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ABSTRACT

The aimof the study was to identify professional tasks
requi red by business teachers and to devel op strategies for
i nproving the teaching of shorthand in secondary schools. This
was based upon adapting workabl e and successful practices as
recomrended by busi ness teacher educators and carried out by
busi ness teachers in the secondary schools. An extensive review
of related literature was carried out for the purpose of devel opi ng
a conparative eval uation nodel by experts with current practices.

The data for the study collected through the questionnaire

was sent to:

(a) Twel ve busi ness teacher educators in two N gerian
Universities and one Col | ege of Education of fering
busi ness teacher education programmes.

(b) One hundred and seventeen busi ness teachers in
forty-four secondary schools in Ino State where
shorthand i s taught.

There was an indication that eight categories of professional

tasks and twenty sinpler professional tasks are rated as inportant
and therefore need to be incorporated into the business teacher

educati on programres. The study al so showed that twenty-nine



shorthand Instructional strategies are acceptable by the business
teacher educators while twenty-four strategi es are acceptabl e by the
busi ness teachers.

G her findings fromthe study reveal that:

1. The busi ness teacher educators, who were regarded as
research consultants, rated the professional tasks and the shorthand
instructional strategies higher than the business teachers. This was
seen as ratings in ideal situations fromthe expert's point of view

2. There is need for sem nars, workshops, or conferences to be
organi sed for business teachers in the secondary schools fromtime to
time. The Universities, Colleges of Education, Mnistries of Education.
and Associ ations |ike the N gerian Associ ation of Busi ness Educators,
can play very inportant roles in organising such seninars or
conf er ences.

3. Areas to be included in such semnars, or workshops, or
conf erences are:

(a) Professional role and devel opnent of the business teacher;

(b) Instructional planning, execution and evaluation in the

area of short hand;

(c) Qurriculumpl anni ng, devel oprment and execution,,

4. Areas in which trends in the teaching of shorthand lie are:

(a) Witing skills

(b) Transcription

(c) Speed devel opnent

(d) Reading skills

5. Mjority of the respondents believe that shorthand
instruction should be introduced in Qass Il in the secondary school s

system



The study concluded wTH RECOMVENDATI ONS whi ch incl udes

1. Business teachers shoul d be prepared to be both
techni cally and professionally conpetent through conpetency
based teacher education

2. Vel l-equi pped workshops and | aboratories for business
subj ects shoul d be provided in the schools offering skil
busi nesc subj ects.

3. Since continuous assessment forns part of thee conditions
for certification at both pre-vocational and vocational |evels,
eval uation should not be based on a single exanination to

determ ne success or failure of a student.
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awlv.

ABEREVIATIONS, DEFINLLIONS AND SYMBOLS

Competence:

This 1s used to represent a person's behaviour of a
desired type and quality which may readily be observed
{Sundstrom, 1975}

i
Business Teachexs (BT):

Thic is used to denote those category of teachers of business

subjects teaching at the gecondary school level,

Business Teacher Eduecators (BTE):
The category of business teachers who are teacher trainers

at the tertlary level of education.

3
X = Chi=ztuare



CHAPTER 1

INTRODUCTION
1.1 Backqground

Educational planners in Nigeria have accepted the fact that
education in this country is no more a private enterprise; but a
huge government venture that has witnessed a progressive evolution
of qovernmentts complete and dynamic intervention and full active
participation (Eteng 1981).

The recent move by the government of the Federal Repﬁblic of
Nigeria towards the implementation of the new National Poliecy on
Education signifles the country's adoption of education as one of
the Instruments for excelience 1n effecting and promoting naticnal
developments In thls context, the content and mode of teacher
 education in the various flelds of study need to be evaluated. To
maintain the required high standards in our secondary schocls,
there 15 a need for qualified and dedicated teachers ¢ bring to
fruition the efforts of the Federal Government, |

The trend in the teaching of the basic business skill subjects
in Nigerian secondary schocls and the philssophy underlying this
trend have no dewbt affected the extent and nature of business
education offeringss In the newINationai Policy oh Education,
the philescphy underlying the development of the seccndary
school curriculum is that the 3-3 secondary school system should
provide students with exploratory experiences, glving them
ppportunities to examine thelr many interests, and possible flelds

of future endeavours.
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The Nat¥isfial Pokiéy en Efueation (1581). on. thias. Ffact states:

The implementation of the 3-year senlor secondary

school system will mean planning ahead to convert

secondary schools from a 5 to 6-year course, and

the inclusion of technical, commercial and other

vocational courseg in order to make senior

secondary schools leavers immediately employable,

That senior secondary scheool graduates should be lmmedlately
employable, is based on the assumption that they have been

armed to gome extent with a saleable skill. This idea of
employabllity had previocusly been lacking, particularly with }
students in the business education programmes of the former comprew |
hensive secondary schools. The reason for this cannot he far fetched,
Aina (1979) notes that currently the secondary school business and
office education programtes do not reflect a philosophical base.
He obsgerved that "a business and office educatlion phllosophy needs
to be established at this level, and re-examined ag changes ocour
in clientele, in social conditions, in government, and in the
business world," |

This lack of a philosophical hase in the business programmes
could be sald to have led to the unemployment of many secondary
school business education graduates. Unempleyment, is one of the
most persistent problems of many countrles of the world. According
to Olaitan (1981), successive governments in many countries have
directed their efforts towards reducing or "curbing"” unemployment,

While unemployment is attributable +o many factors,
{Agusiobo 1973) a direct relationship exists between the number of
school drop-ocuts and unempleyment, A good percentage of the
expacted new warkers, particularly these from the secondary schoél#

fail to complete the course of instruction basic to entering the

occupations through no fault of theirs, The failure is, therefore,

|| the effect of the inadequacy of the school curriculum in meeting



the required needs and the methodology emploved in imparting the
raquired knowledge and gkillse

- Apart from the inadequacy of the school curriculum and the
nethodology employed, there is an acute shortage of the needed
professionally qualified or competent business education teachers
to man the business educatlon programmes in wany iigerian secondary
schools. In this conmnection, Aina and Reecroft (1982) agree , noting,
with great emphasis, that "‘t is important to state what has now
become the truth that unless teachers become avallavle in adeguate
numbers, accelcrated programmes and anticipated enrclment increases
will remaln unattainahle,"” This scarclty of gualified instructors,
Alna et al further coment- ', is identified az the single most
inmportunt constraint hindering the development of technical education
in Nigeria. As a rasult of this, semi-technically but non-profes-
sionally incompetant teachers are made &¢ teach-courses in this
programve in the secondary schools. The outcome 1s the mass
production of lncsmporant. secondary school graduates of husiness
education, -

Society has frowned s the incompetency of the secondary
school graduates in business education who now seek jobs in Nigerian
businéss establishients. Bothh the teachers and students have been
seriously eriticised for their inability to meet societal needs.-=

Teachers, ac the case may he, have often been described as
the most in;portant part of the school systan, The teacher's rol;a
1s very esbential in shaping the 1ife of his student because what
he says, dees, and practices may have a lasting influence en his
student. Manyv students have dropped out of the husiness ecucation
programne in the secondary schools pagilbly because of some

inadequacles of the tmacher. There is nc dowht that textbooks and

L



cther facilities are very important in the schowl system. In
addition to this the teacher's personal interesisz, his hackground
knowledge and his ability to teach well, may encourage his students
to remaln in a susject and progress in lt. '

«— The attrition of qualified teachers or the!r transfers to
areas that ace wall supplied with tesclicrs may creals the crltical
paoblem of f11ling thoaa vacencies in Uhe schiorls whare studints
hiad enrellaed in husiness surjects particularly in sharthand,

Bence, if we wish to solve the problews of the students, thers is
the necd o ldentify flrst, the importance of the nrofassinmal

tasis nerformed by tie teacher. These professional tasks are the
facitors thnt will e nesdal to 4imrove toacher effectiveness in
instruction., Tt would Llso he nocessary to identlfy the conpetencies
naaded by the husiness teacher in performing the nyrofessional taghs,
T ldentification of these will help the researcher advance
strategies for improving the feaching of skill Wusiness subjects
with pari{icular refereunce to shorthand.

o Studanta need to be trained 1n a2 reallties of the buslness
wrld beyond the forial classroome The linlk batween the classroon
and the business o0ffice is neceazary to ¢lve those who will enter
the world of work the meauingful and useful erperience they will
need to shapa thelr careers. Utilizing commmity resources will
provide studmts with the proper perspectlive they need to hecome
integrated iuto the daily activitier of tha businsss, —

There is no doubt, that .mch is haprmending in all ar=asg of
education todey, and the teaching of shorthand is probohly facing
one of its most challenging periods. Accordingly (De Young 1972)

because of the need for educalting morce and better secretaries,
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busine;s exhucators are constantly laoking for ways te improve
teaching competenclies in the secretarial sublects.

