Timer involves keeping the time, and noting all times, and the member
completing this activity should give a short Timekeeper’s Report before the General
Evaluation, so that the project evaluator can assess how the role of timer was perfor med.

Thiswould involve prior liaison by the member with the Chairperson to include a placein
the agenda for the delivery of the Timekeeper’s Report, thus fulfilling the aspects of time
management outlined in the project evaluation about confirming speakers' time
requirements, accurately timing speakers, explaining timing rules and presenting a
timekeeper’ s report.

| Project 5— Planning and | mplementation

Project 5 covers the leadership aspects of planning and implementing, induding determining gods,
establishing drategies, setting timetables, assgning responsgibilities and anticipating obstecles.

The member must complete any three of the four roles: Speaker, Generd Evauator, Toastmaster or
Table Topics Master.

All four roles are usually undertaken at each Toastmasters meeting so completing this
project should be possible over several months.

Evauation covers the aspects of ensuring the gods of the activity were clear, careful thought and
preparation was evident, and others were involved where necessary in ateam environment.
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| Project 6 — Organising and Delegating

Project 6 covers the skills required by aleader to delegate tasks to team members, and how aleader
relies on the efforts of ateam to accomplish goas and objectives. The project gives suggestions on
how to delegate, and provides opportunities for activities which can be delegated in aclub and
meeting environment.

The project requires the member to practise organisation and deegation skills by
(1) helping to organise a club speech contes,
(2) hdping to organise aclub specid event,
(3) helping to organise a club membership campaign or contest,
(4) helping to organise a public relaions campaign,
(5) helping to produce a club newdetter, and
(6) assdting the club webmagter.

The member must serve in one of these 6 roles to claim credit for this project.

Most clubs hols two official contest nights per year for the 4 contests. Examples for credit
in this project include working with the Contest Chairperson by serving as chief judge, or
sergeant at arms, or being responsible for trophies and certificates.

Examples of a special event may include helping to organise an open meeting, a Speechcraft
graduation, an area contest evening, having a special guest speaker, a club dinner, or club
Christmas party. The member isrequired to assist with planning an event by serving on the
committee in some capacity.

To gain credit for the club member ship campaign, the member must work under the
direction of the VP Membership in some leader ship capacity, such as tracking and reporting
on new members as a result of a campaign.

Assisting with organising a public relations campaign in some way, by writing an article for
alocal newspaper or club website, preparing advertisements etc are suggested for item 4 by
working with the VP PR.

Some clubs do not produce a club newdletter, but a member may decide to solicit articles
and publish a special edition for a special purpose.

Some clubs have a Club Webmaster and a Club Website, and a member could assist by
checking the website, preparing articles and updates, and advising these to the webmaster.
Serving as a backup webmaster by learning how the website is maintained would also be a
suitable project.

The evduation criteriafor Project 6 cover describing the role the leader chose, how well the leader
used organisationd and delegation skills to fulfil the role, what could they have done differently,
and what did they do well.

Because these roles require activities outsde of the club meeting environment, where the evauator
can’'t make obsarvations, it is suggested that they “interview” the member to get the information
needed to answer the questions.
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The member undertaking this project will need to decide which of the 6 activities they would
like to do, and liase with the President, member of the Committee, or Event Organiser to
fulfil the criteria required. This may involve serving as part of an event sub-committee, or
working 1-1 with the respective Committee member, Eg Webmaster.

The member may decide to deliver a speech to the club outlining their role and how they
fulfilled it, which the evaluator could then use for evaluation purposes.

An alternative is that when a member decides to tackle this project, an evaluator should be
assigned immediately so that they can follow progress with the project and provide feedback
if necessary, before the final evaluation is considered.

Thereis no time limit, event size or quantity of work specified for this project, so it would be
up to the individual member acting as the leader to determine these aspects when they begin
the activity or project, and this should be notified to the evaluator.

Project 7— Developing your Facilitation Skills

Project 7 covers the role of aleader acting as afacilitator in ameeting role. The project notes
outline the respongbilities of afacilitator, how to resolve conflict, build and gain consensus.

This project provides facilitation skill practice as Toastmaster, Generd Evauator, Table Topics
Master, or Befriending a Guest at a Club Mesting, and two of the four roles must be accomplished.

The Toastmaster, General Evaluator and Table Topics Master meeting roles always occur
at club meetings and are easily evaluated. The evaluation criteria cover explaining the
purpose of the meeting, handling interruptions or questions, coordinating the timing and
ensuring guests under stand what is going on with the various aspects of a Toastmasters
meeting.

