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ABSTRACT

The main purpose of this study is to assess the utilisation of secretaries
office skills by private and public employers of secreiaries. The population  the
study consisted of 120 private organizations and 85 public orgariizations out of
which a sample of 85 private and 64 public organizat on were drawm.

In drawing the sample, the researcher made use of the random sampling
technique i.e the table of one thousand (1000) digits (Afolabi 1993)

The research instrument was designed to accomodate twenty (20) dfferent
skills. The questionnairers were administered to privite and public employers of
secretaries that were selected. The samples for the study consisted of 85 private

organisations and 64 public organisations. In effect a total of 149 respondents were

used in the find analysis of the study.

The study covered six zones (formed by the researcher) of private
organisations in the state where there is concentration of companies such as banks
and insurance and financial institutions, and also the lifteen Local Governments in
the state where the public organisations are located.

The following hypotheses were postul ated:

1 There is no significant difference in the degree of utilisation of keyboarding

skills between private and public employers.



2. There is no significant difference in the degree of utilisation of stenographic
skills between privte and public employers.

3. There is no significant difference in the degree of utilisation of
communication skills between private and pubic employers.

The hypotheses postulated were tested using (student t) test and all the three
hypotheses were rejected.

The findings showed that employers in private organisations made the most
use of secretaries’ office skills. As revedled in the literature review and a result of
the finding, the reason for this is because the employers in private organisations are
expected to produce high results and maximise profits In effect the private
organisations were found to be well equipped with the necessary gadgets and
equipment to work with. As aresult, the secretaries office skills are mostly utilised
since well-qualified secretaries are employed and also rated very highly. This is not
so with the public organisations where many secretaries were employed to fill few

positions and because their earnings depend on their allocations rather than earned

profit.

Some of the recommendations included:

I Training courses for officers in public organisations should include an
appreciation of the role of secretaries. This is to enable them fully utilise
secretaries’ office skills,

i. Workshops and Seminars should be organised lor the employers of labour in

public organisation so that they can know the potentialities which the



secretaries are endowed with and the likely benefits that can be derived from
having them around,
iii.Where ajob requires a copy typist, then a highly skilled secretary should not be
employed for it, since the secretary will be wasting her talents and will probably be
frustrated in the process.
V. Individual bosses should take the time to sit down with their secretaries and
work out jointly how many tasks could effectively be delegated to the latter.
It is hopeful that the study would contribute significantly in helping

employers of labour in public and private organisation’; make the optimum use of the

secretaries office skills.

SOWUNMI DADA OLUKAMISI
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OPERATIONAL DEFINITION OF TERMS
The following definition of erms as they relate to the séud_\ will be relevant
Communication Skills: The competency or ability possessed 1o be able 10
relay an oral or written message.
Degree of Utilisation: The extent of the use of something i.¢ of skills.
Kevboarding Skills: The competency or ability possessed to be able to
vpewrite. |
Professional: Someone who after extensi 2 traming or study eamns a living by
pracuising a parucular skill or dl\c;pliﬂt’ or sport and who conforms to the high
standard expecied of her
Secretary:  Someone who without direc: responsibility: assists an -;hcr with
communication and public relations 1n business. profession and personal
affairs,
Secretaries’ Office SkKills: Competencies that a secretary 1% required jo
possess 1o be able to function effecuvely -and efficiently in a modern office of 2
hu.sinc:.ss organisation.
Stenographic Skills: The competency or anility possessed 10 be able 10 write
shorthand and be able 1o transcribe
Ltilisation of Office Skills: The act of maxing use of competencies possessed

by secretaries.



CHAPTER ONE
INTRODUCTION

1.1 Background Information :

The word ' secretary’ is derived from the word ~secret'. The prefixes which
precede the word ~secretary'such as’ permanent’. "under'. 'personai'. executive .
“confidenual’.” company . etc. give many disunctions depending on the usage. The
predominance of any of the above prefixes largely lies on the environmem in which it
is applied.

The normal place for the training of a qualitied ;ccrclar} under study presently
in Nigeria aré the Polytechnics. Colleges of 'fcu"mu!ng_\,and other related teruany
institutions.  The type of secretary hei.ng considered here 1s private or personal
secretary. These sets of secretaries are the hearts znd souls.- of their individual bosses
and the success of any boss could be attributed o the handwork of the secretary.
Anderson 11‘576) defines a "secretary as a person who i1s ap executive assistant. who
possesses a mastery of office skills. who demonstrates the abibty 1o assume
responsibility without direct supervision. ‘who exer:ises initianve and judgement and
who makes decisions within the scope of assigned authority”™  The body rciu:rz.ucd
further that "a secretary must 'he a good organiser. # walking encylopaedia. a problem
solver. a confidant. a counsellor. well-educated. articulate and culwured”.

To achieve maximum producuviny . every work or production process requires

specialised skills and competencies.  Secretaria skills are those abihies and

i
.

competencies that enable secretaries perform secreiarial duties most etfecuvely and




help job seekers to be egsi‘ly employable in the office as ﬁecrem}ies (Arukwe. 1990).

It is the believe of Vinnicombe (1982) that nrganisa{icns provide their
managers with secretaries as they do cars. Yer more time is spent !"v,\ managers and
organisations scrutinising and analvsing the purchase. allocation. maintenance. and
expense of cars. than considering the function. selection! performance. and
development of secretaries.

It is the belief of Harmnison (1990) that . prudent employers will seek ways of
making more effective use of secretaries and contrary o the il]-cciﬁcci\ ed behef that
there will be a reduction in their number. one can ~ece the reverse being true and that
well qualified secretaries will be recruited in large numbers with possible reduciions in
other categories of staff. To make this happen. ore will. of course. need 10 recruit

many more able students with the ability 1o make effective use of new technologies

and 10 equip them with administratve skills.

1.2 Statement of the Problem

The researcher has been in secretanal education as a student, a secretary. and a
teacher for over two decades. It has hccn noticed during this period tand through
feedback from graduate Secretaries who graduated t’rm‘n the Ogun State Polyiechmic.
Abeokuta) that most employers do not justifv the full use of the office skills of
secretaries both in privalc; and public nrganisaiinns.: Some bosses are MOT eVen aware

of the usefulness of the skills let alone of utilising them. This fact s further explained

by Harrison (1990) by stating that “ . would like traiming courses of managers 10



include an appreciation of the role of the secretar. in their companies.  Unfortunately .
executives do not. in many cases have sufficient knowledge of the secretarial functions
1o be able 10 make use of them tor their own and their company ‘s benefit *

lgwe (1992) maintained that it is generally believed that secretaries in some of
the government ministries are used as copy wpists.  Such under-utilisation or even
non-utilisati~n of secretaries’ office skills may nor bring judicious use of the office
skills an?.l such secretaries may not have t.h:: sense Of achievement. Vinnmcombe ¢ !9821
also attested to this fact by saving that " ..in mamy sluations secretaries are vastls
over-qualified for Lﬁc jobs they are doing - '

The only office skill being mostly utilised by emplosers has to do with the
aspect of producing correspondence. Other aspects such as computer mput. word

.

processing. operating welex and fax machines are not being fully utiljxcd One area

which can cause great dissausfaction of the seeretary 18 lack of delegation of

-

responsibiliies. Many secretaries feel that they could do far more 10 help their

managers but the later often do not delegate responsibilities. thereby making the
secretaries Job limited and boring. (MacDonald and Liule. 1980).