Apart from lnowing the status of shorthand in our gecondary
schools there is need for suggenting actual instructional techniques
to the shorthand teacher, Little attention has heen paid t5 shorte
hand methodological regearch, aid these gtudies that have been
conducted have made oversichis related to this particular area;
According to McLean (1578},

sne Many oFf the gtudies have focused on
variables that have proven to be of "no
significance™ to the final product. IF
siorthand 1s to pemain viable in the
schools, it Is crucial that appropriate
methodelogies ensuring success he
identified soone

Although teaching methodelogy recommended in current shorthand
teaching manuals appears to be ldentical with the teaching methcdology
wnich was recommended in the 1330's, an increasing amount of
regcegsxch appears to indicate that serious consideration should be
given to new thinking in shorthand ana transcription.({ﬁuring the
past decade, soane shorthand studies have investlgated teaching
prevlems and procedures, the raelationshlp betweenh knowledge of
shorthand principles and achievement in shorthand dictation,
methods of achieving high levels of dictation, the difficulty of
shorthand materials, and the factors that contribhute to sugcess in
shorthand trenscription, In order to accomplish the ultimate goal
of shorthand instruction - the mailable transcript ~ the shprthand
student must master the shorthand principles taught, “

There is no vilnsaying that the education of secondary school

students will he better in a schoecl characterised by a permanent

group of profesgionally well qualified career teachers than in a
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school staffed by semi~-technically but non-professionally
competent teachers.

~1.2 Research Problem:

Few candidates fram the secondary schools enol for shorthand
at the Royal Society of Arts (RSA) now known as the West African
Examinations Council (WAEC) Commercial examinations (Uduma 1977).
Apar’ fiom the low enrolment, there is usually a2 high rate of
fallure recorded in it. This fact was confirmed by Olorunmaiye
(1982) in his vesearch on "Prediction of Performances on the West
African School Certificate Commercial Examinations in Kaduna State."
In one of his conciluding paragravhs, he sald that:

The percentage of passes in the various subjects were

generally low, which were as folluws: zero (0) per

cent in shorthandj 5.5 per cent in typewriting; 1.9

pcr cent in business methods; 54.4 per cent in

Commerce; and 31,1 per cent in bookkeeping, The

high failure rate may be due to other variables nct

identified in thls study as in Shorthand, or hecause

the eraminations are too difficult, sinc2 other

subjects recorded pimilarly high failure rates.

The high failure rate in shorthand that 1s normally recorded
at the WAZC Commercial erxaminaticns is a problem and z matter of
great concern to educators, This no doubt has led to very few
students enrolling for the subject and progressing in it, Uduma,
{(1977) in his research study, showed that as low 35 3.3 per cent of
his total population of business studies students used for che study,
enrolled for shorthand at the WAEC Commercial ezaminations for that
year, Incidontally, this same percentage hoped to progress in it,

Simflarly, out of the 527 student population used by
OClorunmaiye (1982) in his research study, only 39 students or 7.4 per
cent registered and sat for the shorthand West African School
Certificate Examinations, He also showed that there was no systematic

significant relationship found between academic, personal, and
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environmental veriables tested and the students' performance in
WASC Shorthanda |

This may, according to him, be due to the fact that the Shﬁfthand
WASC results for that year was negatively skewed, because all the
thirty-nine students that sat for the paper falled. It may mean that
the explanation for the students' performance in this subject may
have been due to some other factors vhich he did pot take into
ccnsid@;‘:—_ltion in his study. He further stated that: "Students? poong
perfarmence may be related to the high rate of teacher tuwrnover in
this subject"

This very fact seems Lo be the case in most st¢hools in this
country, in addi-bion to "no record of what has been taught" being
kept by the outwgoing teacher.

\//In addition to the high rate of teacher turnover, Uwebor (1978)
attributes the poor jcb performance of graduates of veocational
Institutions te, among ether things, poor staffing. This, he made
known in the Report of Technical College Students, Sapele, when he
reported that: "The main reason was poor training which was itself
due to poor staffing, lack of equipment ...."

This calls for proper investigation inte the quality of business
education (shorthand) teachers and their methods of teaching shorthand
in the secondary schools.” It will also be necessary to ascertain the
}mportance of each of the ldentified professional tasks and the level
o;? competencies needed by the teacher of shorthand in performing the
professional tasks.

This study will identify the level of competencies needed by
the business teacher in performing the required professional taskss
From the identification of the competency levels the researcher will

be able to advance strategles for improving the teaching of shorthand
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in secondary schools. Stated explicitly, the problem of this study is:
What arc the essential strategies which the businass educatar teaching
shocthand cin use to improve competency and effectiveness of instruc-
tion in the sccondary schools?

Rgsearch Quastions:

To identify the levels of importance of the professional tasks
and competcncies which will help the business educator teaching
shorthand in the secondary school to become professionally competent,
thrac major research quastions have been put forward:

1, What are the professicnal pre--service compctencies needed
by the prospective business educator who wishes to teach
shorthand at the secondary school level?

2. What is it the business educator nceds to know in order
to teach. shorthand effactively?

3. What is it the businoss educator teaching sherthand nceds
to do in the clessroom iln order to bring about efficient
student learning outcomes?

There is no doubt that some specific teacher competencies are
vital to the development of efficient learning ocutcomes in shorthand.
These arc based on skill psychology, learning principles and
rescearch findings in skill learning in general and shorthand in
particular, No attempt will be madc in this study to state the
competencles in precisce behavioural terms; the focus wil) rather be
upon identifyving the arezs in which the competencies should be.

It is hopcd that the answers to the resesrch questions will
enable the researchcer advance the expected stratogies which the
husiness educator can apply in order to improve the teaching of

shorthands These strategies could also be applied in the teaching
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of other related skill buginess subjectz in the secondary schools, not

only in Imo State alone, but also in all other states in Nigeria.

1.4 Hypotheses:

To determine if significant differences eslst among the two
groups of respondents on the level of importance of the professional
tasks needed by the business teacher and the shorthand instructional
strategles, a serles of hypotheses have been formulated, These will be
tested using the appropriate statistical procedures:

1. 7There is no significant difference between the perception of
the business teacher educators and that of the business
teachers in the level of importance for each of the profes—
sional tasks by categories.

2 There is no significant differencs between the business
teacher educators! and the business teachers' perceived
level of importance for ecach of the ifdentified professional
tasks required by the shorthand teachers.

3. There is no significant difference between the business
teacher educators' and the business teachers' perception as
to the applicatlion of shorthand instructicnal strategies in
classroom situations. | |

Burpose of the Study:

Student enrollment and achievement in shorthand in the West
African School Certificate Examination have been steadily declining.
The purpose of this study is to take a look at the present conditions
of teaching shorthand in secondary schools in Nigeria (with particular
reference to Imo Statel), Lo see if they have contributed to the

declining enrollment and performance, If teaching conditions and
the strategies used have in any way contributed to the declining

standards, recommendations will be made for an improvement of

shorthand instruction in Secondary schoeols in Nlgeria In general,
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Shorthand is not a new subject in our secondary schools but 1t
has not so far achieved many pbaitive fesults. The signs of its
failure are prominent. There has not bean adequate interest shown
in the study of shorthand ampecially among the secondary school
students, Students have come to regard shorthand as a sublect for
the preparation for less subordinate occupations. There 1s also
the feeling that the subject is meant for the unintelligent and,
therefore: students have always associated it with the "never—do-
wells" and worse still, they assoclate it with poverty.