The evaluation criteria for Befriending a Guest involve ensuring that the member welcomed
the guest and introduced them, and adequately explained the different parts of the meeting
and the various roles being performed. The evaluator would be able to assess these aspects
by observing the member during the meeting, and interviewing the guest immediately after
the meeting before they left, or by phone following the meeting. Thiswould be ideal when
the member acting as the leader has personally invited the guest and istheir host during the
meeting or is acting as Sergeant At Arms for the meeting.
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| Project 8 — Motivating People

Project 8 focuses on the skills aleader needs to motivate a highly successful team. The project
notes covers the basic principles of moativetion, ligts the things that motivate people, and gives
suggestions on how to reward team members for being motivated to achieve a successful outcome.

For Project 8, the leader isto complete 3 roles, including at least one compulsory activity which
must be chairman of a club membership campaign or contest, or public relations campaign. The
other roles are Toastmaster, Evauator or Genera Evauator.

The compulsory activity in this project requires the member to work with the VP
Membership or VP PRto chair a membership or public relations campaign. Thisinvolves
planning, preparation, and scheduling of the activities at suitable times of the year.

For example, a member could work with the Speechcraft Coordinator to do all the publicity
for a proposed member ship building Speechcraft course, or receive and process the
responses, ensuring the participants become members of the club by signing them up.

Other suitable activities could promoting an event such as a Power point Wor kshop, Open
Meeting, or Club Contests.

The other 3rolesareregular club meeting roles which are always performed at a meeting.
For this project they require a higher level of motivation and public recognition to be
evident for success.

The evauator for the compulsory aspect of this project is required to assess how well the leader
explained the purpose and importance of the campaign to the club, and how effectively they
motivated others to participate.

The evauator for the other roles should observe how the leader motivated and encouraged othersto
fulfil their roles, using praise and public recognition as a motivationa tool to contribute to the
success of the mesting.

Project 9—Mentoring

Project 9 helps the member develop their mentoring skills by outlining the benefits of being a
mentor, the characterigtics of a mentor, and gives tips on how to be agood mentor. The project
offers a number of ways the leader can practise being a mentor by ether mentoring a new member,
an experienced member, or amember completing their high performance leadership project. Inthis
project, the “menteg’ gives the feedback in the evauations.

Clubs should offer all new members the opportunity to have a mentor.

There is also an opportunity for experienced members to mentor each other, and for an
experienced member to mentor a member completing the HPL project.

When a member wishes to complete this project, they should decide which of the mentoring
roles they wish to complete, and let the VP Education know so that they can be matched up
with a suitable mentee, if one is not already assigned.

Competent Leader Manual 6 19/04/2008
By DaleHartleDTM
Spinnaker Toastmasters Club 7868/72



This project would ideally be completed over a number of weeks or months, to be decided by
the two parties involved, depending on which aspect was chosen.

The evaudtion criteriawhich is completed by the mentee eval uates the mentor about the range of
hel pful advice and suggestions offered, and the persond attributes of the mentor, aswell aswhat
could have been done differently, and what was done well.

| Project 10 — Team Building

Thefind project in the manud isdl about team building. The leadership rolein ateamis
discussed, dong with how to organise ateam, train the team, and foster communication.

Project 10 involves practising team building skills over arange of roles:

(1) Toastmaster

(2) Generd Evauator

(3) Club membership campaign or contest chairman
(4) Club public rdations campaign chairman

(5) Club speech contest chairman

(6) Club specid event charman

(7) Club Newdetter editor

(8) Club Webmaster

Club meetings always have a Toastmaster and General Evaluator. To meet the
requirements of this project, the leader would need to liase with the other role holder/s to
ensure a successful event or production.

The other rolesinvolve leading a team to complete the activity, or range of activities, such
as a Speechcraft course, anniversary dinner, PR campaign, Club speech contest, producing
a newsletter or website.

Thiswould need coordination and approval by the President and the Committee, especially
if funding was involved, and should be part of a planned approach by the club.

For this project, the member must serve as both Toastmaster and General Evauator over the course
of severa club meetings, OR serve in one of the remaining roles.

Because some of these roles take place outside of the club mesting, the evaluator may have to
interview the member to get the information required to complete the evauation, or participate in
the event or production and observe from that position. Some of the aspects covered in the
eva uation include working with others to organise the event, establishing a collaborative and
trugting environment, encouraging questions and helping the team to function effectively for
success.

Competent Leader Award

When dl the requirements of the Competent L eadership Manud have been completed, the member
can gpply for the Competent Leader Award.
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