It was Igwe's (1992) opmion that [h-c secretans ‘s working time s parually
utilised with many executives most of the ume using their secretaries as private

tvpists. filing clerks. copying machine operators tea makers. and routine errand
runners.  Such executves fail to explon the potenuals of the secretars in terms of

services available and this can be frustrating for a secretary with a high level of

intelligence and academic business and secretarial training



Therefore the problem of the study is 1> find out the degree of utilisation of

secretaries’ office skills by employers of secretary in private and public organisations.

that is, are employers in private organisation making more use of secretaries’ office

skills than employers in public organisations or vice versa?

There is the assumption that some managers in private organisations make better

use of their secretaries than those in public organisations, and also that managers in both

private and public organisations may not be making full utilisation of their secretaries’

office skills.

13

2

L)

1.4

Nuil Hypothesis (Ho)

The following hypothesis were postulated:

There is no significant difference in the degree of utilisation of secretaries’
Keyboarding skills between private and public employers.

There is no significant diffcreﬁcc in the degree of utilisation of secretaries’s
stenographic skills between private and public employers.

There is no significant difference in- the degree of utilisation of secretaries’

communication skills between private and public employers

Basic Assumptions of the Study
The following assumptions were made in this study:
There is a difference in the degree of utlisation of secretaries’ office skills

between employers in private and public organisations:

L



12

(s

Employers in privaie organisaiions maxe use of more office skills than
employers in public organisations because of the level of efficiency and
expectation of high results in the private nr'ganisalinn_s. :

The under-urtilisation of secretaries” office skills 1s attributed to miscopception

o1 what the job specification or schedule of secretanies entails by managers

Objective of Study

The objective of this study is therefore to enhance the degree of unlisation of

secretaries’ office skills by emplovers of private and public organisations n Ogun

State and ¢ kavw which of the skills are mostly ut lised by emplovers of secretaries in

private and public organisations

»

1.6

In light of the above. this study will specifically:

Examine whether certamn designated secre 1a.rfc\' office skills possessed by
secretaries in Ogun State are tully unlised by their cmph:_\crs. and which of the
skills are mostly utilised by employers in private and pubhic organisations.
Examine whether the type of secretaries” oftice skills unlised lh,\ cemplovers in

the public organisation are different from those utilised bv private

organisations.

Significance of the Study

In Nigeria. office skills are aspects of business education and are learned in the

private and public business institution of learning.  For example. office skills are

= .



pursued in the Department of Secretanal Swmdies of Pobvtechmies. Colleges of
Technology and other related tertiary instiutions and Business Educauon Department
in Universities. The importance of this study. {hzrcforc. lies in the fact that ccr.tain
desirable secretaries™ office s.ikills which should be possessed by secreiaries were
brought 1o focus. It alsb brought nto focus the office skills which the employers
utilised mostly and frequendy in office siwation. The findings of this study should be
;
informative and useful o Admimistraine Personnel. Secretaries. Secrgiarial Students
and the society at large in terms of identifving and assessing -<_:crctarn::- office skills
$0 as to match these with emplosers” utthisation nll the skills. The study. u 1.; hoped.

will spur further rescarchers in the identification andassessment of secretaries otfice

skills in other states of the federation and 0 offices in general.

1.7 Delimitations

There are certain consideratons which delimit this study.  This smudy was

.

delimited o employers in privaie and public organisetions in Ogun State  This study

is also delimited to the office skills of secretaries which are kevboarding skills.

stenographic skills and communication skills.

1.8 Limitations of the Study

The major constraints of the study are as follows:-



(a) The researcher rc;.'ic“ ed several journal srticles and books but did not find any
literature which sI?n)wcd full uulisation of secretaries” office skills  Therefore it
could not be included in the hiterature rex i:u.

(bs The researcher limited the study o only Ogun State of N:ig::ria ‘ hecause  of

financial and ume constraints. _ ’ .

¢y There are attitudes and skills which secretaries are expecied 1o use  in the

office but the study 1s limited to the 20 skills idencified  in the study . .

%1



CHAPTER TWO

_ REVIEW OF RELATED LITERATURE
2. Introduction )
This chapter reviews existing hierature in the Stl:ld}' and 1s divided into seven

sub-sections namelyv:

2.3 Importance and Description of a secretan

2.2 Secretaries’ office skills and competencies ‘

2.3 Educational and professional qualifications of a secretan '
2.4 Academic achievement of well-trained cheiar_\' .
2.5 Changing roles of secretarics

2.6 Employers unlisanon of secretaries n!‘ﬁuc' ski'ls

2.7  Summary

2.1. Importance of a Secretary in an Organisation

Tradition_all}'._ the secretarial profession was thought 1o be of less importance 0
both private and i)ublic sectors of the cunnum_\'- all over the world. For instance. the
first Arncrica.n- to whom a typewritien letter was sent thought it was a disgrace to him
and he returned the letter to the sender with a note: " You need not type my letter. |
can read’. It was felt thatdhose whose letters are nvped are those who cannot read
handwritien documents (Zubeck. 1964. Interestingly. the traditional maltreaunent and
belief have deteriorated with time. This 1S because training for the profession is not

only emphasised but-improved with sophisticated methods and materials. Modemn

-



techmiques and faciliies have been introduted and obviously l_imc has evidently
facilitated the turnout of good and qualified secretaries. CﬂnSﬁqIUCﬂ[I}_ '.’\-:(}pic have
started 1o realise fully the importance of secretaries in the offices and socicties all over
the world. This 'mﬂresu has led t the scarciny of qualified secretaries almost
evervwhere in the world because the demand for them has nisen considerably

The work of the secretary 1s of enormous immru;ncc'u\ the organisation and
the nation at large. She is 10 he r'f.\und in every Bvpe of private and public enterprises.
from the small family concern to the mulu-national company - In the tradinonal state
organisations like the Army. Airforce. Navy and ("ivil Service and in the newer state -
controlleéd organisations like electricity. gas. transport. firm etc . the secretary has a
vial role w play.. In Universities. Colleges. Schools. Hospnals. and Social and
Welfare Eszahlishmcmsl. she is the key hnk berween the executive and commitiee
charged with rcspnnsihi‘]il} tor their service or the émplovees who will carrv out
plans.

Behind every successful executive. there « an efficient .sv:urr.:u'ar_\ who acts as
the executive’s alter ego  “other self”  In the past. there were more malc executives
than female executives. Nowadays. lﬁc number of femal:lcxcémivcs has increased
tremendously.  The secretary is the power behind the throne in many execuuve
situations. The secretarial profession probably does more to promote the cfficiency of
the nation than any other profession.  Wheels do not wrn umiil the head office

memorandum arrives to start the machinery. and « call from the prodyctuon manager’s

secretary can shut down a plant in & minute.if there is an emergency. It then follows



that the secruiary must be a person of responsibilitn and with dedicanon. high
quahr'lcaginns. experience and hard\mrk.rn perform these vital dutes ctficienty. and
enthusiasucally.

Pryse (1983) in.stressing the importance of a secretary in an organisation
asserted that many women who are now op exceutives  with xcc.rct.ancs. of theirs

started out imnally as secretaries themselves  Abuba (1991) opimed that the secretarial

"
1

protfession is a training ground for higher responsib bities.

Aina (1991) also explained the importance 07 a secretan uh:.:n she stressed that
" Secretanies should see their work as a -nnhlr,:. honorable protessjon with which they
can build on 0 become a banker. an msurer. an accountant. ;md also o he able 1o do

the secretarial work.