- A number of factors have contributed to the failure of
shorthand students in the WASC commercial examinations. This
failure makes it impossible for them to secure a job with the
skill they had acquired, | | “

One of the maln factors contributing to thi§ ié the lack of
needed sufficient skills and knowledge on the part of the teachers
of shorthand in our secadary schools., It is asserted that a \
compatent teacher In a business education subject like shorthand
would help improve the situation and at the same time be able to
help his students to became gainfully employed in the world of work,

Prebably, in relation to what Aina (1979) referred to as the
lack of a philosophical base, most of the teachers themselves do not
know why they are teaching shorthand in the secopdary schools. To
thenj it 15 only to help the students pass thelr examinations as the
case may bes Little or nothing is done to develcop sthe skilll, the
undergtanding,; the attituda to work, and study habits needed for
suctess In shorthands This lack &f philosophical base; affects the
instructional methods. Scme teachers makis the teaching of shorthand

very uninteresting and boring, This is very unpleasant, WiPrse still,
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the students £a2il to understand the usefulness of the subject.

One would not wonder then, why the Imo State government
recently reacted to the quality of teachers needed in the secondary
schools. In the seven o'clock Radio Nigerda network nows on Monday
reorning, 3rd September, 1985, the Imo State government was reported
to be seeking ways of implementing the 6-3-3--4 educational system
espocially with regard to technical and vocational educations To
this end, the government sald it had embarked on recruiting competent
profegsionally qualifiled technical, business, and other vocational
education teachers.f It would also, the statement added, be
monltoring technical and vocational education from time to time in
the state and conducting induction courses for teachers as'bften
as possible In order to ensure the full implementation of the 6..3.3-4
educational systom in the state, | .

— In terms of status and prestige, Onah (1973) states that
"tusiness education, unlike other disciplines, has not achieved
high status and prestige within the society. Even the students of
business education feel shy to be assocliated with this gisciplinc.”
It has alsc bcen neoted that the attitude of our educated men and
wonen towards shorthand alse contribute to depress interests of both
the teachers and the students in shorthand. Some principals of
secondary schools do not seam enthusiastic and intercsted in the
teaching of shorthand.

1.6 Siqificance of the Study:

The business teacher educatlon programme in Nigeria 1s designed
to provide students with business skills and knowledge. This will
enable them, upon graduation, to obtain a Job and be professionally

competent in helping students develop the skills and kmowledge

£
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acquiraed to secondary gchool students. Business education teachors

need the vocational skillz and pedagogy to function productively

especilally now that the 3--3 secondary school system 1s baing fully

Irmlonented in almest all the states in Nigeria.

An cvaluation of the existing programme will hclp to suagest,

1f necessary; any needed improvement. Generally, the study among

other things will:~ .

a)

b)

«)

d)

@)

Provide sources of feedback for the improvement of the shorthand

teacher in hiz instructienal methods;

" Help to detarmine which business and office education courses

arae naeded by the busliness teacher to meet his professional
toskas

Revaal the specific dutdies of the husiness teacher in the
secondary school and to what extent he can use the

specialised fleld for which he has beon propared;

Stimulate professional activity on tha part of the

individuals who contributed o this study and who are

cngaged in bgﬂiness education programmes in Nigeria today; and
Serve nf a basls for the enlargement, improvement, and
updating of the existing programmes of business education

prograrmes in owr higher institutlons of learning.
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143 TLimitations:
. The study will primarily be limited by the:
a) degree of co—operation, quostion interpretation, end adegquate
and accurate supply of information by the respondents.
bS) irability to determine whether the respondents are awere of
the professional tasks and competencies needed by the |
business teacher who teaches shorthand,
c) inability of the study to determine the volidity and
| reliability of the business teachers competencies on the
effoctive professional task performance,
4) possibility of not including all the professional tasks
. roquired by the skill business teacher to make him

professionally competenta

1,8 Delimitations:
The study will be delimited to the professional tasks,

competencies, and instructional strategies needed by the business
teacher in the teaching of shorthand in the gsecondary schools. Only
husinese teachers in secondary scheools cffering shorthand in Imo
State will be selected as respondents, Also, business teacher
educators in the two Nigerian universities offering business
{office) education and the College of Education in Imo State will be

selected as respondents. o

149 Assurmptions:
In conducting this study, the researcher has no doubt made

the following assumptions:
al) Busincss and office education teachers - Since there is a

1inited muther of qualified business educatlon teachers



b}

e)

R ..

PR

(an et of fraining at the college of education and/or

undverslity levels) in the secondary schools in Imo State,
all ‘teachers teaching any business subject are assumed to
be busineés teachers.. : S | _
Business teacher educators at the cr;olleges of eduéatél.on and
the universities are aesumed to be the best resource persons
o “dentlfy the profeséional tasks, com%etencies, and
shorthand instructional sirategies a business teacher should
poedcss and apply when teaching the skill business subject
in the secondary school, |

Business teachers are assumed to be in a positidn to
indircate the professionel tasks and competencies they
acquired while in training and the instructional strategies

often used by them in the Eeaching of skill business subjects,



CHAPTER 2

LITERATURE REVIEW
2.1 . fntroduction

Good education of its citizens is the pivot upon which the
responsibility for the successful operation of any society or nation
restss In the same manner, the responsibility for good education
of the citizens in a cemocratic society (Sherman 1951) rests to a
great degree upon the quality of the teachers, To this end, much
is expected from the teachers; ahorthand teachers are no
exceptionse

For some time now, there has been a forceful movement in this
country toward the dévelogmmt of student performance obhjectives.
Teachers who have experienced formulating those performance
cbjectives for secretarial classes will perhaps agree that
shorthand instruction lends itself to this type of process - fer
performance is indeed a desired learning outcome of sharthand
teaching.

Much recent shorthand research has been conducted in the
area of prognosis and materials develepment; relatively little
substantive research has been carried out in teaching methodologies.
Instead, the methodologies used today are based more on personal
experiences than en research findings, and they are essentially
the same as they were in the mid-thirties,

In any teaching/learning situation, the teacher, the student,
and the environment are three interacting factors that greatly
influence the learning processess along with the nature of the

subject being taught, The researcher, therefore, feels it 1s
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necessary to coﬂaider these three areas to see where they dan bg
impoptant in impreving the teaching of shorthand in secondary

achocls.,.

oy

3&; Teééﬁéf:
" Teaching i; essentially a means of guiding étudenés in wsecuring
the amount and quality of experience which will promote the optimum
de&élogment of thelir potential. A child at birth is endowed with a
lot of potentlals and when directed, the child develops specific
potential whi:h is accepted in his society. Accepting this to be
true, the act of directing or guiding the child (that is the student),
should be done by a person whe of gourse, 1z experienced and knhow-
ledyzicls in that particular field, The quality ox the guide or
director (ihe teacher) in many cages deturmines the quality of the
students, A qualifled teacher will produce a qualiified student
while an unqualified teacher will produce his own kind.

In his article, "Business Education: Prospects and Problems,"

Emeruem (1985) says that:
The quality of students eypected from any
educational programme has much bearing on
the quality of teachers who assume the
responglbility of developing man's most
precious possession = knowledge. _ i
Teachers are Indispensable to a nation for they greatly
influence the lives of the yeuths and the nation's future. To

this, a Nigerian educationizt, Babs Fafunwa (1976) said:
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No significant change in education can take place
in any country unless its teaching corps 1s well-
trained, Poorly trained teachers will produce
poorly trained doctors, lawyers, enginecers,
secrctaries and the like, Indeed, the teachers
directly influence the quality and the quantity of
services provided by all other trades and
professions.

In order to be effective, a teacher has to know more than the
gubject matter. To qualify to teach a skill subject, particularly
shorthand, the teacher should possess the knowledge, skills and
the attitudes desired of all educated persons. In other words,
the business teacher teaching shorthand must possess the technical
competence required in business education, a knowledge of the
principles and methods of teaching the skill along with some
experience in one of the business occupations., These are necessary
as no educational system can be stronger than its teachers. This
fact was emphasized in Section 9(57) of the Nigerian New National
Policy on Education (1981) that "no education system can rise above
the quality of its teachers."

However, advanced knowledge only in a subject does not auto-
matically ensure the capacity or ability to impart the knowledge
to others. According to Mills (1977); "To be taught by a
brilliant but boring person has been described as the 'mystification!
of the lgnorant by the indolent."

Nigeria needs dedicated and well-informed business teachers,
The best curriculum in the world will fail to achieve its purpose
if teachers are not adequately trained. The question then arises
as to whether or not the teachers in our post-primary schools
possess the qualifications that are necessary for them to apply
the needed strategies for teaching shorthand or other skill

business subjects.
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Commenting on the shortage or lack of adeQuatc teaching staff,
Pafunwn (1976) rciterated that: "Great difficulties arc encountered
in providing adequate teaching %aff at the secondary school level,"

In his own article on "Commerce Teaching in the Third Warld",
Mepial Ryan (1984) stated that:

Third world countries face a desparate shortage
of poeople with commercial gkills to assist in
the development of a diversificd and self-
reliant cconomy, and in many places there is
consequently a shortage of trained toschers
with these skills.

On the etaffing position in our vocational schools, Aghenta
(1982) holds the view that:

e o o Oné can safely conclude that the vocational
schools lack expericnced and sgpecialist toachers
who should know the advantages of practical skill
training and use adequate training facilities in
which students would be exposed to appropriate
experiences,

Following a study conducted recently in a local government
area in Imo State in 1984, a1y about 18,5 per cent of
those who teach business subjects in the sccondary schools hold any
professicnal teaching qualifications in business education. In
this study, Emeruem went further to say that the situation is
even worse in private comm2rcial schools where the proprietors
are satisfied to employ West African School Certificate/General
Certificate of Edueation (Ordinary Level) holders os teachers.
This, goes to confirm the inadequate supply of business education
teachers in our comprehensive, voecational, and commercial schools.

However, Amaefulce (1974) in concluding his lecture entitled
"Innovations in the teaching of typewriting and shorthand,"
stated that:
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Thare is an urgent neaed for the untralned
typewriting and shorthand teachers to be
subjected to a proper teacher training
programme. A poorly qualified teacher no
doubt, exhibits a poor quality teaching;
poor quality teaching results in poor
performance by students especially in the
farminal or external examinations,

It would therefore, be right to state that a tralned foacher
iz duty bound to at least satisfy syllabus requirements in any
partlcular subject he teaches,

}

A teacher should keep abreast with new technliques, skills,
and research developments in his field, This will ecertainly help
him in his daily activities in the clagsroom. Ridgway (1976)
writing in support of this fact guoted Ron Waters, a wellw-known
British headmaster as saying:

There is a saylng of Karl Jung that an educated
man should live in the forefront of his time . » »
If ocurselves are to educate » » -y if we are to
think and guide others, as we must de 1n schools,
wa must surely be in the forefront of our time.

It 1s no good being five or six yards back Af we
are to teach others.

There is never a saying as pertinent to the point as is this
because human knowledge is daily increasing and expanding, According
to Rldgway and others, a teacher should be aware of new theories in
all the disciplines of educations If the teacher is not aware of
thase developments, he will not tcach - better; he will continue
to use less effective methods in delivering his lessons. To
further drive his point home he stated that:

Teachers have the task of maintaining contact
with developments in the vwhole professional sceone
of which they are a partj without this they cannot
evaluate the relevant features of their own secter

and sce their relation to the total system through
which their pupils pass.



There has been the tendency for teachers +o remain satisfied
and concerned only with their own sphere, Surzly, keeping avreast of
new techniques proscnts an intimidating challenge, but one nas to
tackle it becnuse of its obvious advantages. One way of being
sropent with new skills, techniques, and resecarch results is b,

v iorgoing in-service trsining, atteﬂdinq scninars, workshops, and
cunrorencose This will go a long way to enable teachers to up-date
thamselves in recent develooments in thelr areas. 7The well<known
Nigerian educationist, Babs Fafunwa (1976) agrced with this by
writing that:

The teacher of today mist not be imperious to

change, for w2 live in a world of flux ..., he

should be helped through requler in-service

training to keon abreast of new technioues,

skills, and research works in his own ficld.

Onc of the things that distinguish a professzion from a non-
profession lc that in a profession, avunues are made poszsible whereby
members can improve themselves, Accordingly, for the Improvement of
shorthand instruction in schouls, some sort of in..service courses in
teaching shorthand should be periodically held for teachers, The
various Ministries of Education; the Nigerla Educational Resecarch
Council, the Nigerian Asscciation of PBusiness Educators, the
Nigerian Vocational Asscciation; the Universities and Colleges of
Education could play a vital role in this direction, Teacher
promotion or confirmation of appointments among other things, should
be made attendant upon their active participation in these short
COULSCSae

According to Alna (1985), teaching, despite its importance,
has pemained a lovely profession the world over, and throughout

history, yet the desire to find effective and qualified teachers
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has persisted, There is little wonder then why Majasan, in 1969 at
the Conference on Higher Level Teacher Training (Lagos) lamented
the progressive loss of qualified teachers to other businesscss,
Ha went further to say that:

The general manpower shortage which made it

difficult to intcrest talented people in

teaching coupled with poor conditions of

service has worsened the recruitment situation,

The Asrby Commission Report of 1960 lamented over the constant
migration of teachers away from teaching in such a manner that
teaching may come to be looked upen as a sort of preparation for
positions in other sectors of employment, Even though efforts
have been made to reverse the negative image which society has
labelled on teachers witn litt2e or no effect, the Ashby commis-
sion recommended improved conditions of service for teachers in

order to confer stability on the teaching profession.

203 The Student:

Effective learning takes place, if a student must have been
actively involved in class activities, To devote the time and be
active in what is being taught requires the interest of the student.
If a student is not interested, but rather bored by what is being
taught, learning becomes very difficult, and such student may retain
what he learns for only a very short periosds. To this, Robert H., Mills
(1977) ascertains that: "If a man does not want to learn, you can

use every known pedagogical artifice on him and he will learn
nothing,"



This shows that no matter the qualifications of the teacher,
the type of teaching methods used, the available teaching airiz. and
the 1ike. a student who is not interested in what is being tougnt can
ha-ilv learn., There is however, no gainsaying that good teaching
rothods wall enhance the teacher's ability to impart knowledge. T °C
v, =achnical procedure will help him to overcome a child's raszistance
cu " carning.

Memorv s good only where there is attention through interest.
When there iz Interest in anything, no matter how obtained, there is
attention, What spurs a trainee/student on is the thought he com-
mendably entertains of himself, may be as a qualified stenographer or
secretary and thz loss of face entailed in failure, If there is
interest in the trainee, one can rightly say that a fertile ground
exists for learning.

i The untrained "business' teachers that teach sharthand and/or
some other skill business subjects and the absence of career counsel-
ling in our schools can be said to be responsible for the lack of
interest shovm by students. At some other times, because of the
teaching methods used by these teachers, the students find the
subjects difficult and thus develop aversion to the study.

According to Mills (1977): "?ood instruction makes difficult subjects
easy to learn, but bad instruction makes even 'easy' subjects
difficult to learn.”

A rained and skilled teacher knows how to arouse the interest
of students. But any untratned teacher will only be for:ing the
students to learn which instead of ylelding good results will produce
resistance on the part of the students, Mill went further to say

that an enthusiastic and skilled instructor can make his subjects
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intrinsically interesting, so that the trainee develops an interest
in the subject over and above the interest which comes from his self-
esteem and the desire to get on, _ )

~>Fajana (1978) in his oun contribution adds that all efforts to
vyorce a ohild t£o learn usually fail and increase antagonism o
nearning, Students show a greater desire to learn those things that
interest them. Therefore, the teacher should endeavour to utilize
students? interest as a means of effective teaching., Where such
interest does not exist, the teacher should create it, otherwise
the lesscn may fail,

On the other hand, career counselling is an essential 4instru-
ment in teaching and learning of any kind. If career guidance is
offered in scheceols, the dislike many students have in thelr carcers
would not be existing since they would know what they are pursuing
from the onset and vhenever they have any problem in the course of
study, they wlll have recourse to the counsellor. If a student
does not know what he is trying to do, there is lititle hope of his
doing it. Thils makes it necessary that he should be briefed on
the prospects and problems of any given career.,

\’J;@“r._r~Nb student is encouraged to pursue a vocational programme of
studies if it is evident that he cannot succeed because of mental,
physical, and soclal deficiencies. When a student's aptitude is
known and he 1s given the necessary career guidance and counselling,
thore is the tendency that he will maintain his interest in the
oourse of study, and consequently he will do well in such a
career, Roy W, Roberts (1971) agrees with John Locke (1695} who

suggested that:



Childrent's natures and aptitudes should bo studied
as a means of deterxmining their capabilities for
learning and the extent to which inprovement
might be securcd,

Qualified and experienced ?eachers are in a good position to
study the aptitudes of children and therefore be able to determine
thelr capabilities and the extent to which any improvement might bu
secureds In the absence of carcer guidance counsellors, trained
tcachers should be aghle to render efflcicnt counselling services

in schools.