Description of a Secretary

There 1s no universallhy accepted definiion of the secretary T.hc hest wad 1o
have a better understanding of the secretary s o wdentify and apprediate her funcions
or roles within the business. industrial and p;'a\t'::sxit'nal environment.  Basicallv: the
role of the secretary is supportive.  [n the performance of her mul.upic' rales. the
secretary collaborates with others with communication and public relations in the
promotion of enterprise.

According 10 Anderson 11976y, the Naional Secrelanes Association

Internatonal define the .secretary as "a person who 1S an executive assistant. who

possesses & mastery of office skills. who demorpstrates the abilin 0 assume



responsibilities without direct supervision. who ::u:rgiwi:\ imuative and judgement and
who makes decisions within the scope ot assigned authorin ™ The l:'uvd:. retterated
further that "a secretary must be a good organiser. a walking encyclopedia. a problem
solver. a confidant. a counsellor. well-educated. articulate and cultured”

The word ~secretary’ has come 10 he used oo loosely. Man_\.l JURIOr TVPISTS.
who are only beginming 0 acquire their skills. hke 10 think of themselves as
secretaries. [t also flatiers young managers. who are seeking to build their importance
0 reter o the typist who prepares their letters and reports as their secretars (Gwolabi.

1988).

.

Similariy. Pryse (1983) tound out that the word secretars was ofien the
svnonvm for the female who organised and ran a small office for the emplover. She

was usually the main channel of commumcation between the emplover and members

of the firm.

With constant demands on her competence and ability. she was expected 0 be loyal.
discrete and racttul. and 1o maintain complete contidentialinn . She went turther to say

that “the secretary was expecied 1o devite all her energies and enthusiasms to her

employver s interests while proteciing him trom unw anted and undesirable work-load.

*

she remained in a completely sub-servient Situanion. Jow n status, with a pitifully Jow
salary and litde thought or expectation of advancement’.

Pryse (1983) asserted further that the mm%cm bcrt'ect secretany 1« worth her
weight in gold to her emplover and the organisation’  She says the zﬁndcm secretan:

has a good educational background and a sound business training. She is also able 0

-



combine the skills of a valuable personal assistant. an adﬁ@nistratu‘&r' and orgamiser
She 1s knowledgeable about area of business, government or Insutunon uirh’ which she
works and she is completely I'amiliarl\\ilh s mnternal ~m_1u_'tur-c and organisaton as
well as its aims and objectives. “

Strony et al (1966) also had a similar view 1 Prise’s. They poimed out that
the true secretary should have pot only highl) competent manual sKills but also an
understanding of organisations and administration and a L:aﬁacit_\ for.obtaining results
through people on behalf of her manager. This is a ct)m[';]c\ acuv Iy requiring
knowledge. and social skills which needs contimually 10 be dc:\cln.pcd' According 1o
Whitehead (1977). the most intangible qualiies of the privaie 'scurclar} and the most
important ones are the personal qualines ~she displays. The ‘executive considering a
candidate to a top secretarial post 1s enutied ty assume that she has a cood general
education. a mastery of the tools of her trade.and reasonable business background.

McBreaty (1986) shared the <ame view. with the National Secretaries
_-\.«mci:mnn' when she :‘1pincd that " a secretary” must have a sense of humour. develop a
good memory. ha;\'c unlimited commonsense «nd boundless inttiative  Among the
sgcretary ‘s _;nh_ she conunues is  that of & tea lady. mechanic. window Jleaner. firs
aider. electrician. messenger. needle woman. and chauffeur  She should have no

home. never be hungry and be completehh devoid of all human emotions’

Strony et al (1966) quoted Ralph Knight as saving that “a secretary 1s supposed

to be a jill-of-all-trades: which include being a psyvchologist. politician. diplomat.




research expert, memory shark. wrier. business lawyer. machinist.: personal banker

for her boss. errand girl.,and desk duster Furthermore. she is 2 mind reader. she is
i

calm. polite. dignified. charming. good natured and unswervingly loval 1o her boss

In Anderson's (1976} view. the competent secretary is a Kind of all-purpose sentry .

diplomat. psvchologisi. business lawyer. researcher. writer and shock ahm\rhc.r.
2.2 Secretaries' Office Skills and Competencies ’

The employer or customer expects the secretary 1o be competent in pcr{nrmm.-__r
the basic office skilis. The secretary is expected - to bring to the office or his small
business & degree of proficiency at pertforming those skills lha; have tradinonally been
thought as pre-requisites ft.'lr employment  Emplosers and cusmr‘ncrx have increased
their demand for secretaries who are competent 1n the use of grammar. punctuaton.
spelling and proper word choice and who can express [hcmscln.;u hoth orally and in
writing.  Listening skills are also essenuial - the abibnn 1o tollow dirsctions and
accurately collect facts and information to be so stored and later retrieved. Today. the
greater need is for editing skills that go far beynd what we nnrma]l_x thought of as
proof-reading (Okwuanso. 1992

The main function of secretaries is 1o assist a member of staff (her executives
by performing the office work and ensuring the smooth running of the executive s
office. .

The following are the duties of a well-qualified secretary 1in any well-

established organisation as enumerated by Place <t at (19800
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A secretary relieves her executive of yvarious administr;ali\'c deails:  co-
ordinates and maintains effectve office procedures dnd efficient work flows,
implements  policies and procedures set by emplovers, establishes . and
maintains harmonious working relauonship with superiors.  co-workers.
subordinates. customers. chients or supphers.

Schedules appointments and maintains calendar.  Receive and assists visitors
and welephone call;:r.w and rclcrk,ihc.m t the executive or other appropriate
person as circumstances warrant ' Arranges business tiperanes and  co-
ordinates the executive's travel arrangements.

Takes action authorised during executr e's absence alnd uses imtatve and
judgement to see that matters requiring auention are referred 1o delegared
authority or handled in a manner so 28 0 minimise effect of emplover's
absence.

Takes in shorthand and transcribes .ll't-m it or transcribes from machine
siu:tu[ioq. Types matenals trom 'Innghand w rough copy

Sorts. read. and annotates incoming mail and documents  and  anaches
appropriate file to facilitate necessars  action:  determines rouung. sign
signature reguired. and maintains follow-up. Composes correspondgnce and

reports for his or executive's signature.  Prepares communication outline by

execunive in oral or written directions.
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Conducts researches. makes preparaton ‘or meeungs. work projects. and
submuts reports. Correlates and edits ma{c;- als submitied by others  Organises
material which may be presented to executive in draft format.

Maintains filing and records management systems and other office flow
procedures. |

Makes arrangements for and co-ordinates conferences and meeung May serve
as a recorder of minutes with responsibiliies for transeripnion and distribution
10 partcipants,

May supervise or hire other employees: select and or make recommendations
tor purchase of suppliess and equipment. maintains budger and ¢xpénse account
records. financial records. and confidential ‘les.

Maintains up-to-date procedures manuals for the specific duties handled on the
j\‘h.

Pertorms other duties as assigned or as Judeement or necessity indicates.

According 10 Shaw (1977 the tollowing are considered as duties ot secretaries

requiring responsibility with greater inluauve:

Imuating correspondence on all routine maters and draft leuers e on more
difficult matters for boss’s approval

)
Collects information for boss’s reports. drafts when possible.

lalse wi 1ws's subordinates and colleacues. Circulate information en own
L th b ubordinat d colleagu Circulate informat n ow

iniative.
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Follow-up correspondence. projects ¢t

Produce precis of correspondence. articles ete.