2.4The Environments: .

The importance of equipmentignd physical conditisns in the
teaching of skill business subjects cannot be over-emphasized.
Shorthand 1s a practical subject which no amount of theoritical
work can produce efficient studonts without the prectical aspect of :
it, In teaching shorthand, equipment like good writing tables and
chairs, cassette recordex/players or may be a dictarhone, typewriters
and journals like the Home Studies or Memo magazines are very much
neededs Teaching and learning become more effective vhen the 'doing!
mathod is used. Teaching secretarial students without the necessary
equipment would amount to teaching in abgtraction which has no
place in skill development. 4 good teaching method is less
effective without appropriate aids and gadgets.

The position of most Nigerlan schools recognised for the
fraining of secyretarial students show that these equipment are
grossly inaderquate, Many people have decried this lack of equipmenf
in our secondary schools and have attributed the poor performances

of students from comprehensive, vocaticnal and commaercial schools o
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‘this fact. Okorie (1979) in agreeing to this, stated clearly thats
In mest Nigerian schools one finds that essential
materials are not availablej hence many of the
teachers resort to using whatever materials or
equipment they can assemble to enable them teach
a particular course{g) instead of a total
cancellation of the course(s).

Obi (1980) in his own contribution said that the buildings -ud
equipment in schools are grossly inadequate and Emeruem (1984)
continuing in his article added that:

A situation where a comprechensive school does
not have a single typewriter nor any typs of
businaess equipment keeps one in doubt about
the 'comprehensiveness’ of such school.

Lack of equipment results in the poor training of gtudents
which in turn leads to the poor job performanceé of the students,
Some of the typewriters used in commercial zschools are both obsolete
and unserviceable. The students who use them get confused when
they get to the offices to meet the modern machines., In fact,
employers of labour often get disappolnted with the performances
of those students from these schools,.

There is therefore little wonder that Amaefule (1974} in
summarizing his lecture recommended that:

Appropriate and adequate equipment for the
. effective teaching of typewriting and shorthand

- should be installed 1n the stenographic workshops

of the various secondary schools that have
business (commercial) subjects in theilr curricula.

Such equipment which will include modern manual and electric
typewriters, cassette recorders/players or dictaphones with enough
recorded materials on casscttes should abound in stenographic
workshops. & research report conducted in a number of secondary

schocls in the former East Central State of Nigeria, by Ezeamii

{1974) disclosed that of the various school factors sampled which
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make the study of business subjects unpepular in the secondary schools,

peor equipment ranked highest.

Nature of Shorthand:

Showsthand 4s a skill-building subject in which students mug<
2vhieve the basic skill as well as learn facts hefore they can
davelop concepts and understanding, In teaching this basic skill
subject, Torme et al (1965) say that the teacher adopts n method-
olegy that differs fron the one he uses in teaching the social
studics. IMurthermore, shorthand in obviously more a conceptual
skill thon a motor skill, Its learning involves perceptlion first,
There must be an understanding of the process before manipulative
gkill is attcempted, In other words, the student must first under.-
stand shorthand theory before he can develop facility in writing
according to that theory. Shorthond is a textbook course, and
“herefore thae class instruction usually fellows the texthook

presentation closgely until the complete theory of the system has
.been covered,

Shor'thand 1s quite uhique as a subject in that its basie
textbock iz used to teach students in secondrry schools, to thoase
who are in tertiary institutions and also to all the levels and kinda
~f students in different countrics of the world. This fact therefore,
implies that teachers may have to adjust their teaching strategies
according o their objectives and perhaps use basic textbooks in
different ways, or may be it indicates that they teach everyone in
tha samz way.

Shorthand is a wholly symbolic and wvery 1ar§ely phonetic form

of writings The overall aim of teaching shorthand is the highly
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practicai ohe of bringing the students to the point where they can
confidently write it correctly at speeds from threce to six or more
+imes faster than longhand and equally confidently wead their own
shorthand and transcribe it into the conventional form with accus v
and speed,

Canning (1976) believes that it is therefore most important
for the teacher to have clearly in his mind the separate aim and
objective for cach activity that forms a part of the overall
process. The accomplished teachcer will command the methods and
materials while remaining sensitive to the special individual and

" class needs, so that both may be varied to achieve the best results,

2.6 Shorthand Instruction:

~—> 8ince the word 'improve' in the research title Which means

'to make things or become better,' implies the existence of a
previous mode or approach, it would be improper to consider any
review of literature on 'strategles for improving the teaching of
sharthand in the secondary schools! in igolation. However, very
few or rather no articles about the teaching of shorthand in
Nigeria have appeared in the literature of business ¢ducation.
Though, most of the researches being reviewed are very muich appli-
cable in the United States of America, they could pessibly be applied
to the Nigerian situation.

All shorthand instruction is geared toward the attainment of

certain competencies necded on the job. Within the shorthand class,
the primary concern is to develop the competency of taking office-type

dictation at varying speeds (depending on the level), and
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éﬁﬁhsckiﬁing the letters, febdrﬁs, and/or manuscripis intc mailable
fotm at a rate commensurnie with office standards. fThus the sharithand
teaq?er must first of all determine the kinds of sub-competencier
mﬁich forn the ladder to the ﬂe&t‘minal competency needed on the Jone
According to Crunk (1968), "unless he can be satisfied to
soand alone, the shorthand teacher must keep pace with the rapid
pfogress taking place in almost every area of endeavour," With
developments in paychology, rosearch, educational media, and
improved understanding of effective teaching methods at his disposal,
today;s ghorthand teacher should demonstrate more knowledge abouk
teaching shorthand than hils predecesscor of even a fow years ago
could boast. Crunk goes further to say that the sharthand teacher,
1lke any other, uses some frame of reference to detormine the
teaching-learning procedures he will use. For that frame of
reference, she has several choices Including the following:

(a) wcontinual trial and error {aan expensive
approach, at best);

{b) passive uge of procedures followed by those
around (also expensive in waste of time and
quality of resulta): :

(¢} unquestioning acceptance of dictates of the
textbook and manual (2 teaching approach
which contains some clements of stagnation)
and/or

(d) a framework of learning principles and research
findings (an approach which stimulates
continous teacher learning and improvementl.

Doels Crank et al (1579) in thelr Suqgesicd strateqgies for

feaching shorthand, grouped teacher competencies into two broad

classifications. According to them, the shorthand teacher should:



: | : R 29.

| 1)  Have a basic understanding of how Qé&éﬂoiéqﬁ'-
: and learning principles relate to shorthand
instructiong and
1i) Dcmonstrate efficlent teaching strategies in the
development of shorthand theory, reading skills,
writing skills, dictation speed development,
transcription skills, and evaluation of per-
formance in shorthand and transcripticn,
The focus of thiz atudy is upon the second classification. This
15 not to say that the first is no important. In fact it is also very
" essential to shorthand instructioha
Generally, students quickly decide whether or not they have the
requisites for learning shorthands Because of this, the teacher's
responsibility is to provide a supportive and helpful environment.
Whether large or small groups of shorthand students are involved,
the teaching activities are similar, According to Popham et al
(1975), the shorthand teacher performs twelve tasks by which teaching
competoncies can be evaluateds. These they prescnted as follows:
le Planning for chalkboard or tiransparency
2, Using the chalkboard or transparency
3: Presenting new brlef forms and phrases
.4 Reviewindg brief forms and phrases
5. Presenting new theory
6. Presenting review theory
7+ Demonstrating correct reading techniques

8, Demonstrating correct reading technique with
transcript

9, Demonstrating correct techniques for reading
homework with or without transcript

10, Domonstrating correct techniques for writing homework

11, Demonstrating correct notebook technique for
taking dictation.

12, Planning a lesson,
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However, they went further to say that the teacher varies
activities in each day's lesson so that Students do not become
fatigued and boared.