Screens publications for boss's attention. distribute puhlicatn;nu.

Deals with visitors and wlephone callers on all straighi-forw afd matiers.
ensures priority atiention for clients complaints.

Arranges meetings. collects. prepares and distributes  documents.  attends
meelings 1o take notes: prepares minutes or r2ports

Prepares iuneraries and organises travel arrangements mcluding‘ liaison with
chauffeur. from basic mxtm&unm trom the hoss.

Arrauges functons. Entertains guesis 1t required.

Establishes or re-organises filing <) stem 1f necessary »
Reviews and destroys out-dated documentation as appropriate.

Supervises and traimns junior staft .

Organises boss’s time and priorities plan appomtment schedule. ensures that
the boss is in rhc‘ right place at the right time with the right, documents and
mformaton. |

Handles departmental or boss personal dian

Handles boss’s recurrent persondl business, 1 any .

However. the duties of a junior secretary requiting office skills 4~ stated b

Ruby Ford (1980) are as follows:



a. Kevboard Skill h. Accurate Ty pew riu.ng

b. Fast Typewriung . 1. Audio Typewriting

& Word Processing ). Computer Input

d. Accurate Shorthand K Fast Shorthand

e Foreign Shorthand | Good Cu\mrr;utxmcals:m (wTiting
f. Good Communication (speaking) m Good Spelling

1%

Neat Handwriting n. Numeracy

Okove (1992) in appraising the effectivencss of graduate secretaries stated the

office skills of secretaries as including the tollowirg

a. Good Human Competency IN Abihny 10 tvpe
b. Good Shorthand Competency | Abiliny 10 ('.)pcratc Weord
Processor
C. Ability to Operate the
Computer tom Ability 10 Communicate iz French
d. .j\hi]i[}' 1o Communication
in English Con. Ability 10 Keep Official Secret
e. Ability 1o Operate Telex
Machine : o _-\hiiit} 1 Operate Switchboard

f. Ability o Operate Radio



Equipment

Abihty to Operate Electric

1<)

Typewriter

h. Ability to reproduce
dictated materials
1. Ability to Operate

duplicating machine

J. Ability to function without

supervision.

Froficiency in Audio Tyvping.

Ability to Operate Electronic
Tvpewriter.

.

Ability to Operate'the C npiér.

Abihiny 0 co-operate with

co leagues.

Arukwe (1990) in ‘stating his own office skills of secretaries staled the

following as designated office skills:

a. General knowledge
b. Integrity
C. Co-operation with colleagues |.

d. Shorthand competency
e. General skill of spéed and
accuracy

Ability in numerical

Sense of judgement and initiative.
Good human' relavons with  the

public

Ability o tvpe

Abiliny to locate documents.

Communication ability in English.



calosiztions 0. Self comporiment and control.

g. Ability to keep official
secrets _, p- Concentration on the job
h. Drive and d;:tcrminalion | q. .—\Ict:eplance of responsibility.
X Capacity 10 work under
pressure ' r. 1 Obedience 1o superiors
Pryse (1983) in suggesting the six skills essential 10 modern .‘s;:crclar_\ has the
tollowing:

Organisaton and administrative aﬁili{'}‘. High level of w:crlctar;al skalls
tshorthand and typewriting). familiarity  with office méchincr} and computers:
Bilingual and mululingual abiliv: Abilin w direct the slandani and flow of
informaton from the office and produce literate internal and external communication:
The ability to appreciate the entire area of a\;t.i\'u}' in which the nrf__fanisatiom; or
company operates and to become familiar with all aspects of it.

2.3 Educational and ?rul‘essional Qualificétions

Preparation for almost evenn  worth while career 15 cnminuai. because of the
speed of technological change and the need for such forward planning  secretanial
work 1s no exception. Emplovers ook tor applicants who are up-to-dae and well-
informed. The broader a secretary’s cduca{iénal background the bewter. Many of the
best jobs 2o to those who have successfully completed secretarial and business

administration programmes (Place 1980,
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Place (1980) further opined that opportunities for high-level secretarial jobs

and tor promouon come from most ofien 10 those who have combined a hroad general
education with vocational or profesaonal busipess  courses. @cm:ral educaton
subjects are divided into three categories - humaniues. sdcial science and sciences.
through the swdy of humanities and culwral heritage. a potential scurélar} gains
insights that lead her to appreciate hciicr the ubilal cm'irnn_mcm' and 1o converse and
work more intelligently with all tvpes of people. Basic communication skills are
imparted in English and Literature courses. The ability to express onesclt clt:ari} and
forcibly is a genuine claim in all types of work as well as in social siwanons. (Place.
1980). | ’ _

The author went further 10 sate that “wocial science courses acguaint the
secretary with the fundamental of huma;l hc?}a\ iour and the structure ot the societs
Thev help a secretary 1o understand herself as well as other people.  Courses in
Economics and Political Science aid her understanding of current events ;;i.nd of many
business phenomena.

By studying the sciences. Hicks et al (1972) asserted that * a secretary gains a
clearer understanding of mamy modern technolegical dﬂclobmcnts from Data
Processing and Telecommunications adsances: They stated further that ﬁw vocational
skills needed by a secretary vary according to the position she seeks (10 work as a

legal. bilingual or medical secretary 5. However. there is a basic core of vocational

training that every secretary needs wherever she works.

W



Important components of this training are Shorthand. Tyvpewriting. Communicauon.
Office Procedures. Accounting. Data Processing. Business and Management and
Principles of Human relations.” The authors stated further that “although businessmen

generally agree that Typewriting and Shorthand ére the most important vocational

tools of a beginning secretary. they are quick 1o point out that the secretary who

wishes 10 advance also needs o be management oriented.

In today’s world. according 1o the authors. It 1s increasingly evident that an
important prerequisite to. top-level secretarial pcrt’tinnaﬁcc 1s balanced education. As
management 1n all tvpes of business professions, and government nréanhations have

given greater  responsibilities 10 secretaries. Secretaries themselves have increased
their efforts to raise their own professional standards and goals thrui.;gh membership in
secretarial associations in their educanonal programrmes.’

At every stage of the secretarial protession in any  higher “instiution of
Jearning. english language is studied among ma:n} other relevant courses. To quahf‘}
for National Diploma and Higher National Diploma in secretarial Studies at the Ogun
State Polytechnic. Abeokuta. for example. the following subjects dre offered (as

contained 1 the Nauonal Board for Technical Educanion Curriculum and Syllabus in

Secretanal Studies).
National Diploma Course
ND 1 First Semester ND 1 Second Semester

Shorthand Theory | Shorthand (80 w.p.m)



Shorthand Theory II
Typewriting Theor\ (30 w.p.m.)
Office Practice
Principles of Accounts
Use of E‘ng]ish
Ciuzenship Education |
ND 11 First semester
Shorthand (90 w.p.m.»
Typewriting (43 w.p.m.)
Secretanal Duties
Principles of Economics
Use of English I}

Government

Word Processing

Higher National Diploma- Course
HND 1 First Semester

Shorthand (105 w.p.m.)
Tvpewriting (33 w.p.m.)

Office Administraton

Typewriting (40 v».'p.m)
Introduction to Business
Business Mathematcs
Communicaton in English

Principles of Law

- Ciuzenship Education 11

ND 11 SECOND SEMESTER
Shorthand (100 w.p.m.)
Typewrning (30 w.p.m.)
Economics 1

Word Processing

Project

Communicauon in English -~
Intro 10 Computer Mgt
Introduction o Psychology
Enterprenureship bcx-cloprhum
HND 1 Second Semester
Shorthand (110 v.‘.p.n.‘l,l
Tyvpewriurg (335 w.;;.m.l

Otfice Management



Business Law : Penultimate Comm. in Eng.

Penultimate Use of English ‘ Managerial Economics
Consumer Behaviour __ Social Psychology

Principles of Marke:ting_ Research Methodology

HND 11 First Semester HND 11 Second Semester
Shorthand (115 w.p.m.y Shorthand (120 w.p.m.)
Typewriting (38 w.p.m.) Typewriting (60 w .p.m_n'l ‘
Intro. to Research Technique Pers. Mgt. and }lt;m, Rel. .
Advanced Use of English ~ Advancad Comm in Ii:r;glish |
Company chretarial Practice Project

Industrial Psychology Data Processing .

Organisational Behaviour

2.4 Academic Achie\'gmenm of Well-Trained Secretaries

Review of lierature revealed that the well-trained secretaries are now climbing
up the management ladder and they are now found in high positions unlike in the past
when their impacis were not much felt due 1o poor traiming [ht?); used 1o have.
(Kassim. 1988)

According to Place et al (1972) ... more and more secretaries are now
qualifving as Personnel Directors. Lau}c;s. Production Co-ordinators. Editors.
Adverusing Executives. Office Managers. Prtagramfnc Analysis etc.  Although the

route from secretarial 10 non-setretanal managemen: posis is not heavily travelled.



there is a definite trend o select for management raining and promotion from those
who are experienced within a company or a certam ype of indu.u(f_x. As sated above,
the management training which well-traiped secretanies go through hoth in the school
and after graduating. coupled with their experience on the job. are some of the reasons
responsible for the high posts most of them are now occupyving.

Stanwell and Shaw (1974) stated that modern secretaries have proved
themselves so indispensable and others. given the encouragement and opportunity 10
prove themselves. may leave the organisauon and use their experience 0 get an
executve pnsfilion in similar organisauon. Sullothers could take courses 1ﬁ education
and lecture n highér mstitutions. They went turther o Gate that A well-tramned
secretary  can. if he or she so wishes. rise up 10 the management level in the
organisation. It is not beyond the capabilin of anybody who started with a good
secretarial training to get o the p in whatever business career selected and specific
area of interest’. These facts ‘\xcrc turther enunciated when place <t al (1980)
stated that as vou gain a greater knu\x. ledge of business through ysour work as a
secretary, vou may find that vou have developed interest in some other area’.  All ‘they
are wving 10 emphaa?'ch above 1s that  the sky s lhc.limil' for a well-trained secretar
whether junior or sentor’ who is worth her salt. The .4|:1:)1a[ic ms support the fact that a
lot of our highly placed personalines today started their career either as Typisis.

Stenographers. or Secretaries.  An example that comes o mind here is that of late

Chief Obafemi Awolowo. a senior advocate of Nigeria (SANY and the former premier

of the defunct Western State who was emploved as a full-fledged secretary with short

I



hand speed of 100 to 120 words per minute and l;\ping speed of 0 words per minute
in March. 1930 by German firm of J. W Jaeckely and Company (Awolowo 1967).

He further attested w the demand of secretaries when he stated that !n.mc
matter ot salaries, 1t was the shorthand-typist who dictated what they wanted. |
thought to myself that | would have to master Sh.)nﬁand and T}'pc\f riung and the
English Language if | was w become one of them. MY ambiuon was all the more
fired by the occasional advertisements w hich I used 1o see in the newspaper: Wanted:
A Shorthand-typist.  Apply 1o so and so. slali}lg' speed. experience. and salars
required. | compared this rosy prospect with what awaited me at the end of my
teacher training course with a httle prospect of & rise”.

Figure 1 on Appendix H shows some secretanal career structure. The figure
shows the various chances open to the \\cII-[ramc-J-scurclaritx,and it alsc shows
clearly that they can advance. with nme. to exgeutive positions with gcn-d' secretarsal
training rSnw'unmi‘ 1986).

Sull on the indispensability of the well-trained ;ecrcu-ar}‘ in any well-established
organisation. it further attested to that the success or otherwise of any efficiency
and expertise of the secretary. A secretary is the first person 10 be seen and the
impression b2 or she creates will have long impact on the image of the oreganisation

(Bankole. 1985).



2.5 Changing Roles of Secretaries

The world is changing. The changes are political. economic. social.
biological ecological. wechnological etc. and the changing tacets are unending

As true and constant as Darwinian theory 1. only those 'who can adapt o the
changing environment will survive. Ecological changes affect economic and socio-
politcal systems which in wrn lead o wehnological changes

All these affect people and the varous insawtions around which the human
race 1'::\1\1\‘::.\.' The chang;_!_cs also affect management and organisation.

Such is the cﬁange that affects the roles of secretaries (Fasusi 1692,

Secretaries have emerged as important members of management team. They
are vital links between the making and the implemerting of business plans

For example. besides being custodians of office records. secretaries now play
an expanded role in processing rcpt;ru. schedules. and directives. The smooth flow of
activity in an executive’s office ofien depends on his secretary ‘s ability 1o set priority
as well as to take care of routine matters  An alert secretary often sees many aspects
of the business envirfmmcm that her boss might fail i;\_ notice.

According -m Baker (1990) ~ As the secretary t».;cnmes a centre of competence
rather than just a paper handling service. the relavonship between secretarial and

managerial roles change. [In fact. many managers would prefer their secretaries 1o

1

adopt the role of a genuine personal assistant enabling them to work as‘a eam. Unul

now. that was not possible due to the secretany s tyvping. filng..and mailing jobs

which left no ume for eamwork and no occasion 1o show true abilinn . The advances
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in technology allow the secretary to work on a much more even footing. develop their
own areas of expertise and carve out a career position independent n.r their hnss'_s
promotion prospects.

Onuk (1992) maintained that ~ Today 's secretary must as a matter of necessity
be & member of the management eam. He or she must be capable nf.scr\'ing n an)
managerial position In human resource management. information processing. office
administration. ﬁnanciai administration. p-rndun;unn management and general
management. The author further maintained that  one good way of effecting this
development is the introduction of relevant training programmes in modern
management’.

A corollary of this as noted by Han“i“\n (1992) 1s the inclusion of some
appreciation courses for managers on the role of the ;;ct.'rctar_\ in management. His
contention is that most executives do not have sufficient knowledge of the secretarial
tunctions 1o be able o make full use of lh.cm tor their compdny ‘s benefits

Waston (1992) in her own contribution stated that “secretarial jobs are pow
being offered as " Information Assistant’ . or " Informanon Scr‘\iccs Officer’.  All of
this results in the opening up of new career routes for what uwd to be the secretary .
Watson (1992) stated further that * Gone are the da.s when manual tvpewriters ruled
supreme and the secretary used her imaginauon with capitals. <pacing and
undcrsc¢);ing. Today ‘s word processors have access 0 hundreds of tvpe fonts, a wide

range of ype sizes and facilives t© allow names and address 1o be merged ino

standard letters. At the point of mouse. graphics can be icorporated into s document

WM



and statistical information from another computer or application included. Desk top
personal computer can be interlinked (with access to hard disk memory banks) to
enable files and application software to be accessed. and for electronic messages 1o be
routed either round a multi-storey office block or across the world in seconds’

According w0 Ogurii_vi (1990) " The new .uc:trewr_\"is the one who can cope with
all the swress and demands of the office in a manner that will ensure her leadership in
overall control of all the crises that may emanate from managing records.
communication. information and people and other resources,thatr are intrinsically
involved in making an office the nerve-centre ni any business Organisatinn' .