Holland (1976) in his own contribution belleves that the

s 3‘. ; ‘Iﬂ' .
goeat majority of the important points in the mote efficient teash.::
s ghordhand arige from a proper appreclation of the fundamental
u.oliemss. According to hims - 0 CFo |
The teaching of shorthand is the p:’:"bblem é'f‘!tfainiﬁg . v
a skill connected with the ear to co-ordinate s 2
itself with a sccond skill also to be trained, which  Ge™™
is connected with the muscies of the fingersjy and
then, as a2 separate function; to train a third skill,
comnacted with the eye, to read back the results of
the other two. Finally, these three skills are to
be developed in the medium of the English Language;
a fact which in itself has important bearings on
the methods of development of all of them,

In training the car, {(association with sir-borne sound5 we must
admit that dictation is the essential basis. To develop this skill,
Hollznd (1976} writes that dictation must begin at the very 5éginning,
and the words dictated must be those which the sztudent has been
taught, and therefore the teaching of cutlines must immediately
precede dictation, This justifies preparation pefore dictation
and the development of shorthand theory. Holland concludes by
quoting the golden rule in medern methods of teaching: "N7yrer
let your students do longhand intce shorthand, but make them do
plenty of spoken words into shorthandi®

In the training of the fingers, Holland bhelieves that copying
should begin with the fiprst lesson and be carried through, right to
the end. In the early stages, it is plain and straightforward

copying. Students must however be encouraged to make their pens
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tr;%ei a; q;idk;} a8 ;hn 3é;£défa of neathess allows, and Caée should
be taken to prevent them from 'drawing! their strokes.

 The third skill is the training of the eye in reading back or in
tran5crip£ion; Par too much longhand pen-work is done in dﬁ} Eeachiné
today. This is as a result of the non~availability of typewrliters
in most of our schools. Generally speaking, except for test purposes,
pen=and=ink %ranacription shouid never take place during the
shorthand lesson, because according to Holland; "e.. to write
longhand during the shorthand hour is a deplorable wawte of

shorthand-teaching time,"

I3

In agreeing to this fact; Crank et al (197%) belieﬁe tha% éinee
typewritten transcripticn is the ultimate goal of all shorthand
instruction, it should be taught from the very beginning - during the
first semester. As the student advances, lncreased emphasis should
be placed on this very important skill in transcription.

In the development of reading skills, Crank et al say that if
reading skills in shorthand are developed effectively, students will
be able to progress from the word-recognition level; they will be
able to perceive thought units rapidly, without having to read such
or each outline separately.

Success in shorthand teaching is based on the feeling of
progress that the student has at the end of each lesson. Crank et
al agree that assessing performance (evaluation) is such a critical
component of the shorthand programme that should not be left out.

The student needs encouwragement and friendly admonition, guidance
and intelligent correction. He needs to be continously aware of

progress and of the particular targets he is aiming at, at any
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stage during his instruction, From all these, he will derive a
continuing satisfaction and susfainéa 1ﬁterest.. TR %:

Method in skill training according to Holland (1976) éah be
carried out cither by demonstration of the movements of the skill or
by oral instruction. It ig assumed that the teacher is a skilled
craftsman, and, in the case of shofthand, blackboard demonstration
and demenstration with pen and notebook are both of great importances
The student who can seec a skilled iovement taking place is desirous
of emulating the method by which the movement is carried out.

There is no doubt that no teaching situation is gtatic and no
two classes are ldenticalj the teacher is knowledgeabla about methods
and materials but selects according to the needs of the particular
¢lags he ig teachings According to McNicol (1968), some methods
arc used successfully by some teachers and not by othersy some
students react favourably, others unfavourably to one type of
material, This deoes not mean that any method, or any material will
doj there muat always be same sort of selection and the teacher
needs always to know why the choice is being madce
' A teacher setting out to teach shorthand to a class of students
always starts out with some initial advantages and some special
problems that will have to be solveda The initial advantages are
the interests 2nd the keeness of the students to learn the sublect,
which arise ocut of its relevance to their vocational needs which
thay realise, and also out of its complete novelty, and the
challenge that i1t presents. Furthermore, all the students begin

“at the scratch” knowing nothing at all of the subject.
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Teachers of shorthand spend considerable time establishing goals,
planning speed-building procedures, and setting evaluative standards,
Shorthand teachers need to re~sxamine thoroughly all dictation
materials and determine how these materials can best be used for
optimum progress in the development of shorthand skills, Since there
are many goals to attain during the years of teaching shorthand in
the secondary schocls and since class tine is limited, the shorthand
teacher must motivate the students to accept responsibility for
completing homework assignments and for mastering shorthand theory.
According to Grever (1967), the teacher then, can devote class time
to the development of dictation speed and of transcription skills
through the use of carefully selected materials and carefully
planned procedures. The carefully planned use of the right kind of
dictation speed building materials and transcription materials for
any level of skill development 1s an integral part of the process of
teaching shorthand.

Instructicnal strategies ¢an and must be develcoped to meet a
varjety of shorthand classroom situations, Whether the strategies
are in the areaé of theory development, practice dictation patterns,
curriculum materials, the transcription process, and even the Juevelop
ment of the teacher himself, no specific teaching model can be
prescribed to fit all classroom situationss However, teaching and
evaluating by preclse specified cbjectives is recommended, Good
Instruction in shorthand has always been and will continue to be an
Intricate and demanding activity. In agreeing with this, Busch |

(1962) =tates that:
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maybe everyene cannot teach allka, hut it stands
to reason that if shorthand teachers are not using
the right practices and procedures, they are not
going to achleve the best results.

Admittedly, no one knows esactly the right blend of practices and
the extent in which thay should be used. However, some research
studies have indicated very strongly that it has been and continues
to be recognised that shorthand is one of the more poorly taught
subjects in the busingss education or secretarial curriculum in the
secondary schoolsa . l

Sinee all shorthand instruction is geared towards the attainment
of certaln competencies needed on the job, the shorthand teacher must
First of all determine the kinds of competencies which form a ladder
to the terminal competency. Because, the learner mugt progress from
a low level toward & high level of learning, it is preferable to
speak in tarms of levels of learning, which in turn will assist the
teacher of shorthand,

Shorthand is still very much with us today, and by the
evidence of ohservation and involvement = alive and kicking. According
to Elsegood (1984), it is indced, already possible to produce shorthand
on a computer and possible to read the shorthand fed into a computer,
These facts, however, do not affect the truth that pecple will need
to write shorthand and read it back accurately for a long time to
come. So, we still need to teach it to future generations. The
point of issue is, are we teaching it as it should be taught now and

how will we teach it in the future?
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CHAPTER 3

3 ' _ METHODS AND PROCEDURES

In conducting this study, six major profeasional categories/
tasks of the level of importance and areas for shorthand instruction
were explored. The tasks were examlned under the following areas:

1, Curriculum planning, development and evaluationj

2. Instructional planning, execution and evaluation;

3, Classroom managements

4, Students' quidance and organisation;

5. School/Community relationship; and

6e Professional role and development of the teacher.

The study focused on both the ldentificatin and analysis of
professional tasks and instructional sitrategies in shorthand. The
researcher, thereafter, will make recommendatlions ef strategies for
improvement in shorthand instruction in Chapter V, The study,
therefora, was conducted to develop and valldate the advanced
strategies for improvement in the teaching of shorthand in the
gecondary schools.

Three major steps Wore taken to achieve the results of the
study. These conaisted of!

1. The review of literature in order to {dentify the

~ appropriate concepts on methods of teaching shorthandg
2, Development of a tentative list of professional
tasks and strategles for teaching shorthand: and

3, The validation of thase professional tasks and

strategies using the responses from business esducation

taachers.
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Questions on the prcfdssionﬂl tasks/cunpetencios and instructional
strategies were developed and administered as the questionmnaire to the

two groups of respondents.

3sL  pata Coiieggégg:

The data used in the study were collected through the
questionnaire earlier distributed and through the visits made to the
different institutions where the respondents were teaching. The
questionnalre was prepared in three parts;'

The first part of the questlonnalire dealt with the personal
characteristics of respondents, their opinions, academic attainments;
and aeneral information of the subjects of the study. The second
part covered the perceptions of the respondents on the level of
importance of the professicnal tasks, while the third part dealt with

shorthand Instructional strategles.

3~2 Populailon:

The study population comprised two groups of respondents. ALl
the Buginess Teachar Educators in the University of Nigeria, Nsukkaj
Ahmadu Bzllo University, Zarias and Alven Ikoku College of Education,
Owerri. qualificd to teach shorthand and all the Business Teachers in
the sccondary schools whoere ghorthand is taught in Imo State were
included in the study,.