Harrison (1990) suggests that “there s alr urgent need ‘1o examine office
productivity 1o seek ways of improving efficiency and using staff more effectively and
1o the full potential. There are for example. thousands of senior secretaries c:ngagcd- 11
business. well experienced. knowledgeable and capable of assuming management
responsibilities. but in most cases. they are under-u ilis;*d and are not a.chn:-.mg their
potentials. He suggested further that ~an enhancement of their rolés. pay and number
would improve office efﬁciency and prm'c:. economically sound. having regard 10 the
labour cost management’. It was Harrison's (1990 prediction that 'sgcn:wri::s who
are equipped with the relevant skills in new technology and management techniques
will be given enhanced power and responsibilities in the office of the future and will
get to the p’.

It was Anyvaduba’s (1991) view that ~as the c(tguti\‘e develops managerial and

administrative capacity to' grapple with the changes that will come about as 2 result of
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svstemic and structural adjustment. the professional secretary will he required 1o

a

assume greater responsibility in the managenal echelon. and become inwegrated into
management team’. ’
Related to this view is that of Igwe (1992) that the secretan s role is bccnmiﬁg
increasingly that of assistant 10 management.

According to Pryse (1983) " Innovauve technology has ‘brought about

.

considerable changes in tflc structure and organisation of the office as well as the
traditional role of the secretary . In the pasty a secretary was an office mam of all
work' or "jill of all trades’ expected 1o cope with unrelated !}-'ping and non-typing
duties in a general office. Modern technology has made it pns;ihlc'ﬂ\r a secretan o
have a much more clearly defined job designztion either as a correspondence
secretary. word processor operator or as an administrauve secretary handling general

secretarial duties’.

2.6 Employers’ Utilisation of Secretaries’ Office Skills

A secrewary is the life-wire of an orgamisation.  Based on the type of traming
received. theyv are expected to handie a lot of secretarial Iand'admini:;lr‘all\'c work of
the organisation. But it has been found through review of literatre that some of these
secretaries” office skills are not being fully vulised (Harrison 1990).

Pryse (1983) maintained that the work of a secretary can be a very demanding
occupation that requires not only competence in a wide range of skills and abilit}' 0
get on with people. but also personal qualittes like loyalty. tact. discreuon.
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cheertulness and interest’. She went further 1o say that the rc‘\;\'ards for'this expernise
can be a career with plent_\.' of individual responsibility. work zh;ﬂ demands mutual
trust and respect. expands skills and alents. and offers mterest and sal'isi'auuun
Macdonald and Liule (1980) opined that ‘having some .ruicS'nI the game
wriiten down will help both secretary and manager 0 concentrate separately on their
tasks. collaborates on joint efforts and ensure that the manager delegates instead of
engzging in detailed work which the secretary can well undertake’. The authors went
further to state that “few people are given a proper training in manzigmg a secretan
Yet it is probably not an c;xaggcralinn 1o say that tor some managers. one of the most
puzzling aspects of their promotion s how 1o handle their secretaries - particulardy if
the secretanes ap;ﬁear 10 know more about the job than the managers do. They wem
further 1o state that ‘the instinctive reaction of an in:ﬁecure-maﬁagcr 18 n_nr:n 1 take
back the responsibilities the secrewary has so pamnfully acquired and 1o bulld a
defensive fortress of irrelevant ‘business” about himself. He then feels free 1o

familiarise himself with what goes on without interterence. Meanwhile. the secretan

(understandably) signs off and sulks.”

It s also the authorS’ opinion that ‘one area which can cause great
dissatistaction for the secretary is lack ot delegation N-l‘an). Secretaries feel that they
could do far more to help their managers. but the later often do not delegate funcuions
thereby making the .\curt:lail}"N job limited and horingi.’ .

According to Igwe (1992) "The problem is that Jespite the huge c‘-;pcndirun: on

secretarial services. organisations do not make effectve use of these services. He
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further quoted Wallace (1974) as saving that ‘numerous studies have demonstrated that
the vast majority of secretarial staff spend some 30 m- 40 per cent of their working
lives not bemng gaintully emploved.” In tact. the most frequent rcas({r! given by such
staff for wanting 1o change job is underemployment 1 1s aisn the auth nr'.s opinion
that ‘at the moment industry is spending miilliens of Naira on l'hc relative simple
process of getting leuers. memos. and reports and other matérials tyvped. disseminated
and filed. If the secretaries’ wages or wage hill 1s added 1o the sp:fallmg costs of
office accommodation and other overheads. the need for effective use of secretarial
services within industry and commerce becomnes greater than ever hefore.

It was the author’s opinion that the secretary’s working time is parually unlised

»

with many executives most of the iime using their secretanies simply as private ©ypisis.
filing clerks. copyving machine operators. wa makers. and routine errand runners.
Such executives fail to exploit the poenuals of the secretary interme of services
available and this can be frustrating for a secretary with a hiéh level of intelligence
and academic. commercial and secretarial training.

One noted example of where secretarial positions have changed is in Sweden.
and the Volvo company in particular.- Just as tie compan;\"s production line
techniques constanthy evolve o improve ::ﬂ’icicnc_\'. so Volvo administration has
undergone a complete overhaul.

According to Stevens (1990) “In Sweden. offices have a more open atmosphere
and the secretaries are positively encouraged 10 wke decisions. 10 control budgets and

be responsible for administration. The managers have learnt w trust their secretaries
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and o make their own Ct)ffé;i " Not only have the secrztanes been x;aincd and acquired
new skills and more responsibilities but the managers have trained lh;:mscl\'es 10 look
at secretaries in a different light. When Volvo secretaries attend :-1 seven-day traming
course. their managers are obliged w attend for at leas: one day as well’

From personal interview conducted at the Director General's office of the
Ministry of Establishment. Ogun state. 11 15 the opmon of the Direcior General that
secretary’s underutilisation can possibly arise as a result of over recruitment of
secretarial hands. ‘

It is also the n.pinion of A 1. Abosede of Ogun State Polyvtechnic. Aheokuta that
underunlisation 61' secretaries office skills can anise where the funcuons of the
managers are not even enough to fully uuhse the managcrs', Therefore the managers
will not want their superior officers 1o see them as beirg o free. It is also his view
that cost reduction objective might make organisaton to recruit professionaily less
skilled secretaries thus forcing managers 10 want 10 do delegatable work by

themselves.,

According to, Vinnicombe 1982, "it seems riciculous that while s¢ many

managers are complaining about being over-pressurised in their jobs. so many of the

same managers’ secretaries are complaining about being under-utilised’ she stated

further that ".... Bosses get the secretaries they deserve. A secretary is only as good
as her boss will let her be . '

Vinnicombe (1982) observed that In so many situations secretaries are vasthy

'

over-qualified for the jobs they are domng Tt s her opinion that it the job 1s really a
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copy tvping job then a highly skilled secretary shoald not be emploved tor it for she

will be wasting her talents and will probably be trustrated in the process

Summary

The researcher in reviewing the existing literature on utilisation of secretaries’
office skills by cmpiu'\'cr's in private and public organisatons highlighted the following
pomnts: Importance and Descripiion of a secrelary  Secretaries’ C')fﬂcc Skills and
Competencies. Educatonal and Professional Qualificatuons of Scc'rclaricu. Academic

Achievement of Well - Trained Secretaries. Duties of a Secretary,. Changing Roles of

Secretaries, and Emplovers” Utilisation ot Secretaries office skills.
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CHAPTER THREE

RESEARCH DESIGN AND METHODOLOGY
This chapter describes the research design and methods and 1s divided into the

following subsections:

LY

. Population of the Study

3.2 Sample and saﬁmli_ng techniques
3.5 Instrumentation and scoring
3.4 Dara Collecuon Procedures
3.5

Content and Construct Validiny and Pilot Study

3.6  Reliability

LE

Method of Daa Analysis
3.1  Population of the Study

The Populauon of the study was made up of 205 (two hun.drcd and “five)
organisations comprising 120 tone hundred arlrd twenty) private organisations and 83
(eightv-rive) public organisatitons. The private u'rga."nsannnf: were obtained from the
Yellow Pages of 1990/9]1 Ediuion of the Ogun Siate BUNinc%‘[')in:.clur} while the
public organisations were obtamned from she office of the Director-General in the Ogun
State Ministry of Establishment and Traming. Abeokuta.

The Study is limited 1o Ogun State because of the proximity of the researcher
1o this area and because there is financial constraims and time factor which debar the

researcher from moving into other siates.
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Table 3.1 Private Organisations in Ogun State

Population - Private Organisauons

| SN Zones ;’:;Eu!alifm ’
:—-—— - _I‘ Sango Oua 20
i b Abeokuta 2
; 3 Agbara 18
1 4 ljebu-Ode 17
5 Sango-Oua (Idiroko Road) | 20
6 Sagamu 24
| Total 120
Table 3 2 Public Organisations in Ogun State
SN | Local Government Area Headqguarters Population
1 _ Abeokuta South Ake 30
- Abeokuta North AKomoje 19 ° |
30| Yewa South [laro 2
- | Yewa North Alvetoro ]
5 [jebu North fiebu-Tgbo -
6 | ljebu-Ode liebu-Ode 13
7, | ljebu-East | Ogbere =
8 t ljcbu Waterside | Ahigi !
9 i Odogbolu [ anghnlu l 1
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f Sagamu ; Sagamu 7
’ Tt | P eniie i Tkenne 1
| 12 Obafemi-Owode = Owode 1 |
j 13 Odeda - | Odeda 1

14 Ifo Ifo _ 1 |

13 Ado-Odo Otta | o | 1

Total | . 835
3.2 The Sample and sampling techniqutls

The sample of the study was made up of 85 private organisation and €4 public
organisations. The researcher made use of K:g:jcie and Morgan's (1970) wable for the
determing sample size for a giving population to szlect sample. In the table (see
Appendix E) it is shown that the relationship belu';een sample.size and total population
is illustrated in the table, j.e. as the populalilon increases, the sample size increases at
a diminishing rate and remains relatively constant at slightly more than 380 cases.

In selecting employers for the study,' the researcher made use of the simple
random sampling of one thousand random digits. (Afolabi, 1993). ;rhc private and
public organisations were assigned numbers from 1-120 for privaie organisations and
from 1 - 85 for public organisations. The numbers were put in separatec containers
tagged public organisations and private organisations ard then mixed properly.

Then, the numbers that ranged from 1 and 100 were ticked from the table umill
92 private ofganisations and 70 public organisations were selected which represented
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which represenied the sample. Questionnairg.« were administered to employers in
selected organisations.

Using Krejcie and Morgan’s (1970) table for detl‘:ri,nin'mg slamp]e size from a
given population, the closest sample corresponding to a population of 1:?0 is 92 for
private organisations, while the closc:ISI sample corresponding io a population of 85 is
70 for public organisations.

3.3 Instrumentation and scoring

The research instrument was designed to accommodate twenty (20) different
skills. The first questionnaire was meant for private employc;.rs while the second set
was meant for public employers.

The skills were rated on the likert scale as Fully Util.ised, Undecided, Under
Utilised and Never Utilised. Values were attached as ,4,3,2, and 1 respectively.

Utilisation of secretaries’ office skills by employers in the questionnaire were
scored 4,3,2, and 1 for Fully Utilised (Fu), Utilised (Ut), Under Utilised (UU), and
Never Utilised (Nu) respectively.

Fullly Utilised and Utilised were collectively interpreted 10 m-can a positive
response while Under Utilised and Never Utilised were

collectively interpreted to mean negative response.



5.4  Data Collection Procedures

The Primary source of data for this study was the questionnaire. A total of 162
questionnaires were sent with a brief letter to each member 'c:f the sample (respondent).
The employers in priv.zne and public organisations were as.ked to complete the
questionnaire and return it. |
The researcher took a step further to tavel to the zones and Jocal government areas 1o

collect the questionnaires by hand from those who did not return.

Table 3.3 Table of Population and Sample and their Percentages

Category Population! Resp. l "% of.
of org. r | 1 sample

" piv.ore. | 10 - | & | 71 |
Pub. Org. 85 l|r 64 76 i
Total 205 E 149 | 74 J‘

It can be seen from table 3.3 that out of the population of 120 private
organisations, there were 85 respondents which represent seventy-one (71 %) of response
on the population Also out of population of 85 public organisations, there were 64

respondents which represent seventy-six (76%) on population.



3.5  Content and Construct Validity and Pilot étud}- ]

To ensure that the questionnaire measured adequately what it was mended
measure. 16 selected private and public employers were used as pilot sudy.  Some
seasoned Business Educators who were once !»cur'cwric*i 1o C_hict'”Ex;:cum ¢s at home
and abroad were also used to validate the questionnaire. Such persons. heing one-time
expert secretaries and presently
lecturers were in a position w0 understand and judge accuraiely the eniteria statements
on secretaries based on their wealth of expenence and k.nm.\'chgc tsee Appendix C).
These seasoned Business Educators were used 1o ascertain wheiher the items were
relevant. clear, unambiguous. and w hx:(hc:;r the items were sufficiently inclusive of the
office skills of secretaries in private and public orgamsations.

In the process of validating the guestionnaire. some items were dr{.rppcd and
some were modified.  liems that were dropped and modified included Decision
Making and Numeracy. Decision making was dropped because it was more of an
attude than a skill and numeracy was also dropped because it cnufd not be grouped
under any of Kevboarding skills. Stenographic Skills and Communication Skills.
Among the itc'ms that were moditied were operaung clectronic and electric tvpewriters
which were separated as two items.  Atter all modi "lcatinnls. there were 20 items as

against 23.
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3.6 Reliability
In order 1o test the rehiabihty  of the quesuonnaire. 16 respondents who were
used in the pilot study were used for rehabilitny test. The t;pli!-'half reliability test was

used in computing the reliabilit ot co-etficient.  This involved dividing the

questionnaire mto two equal halves and using the odd-number ntems for one and even
number items for the other. Each of the two sets of items was treated. as a scparélc
scale scored accordingly by the number of respondents.  The twd sub-scale were then
correlated and taken as measure of rehabilin. The co-efficient of rehabiliny was
calculated for each quesuon constutting the item by making use of the Pearson
product moment co-efficient of correlabon

n= X-X (Y - Y)
Vb tr 6 o

where X - response to item 1 by r:::.pnndcr;h in group |
Y - response to ttem | by respondents i group 2
X - mean of X
Y - mean of Y
The expecied value of the overall co-efficient of reliabilits was computed by 1aking the

arithmetic mean of all the various

co-efficients of correlations. Thus. expected reliability co-efficient was calculaed by

L
using the formulariir =ZLL

The grand co-efficient of reliability was tound to be 0.875 This value indicated a high
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positive reliability. Hence the questionnaire is meant to test for clarity, logical

sequence, adequacy and relevance.