3241 Business Teacher Bducatorg: These are the business teacher

trainers at the tertlary level qualified to teach shorthand, There
were twelve in all from the two universities (University of Nigeria,
Nsukka and Ahmadu Bello Unlversity, Zaria) and the Alvan Ikoku

College of Education, Owerri. The twe universities were chosen
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because they aﬁe the cnes that started offering busincss education
programmes before the 1979/80 academlc session. The College of
Education, was chosen because business education programme is offered
there and it is cwned and run by the Imo State Government where most of
the respondents in the secondary schools are teaching, Most of the
business teachers in the secondary schools in Imo State were trained

at the Alvan Ikoku College of Education, Owerri,

Table 3,1

Business Teacher Educators

Institution Jualification TOTAL
Doctorate | Masters Bachelors
Nsukka 1 3 - 4
Zaria 3 - 1 4
Owerri 3 1 - 4
Total 7 4 1 12

Business leacheors: These arve business teachers in the
Secondary schools in Imo State. They are either teaching shorthand op
are qualified by training to teach any of the skill subjects, The .
teachers, are drawn from the five zonal education areas of Imo State,
One_hundred and twenty=two cquestionnaires were distributed to this
grﬁup of respondents, One hundred and seventeen (95,9%) that were
duly completed and retwned were accepted. Five (4.1%) returned
questionnalres were not found adequate and usables Table 3,2,

shows a breakdown of this particular group of respondents. A total .



number of forty-=four (44) sccondary schools whiere business subjects

are being taught in Imo State were used for the siudy.

Table 3.2
Business Tecachers by Zones

Zonal Number Qualification
Education of Total

Areas Schools B,S¢c/ } NCE/ OND/ Others

B, e HND
Aba 10 T 13 8 - 28
Okigwe 8 3 10 3 - 16
Orlu 6 2 S 5 2 18
Owerri 12 5 17 9 - 31
Umuahia 8 4 14 5 1 24
Totrl 44 21 63 30 3 197

The instrument was, in most cases adninistercod to the respon-

dents personally by the researcher,

Permission was, of <ourse,

sought from the Ministry of Education, State Schools Management

Board and the principals of the different secondary schools visited.

In some other cases (very few), the researcher sent the questionnaires

to friends who helped in administering and returning duly completad

Onese

respondents for completing the questionnaire.

An allowance of between three to four weeks was given to

Where necessary,

particularly with the business t achers in the secondary schools

which the researcher undertook himself, certain clarifications were

made on items that were not clearly understood.
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Thé review of literature provided the neceasary information ‘
which was employed in the generation of'a preliminary list of profes. |
sional tasks and strategies for improving the teaching of shorthand in
sccondary schoolss This initlal list was submitted to the researcher's
thesis committec for commentse Their observations and comments were
useful In the develcopment of improved list of tasks and strategies,

The revised list consisted of nine major categories of
professional tasks broken down to twenty-three other minor professional
tasks needed by the business teacher, There were alse thirty
strategies for shorthand instruction, These were put in question form
and the respondents were requested to indicate, for each professional
task, the extent or level of importance attached its. For the shorthand
instructional strategles, the respondents registered the extent of
“heir agrecments and/or disagreements. The yesponse categories for
the professional tasks were - Very Important, Important, Somewhat
Important, Not Important, and No Opinion while that of shorthand
Instructional strategies were Strongly Agree, Agree, Undecided,
Disagrec, and Strongly Disagree.

Returned and usable guestionnaires were analyzed to dete;mine
which professicnal tasks needed by the chorthand teacher were
considered more important by the business teachers and the business
teacher educatars, The shorthand instructional strategies were also
analyzed to determine which of them are more acceptable to the
respondentss To facllitate analysis of the data, value scales or
polnts werc assigned to each of The tasks and shorthand instructional

strategies on the survey instrument in the following manner:
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For the Professional Tasks:

Verv Important 5 points
Important 4 points
Scmewhat Important 3 points
Not Important 2 points
No Opinion 1 point

While for "horthand Instructional Strategies:

Strongly Agree 5 points
Agree 4 points
Undecided 3 points
Disagree 2 peints
Strongly Disagree 1 point

In analysing the data, a mean/median score of 3,50 was seclected
as the dividing point, in each case, between important and not
important in the professicnal tasks; while acceptable (agree) and
wacconcable (disagree) in instructional strategies. The respoises
meceiving 3.49 and lower are considered not important and unacceptable.
This was considered appropriate because while "very important".
t"important" indieatc reasonably high levels of importance, "somewhat
important”, "not important", and "no opinion" indicate low levels of
importance and indecision. In the case of shorthand instructional
strategies, while "strongly agree", and "aagree" indicate degrees of
agreement "undecided", "disagrec", and "strongly disagree" indicate
to some reasonable extent indecision and disagreement.

The following statistical tests were employed in the study:

1, Frequency counts and prrcentages were used for some

statistical analysis of data,

2. A chi-square (x2) test was used to verify the degree

of independence of the category or status of the
business teachers on their responses,
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The mean szore for emch profescimnal task or shorthand
instructional strategy was obtained by adding the
ratings given to each item by the respondents and
dividing by the total number of respondents.
The spear.man's coefficlent of rank order correlation
rs was used to establish the relationship 1f any oxists
between the mean scores of the two groups of respondents.
A further statistic, - tha Z-statistic was computed to
test the (H,) Null Hypothesis of no significant
differences between menns of the two groups' responses
for each of the profesaional tasks and shorthand
instructional strategles. The Zwgcore technique used
for data analysis was to compare the mean score
responses of btes with that of hts. Examplcs of the
Z-scare technique formula used for Tables 4.9, 4,10
and 4,11 is as follows:~

z uxbta_xbt-o

—

-

e + OBt
Nbte Dbt

= mean score for busincss teacher educator
for a particular task or snorthand
instructional straiejy.

Xnt = mean score for business teachers for a
particu.2r task or shorthand instructional
strateyy

See ” standard deviation for bte,

Sht = gtandard deviation for bt,
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™4te = humber of business teacher educators

Nhy =~ number of business teachers in the secondary

schools,.



CHAPTER 4 o ' L
' " DATA ANALYSIS )

; The study was intended to identify the professional tasks and
nstructional strategles needed by the business teacher in teaching
shorthand.. Some background and general information dealing with the
respondents' personal chargcteristics were also got from the data

collecting instrument,

Table 4.1

RELATIONSHIP OF OPINION ON THE CLASS WHERE SHORTHAND
INSTRUCTION SHOULD BE INTRCDUCED WITH THE CATEGORY/
- STATUS OF THE RUSINESS TEACHER

Category of Business Teacher

Business Teacher

CLASS Educators Buslhoss Teachaug : Total Number
0 « E 0 g . E .
Valua Value Valge Value No. o
t 2 16.67 2.14 21 17,95  20.86 23, 17,83
I 5 A1,67 3481 36 30,77  37.19 41 31,78
ITT 5 41¢67 6405 60 51428  58.95 65 50,39
TOTAL 12 117 129
2 2.(
2 = 062 X2af8; p/405) = 5.991

0 Value = Obsetved value
E Valug » Expected Value
Table 441 indicates that about 509 of the total number of all

the respondents were of the cpinlon that shorthand instruction should
be introduced in Class III in the secondary schoolse The business
teacher educatars have equal percentages in their opinion for

Classes IT and ITI where sharthand instruction should be introduced.
There 1s a much wider difference in the case of the business teachers
in the gecondary schools. The table also shows a chiwsquare

{calculated) value of 0062, which with two degrees of freedom, was not
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sfafistically significant at .05 levels The non-significance at this
level c¢lecorly indicates that opinion on the class where shorthand
instruction should be introduced 1s independent of the category/status

of business teacher.

Table 4,2

DISTRIBUTION (F THE SIGNIFICANT ‘I'REN'DS IN THE TEACHING
OF SHORTHAND AND SHORTHAND TRANSCRIPTION

Category of Business Teachers

Number = 12 Number = 117 Total = 1lzv

Busjness Teacher Business Teachers All
Eduecators Respondents
No. % Noo % Nee %
Transcription 5 41,67 20 76493 95 73,64
Individual
instruction 7 58433 8 €.84 15 11,83
Functional Method 5 41,67 16 13.68 21, 16,28
Speed Development 4 33,33 78 66,67 B2 63,57
Reading Skills & 50.00 60 51,28 66 51416
Writing Skilils 5 41,67 102 87,18 107 82,95

Notet The frequencies and percentages overlaps

Table 4,2 shows that 58433 per cent of the businesg teacher
educators have the view that the most significant trend in the teaching
of shorthand emphasizes the individualisation of instruction in
shorthand while 50 per cent believe that the development of the reading
skills in the students is the most significant trend, The functional
method which may take care of reading and writing skills; transcripticn
and writing skills are rated equally with 41.67 per cent while speed
development 1s rated lowest.