7 Method of Da;ta Analysis

The daia derived from the employers’ responses were calculated. Response of
public employers to Keyboarding skills, Stenographic ski.lls and Communicaiion skills
were summarised.
Responses of private employers‘ to the keyboarding skills, stenographic skills and
communication skills were summarised. When summaries were made, the probability
and expected responses were arrived at. The mean, variance and standard deviation
arrived at were used as vdriables to test the null hypotheses. The main statistical
programmes used for the analysis and the testing of i'lypotheses were T - statistic test
(popularly known as students t test.

Since the numbér of respondents was grcélcr than 30, the value of the t- test
statistic was obtained by using the normal distribution. -+ | J

The appropriate formular is :

k= iz_._.." X ‘ '
2 ) .
ST +5%
e TR

. P 3
where S = (n,- 1) ™+ (m,- 1) S
Degrees of freedom isn, + n, -2

-
Mg

where X; = mean of private employers’ resporise
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.:\T: = mean of public employers’ response
S- = pooled variance
ST= variance of private emplovers response
S, = varance of public employers™ response
n; = number of private emplovers ‘
ni- = number of public employers
Two tailed tests u.‘e;'c used because the (hree hy potheses were non-directional.  The
probabiliny level was 0.03 level of sigmificance. The -critical value from T-table was
also observed.
The svmbols used in conclusion after testing hy potheses included:
(Hp : M = Mz Null Hypothesis :
Ho 0 M # M Alernawe Hypothesis

P 0.03 level of significance
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CHAPTER FOUR

+ Analysis of Data and Interpretation of Findings
4.1  Introduction

The purpose of this chapter is to present analysis, interprete the data, to test the
null hypotheses postulated in Chapter 1 and to discuss lhle findings. The analysis tested
the following null hypotheses:
4.2 Null Hypothesis (Hy), There is no significant difference .in the degree of
utilisation of keyboarding skills- between employers in private and public organisations.

The respondents were made up of 85 private employers and 64 public
employers. These employers ’ R:SpOI.'lse to eight items numbers 1-8 in the first part of
the questionnaire in Appendix F. Their respons2 ranged from Fully Utilised (FU) 4
points, Utilised iUl‘) 3 points, Under [.}lilised (UU} 2 points, and Never Utilised (NU)
1 point on the J-4-3-2-1- Continuum Likert Rating Scale. |

Response of ﬁrivau: employers to the keyboarding skills were summarised, also
response of public employers to the Keyboarding skills were s!;J.mm;:riscd. When
summaries were made, the probability and expected respdnses’wcre arrived at. The
weoghted averageand mean leading to th;: statement of the null hypothesis were also
calculated. The mean and variance arrived at were useci as variables to test the null

hypothesis.

Computation of test statistic using T test in testing of Null Hypothesis (Ho),
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This table showed number in each gmup'- orivate and public organisation’s
employers unlisation of keyvboarding skills. their mean \éop':s. utanaard deviations.
degrees of freedom (df) - t-calculated value t-critical or -observed value and level of
signiticant (.03) '
Table 4.}

Statistical T-test for Null Hypothesis ]

The mean scores of the two groups n App. K & L were put together 1o form

variables for testing the null hypothesis (Hoy in able 4.1

[ Private Emplovers | Public Emplovers

n 85 ) 64

»\
e
,:;.
'Ji
2
tn
13

S 60 7l

df - (ny - ny -2 - 147
Calculated value of t = 3.98

Criucal value of t = 1.96

421 Decision on Null Hypothesis (Ho)

From the data analysed in table 3 1 above. the result of the test reycaled that at
0.03 significant level. the difference berween the 140 mean .scores was s1gnificant.
This was because the calculated t-valued was 3.98. the critical value was 1.96. the
degree of freedom was 147. the ic\'cl of significant of 0.05 and total number of 149
emplovers. Comparing the result in table +.1 above. it was tound out that the t-
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calculated value of 3.98 was greater than the t-critical value uf. 196 (t-cal > 1crin
The conclusion from this computation showed that the first null hypothesis (Hoy as
stated was: therefore rejected. The alernative hypothesis (Hp was retained for there
was significant difference in the degree of utilisation of kevboarding skills between
the emplovers in private and public orgamzations. The crﬁplnycrx N private

5

organisation utilise more kevbhoarding skills than emplovers in public organisations

4.2.2 Discussion on the Finding on Null Hypothesis (Hon

Based on table 4.1 and from the result of the est ’nf stausue of hypothesis. 1t
could be seen that emplovers in pri\'alc organisation made more use of keyboarding
skills than the emplovers in public organisation. Some of the <kills mostly utilised by
private emplovers are Typewrniting Kexboarding Skill. Accurate Typewrniing. Fast
Typewriting. Word Processing and Computer Input  This i1 auributed 1o the fact that
the level of efficiency in the private sector 1s high . because the organisations being
private limited companies were able 1o source epough funds from public 10 purchase
expensive equipment anq also could aftord 1o pay their secretaries higher than those in
public sectors. As a result of this. the highest fnrr; of input of execuiive recruited are

. i

those who have been trained in the utlisation of sc-.'rctari:s'*nrfﬁcc skills. The private
organisation could afford 1o organise workshops on the appreciation of (l';c role of
seCretaries In an organisaton .

It is therefore clear from the data analysed that the knowledge and appreciation

of the role of secretaries’ office skills contributed ereatly to the full utihisation of those
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skills. It is therefore important that public sectors should orgamise seminar workshops
tor top management level in the public organisauons on the appreciation o1 the role of
secretaries  their organisations so that these -emplovers o will tully utiise the

kevboarding skills of secretaries.

4.3 Null Hypothesis {Ho):

There 1s no significamt difference in the utilisation of slénngraphic skills
berween emplovers in private and public organisation

The respondents were made up of 85 private emplosers and 64 public
emplovers. These emplovers responded 1o 1iems Y 10 12 tnine 10 mwelves in the second
part of the emplovers questionnaire in Appendix F. These response ranged 1rom Fully
utilised (FU) 4 poims. Utilised (Uv 3 poimts.  Under Utilised Itl,'l 2 points. and
Never Utilised (NU) | p(;inl ( -4-3-2-1) continuam Likert Rating Scale) |

The tables in App. M and N showed the mean scores of all the respondents
Table 4 2 was uslcd tor the computation of statistical test of null hypothesis (Ho):

Response of private emplovers 1o the »l::nﬂgraphii; skills were ~ummaris.cd.

also responses of public emplovers o the stenographic skills were summarised. When

summaries were made. the probability and expected responses were arrived at and the
mean. variance and standard deviation were arrived at.  The weighted average and
mean leading to the statement of the null hypothesis were also calculated The mean

and variance arrived at were used to test the null hypothesis

45