On the other hand, the business teachers rate writing skills as
the most significant trend in the teaching of shorthand with 87.18

per cent; while individualised instruction scores as low as 6,84 per eni

5
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4.2  Reqularity of Shorthand Tests/Quizzes

The major textbooks commonly used in the teaching of (Pitman)
shorthand by the teaché;rs are the Pitman Shorthénd New Course {(New E.=z
Edition) and the Pitlan's Shorthand Instructor (New Era Edition).
Other books are used to supplement any of the major textbooks. The
two major textbooks present the principles of Pitman shorthand in a
logical a.rra;lgement and in small units of construction, each unit
being folliowed by an adequate amoumt of application,

As discussed in 2.5 of the literature review on page 26,
shorthand is a textbock course and most of the teachers follow the
textbook loglcal azrangemént very closely, Fc:ci-: thls reason, most of
the business teacher eduwators and the bu.s:tneés i‘:eachers themgelves,
tand to glve shorthend tests/quizzes, as Ehe case'may be, an weekly
basis when a particular unit of ingtruction mist have beon completed

oar at the end of each chapter., This fact is shown'clearly in Table 4.3..



Table 4,3

INFLUENCE OF THE CATEGORY/STATUS OF BUSINESS TEACHER

ON THE REGULARITY OF SHORTHAND TESTS/QUIZZES

Category of Business Teachers

REGULARITY OF

Total = 129

Number = 12
SHORTHAND Number = 117
Business Teacher All
s Educators Business Teachers Respondents
0 E 0 E
Value % Value Value % Value Ho %
Daily 2 16,67 1,86 18 15,39 18,14 20 15,50
Weekly 6 50,00 3491 36 30,77 38.09 42 32,56
Manthly 0 0 1,67 18 15439 16,33 18 13,95
End of each
Section/Chapter 4 33,33 44,56 45 38,46 44.44 49 37,99
TOTAL 12 ) sl 129

X - 3.

2
X (3df; p/e05) = 74815

Even though there is no general opinion, one would easily suppos«

that the regularity of tests/quizzes being on weekly basis and at the

end of each chapter/section will be more acceptable by the twe groups

of business teachers, Table 4,3 shows a chi-square (calculated) value

of 3416 with three degrees of freedom at 05 level,

There is

therefore, independence. The regularity of shorthand tests/quizzes

is independent of the status/category of the business teacher.
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INFLUENCE OF THE CATEGORY/STATUS OF THE BUSINESS TEACHERS
ON THEIR ASPIRATION TO HIGHER QWALIFICATIONS

Category of Business Teachers

Nurber = 12 Number = 117 | Total = 129

. Business Teacher Business Teachers All
RO Educators Respondents

0 E 0 E

Value % Value Value % Value "o %

Yes 5 41,67 ) 10,51 | 108 92,311 102,49 | 113 87,59
TOTAL 12 117 129
X2 = 25,65 X2(14f; p/.05) = 3.841

Table 4,4 clearly indicates that most of the business teachers in

the secondary schools aspire to improve on thelr present educational

and professional qualificationc.

A reasonable percentage of 92,319

of the business teachers and 41.67% of the business teacher educators

have the intention of attaining higher qualifications,

Ahspiration to

any higher qualifications is not applicable (as it may secam) to some

of the busincss teacher educators who already have their doctorate

degrees.

These group of respondents are included in the 58,33% of the

business teacher educators who indicated that they have %o intentions

to aspire for higher academic qualificationse.

The Chi-square (calculated) value of 25.65 is far greater than

the (hi-square (table) of 2,841 at .05 significant level,

This confirms

the cxistence of a systematic relationship between the aspiration to

higher qualifications and the category/status of the busincss teacher,
There is no doubt that some sort of ineservice training will be very

beneficial to a good percentage of the respondents whe indicated

willingness to acquire higher gqualifications.



Table 4.5

INFLUENCE OF THE CATEGORY/STATUS OF THE BUSINESS TEACHER
ON ALTENDANCE AT A SEMINAR, WORKSHOP OR CONFERENCE WITH
EMPHASIS ON SHORTHAND

Category of Business Teachers

Number = 12 Total = 129
RESPONSE Business Teacher N?mbi: Teiif . All
Educators Respondenis
0 E 0 E
Value ®  Value Value ® Value M© %
Yes 10 83433 2,05 12 10,26 19,95 22 17,0%
No 2 16,67 9,95 105 89,74 97,05 107 82,05
TOTAL 12 117 129
“ R
A" = 41,00 A (1af; p/e05 = 3,841

Table 445 shows that while 83,33% of the business teacher educa‘ovsg
have had the opportunity of attending, at least, one seminar, or some
sort of warkshop, or conference on shorthand on any skill subject in
business, only 10% of the business teachers have been able to attend suth
activitiess On the other hand while 16,67% of the business teacher
educators have not attended any seminar or workshop or conference up to
89,74% of the business teachers have not had the opportunity to attend
such activities. In a follow-up question, all the business teachers wiip
have not had the opportunity of attending any seminar or workshop or
conference indicated their willingness to attend if such should ever
be organised within the state.

It 1is My that the categary/status of the business teache:
influenced to a great extent whether one had the opportunity or not in
attending some of these seminars or conferences. Table 44,5 shows a
chi-square (calculated) value of 41,00 which is greater than the
chi-square table of 3,841 at .05 significant level. The result is
quite significant showing that the responses of the business teachers

differ in their attendance.
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DISTRIBUTION OF SUGGESTED TOPICS (AREAS) TO BE COVERED AT
SEMINARS, WORKSHOP, OR CONFERENCES

Category of Business Teachers

SUGGESTED Bum ;ezher Number = 117 Tomlazli?g

TOPTCS (AREAS) Educators Business Teachers Requndentg_
Curriculum plan-
ning development
and execution 6 50400 66 56.41 72 55,81
Instructional
planning, eXecCu—
tlon and evaluation 10 B3.33 70 - 59,83 BO 62402
Classroom
management for
sklll subjects & 5000 33 28,21 39 30,23
Students
guaidance and
ocrganisations 4 33,33 38 32448 42 324,56
School/Cottram
unlty relation :
ship 2 - 16487 8 6,84 10 T 75
Professlional
role and deve
lopment of the
business teacher 9 7S.00 83 094 92 Ti,32

Note: The frequencies and percentages overlaps

Table 446 indicates that while the business teacher educators
rate instructional planning, execution and evaluation highest, with a
percentage value of 83,33%, the business teachers in the secondary

gchools feel that the professional role and development of the business
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teacher should be eonsidered most in amy such seminars, workshops, |

or conferences whenever organised. Past studies(Amaefule 1974;

Fafunwa 1976; Emeruem 1985) have all shown the impprtance of the

davelopment of any teacher both professionally and otherwisc. The
respondenty have also confirmed this aspect as being Important too
in Table 4.6, along with areas in instructional planning, execution

and evaluation; 62,02% and Curriculum planning, developuent and:

execution 55.81%.

Table 4.7

RELATIONSHIP OF RESPONDENTS* SUBSCRIPTION TO A BUSINESS

JOURNAL WITH THE CATEGORY/STATUS OF THE BUSINESS TEACHER

Category of Business Teacher

. _ Number = 12 Munber = 117 Total » 129
RESPONSE Business Teacher { Business Teachers AXl
Educators Respondents
Q E V] E
Valye % Value | Value % Value No %
Yoz 11 91.67i 2,23 13 11,11 21,77 24 18,60
No ' 1 Ba33) 9,77 1104 B8,89]95,23 105 Bl.40
TOTAL 12 117 129
«2 = 46.6 X2(1df3 p/.05) = 3.841

Table 4.7 indicates that while 91,67 of the husiness teacher

educators subscribe to a business journal in order to keep abreast with

any new developments in their field of specialty, the business teachers

seem to be more concerned with other things which may be outside the

scope of this study. Only 11411% of the business teachers subscribe o

any business jowrnal while a majority of 88.89% do not,

This lack of

kecping abreast with new developments in one's specia) area, normally

published in the journal, makes it very difficult for the business

teachers to change thelir methods of shorthand instruction.

Jz._f
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The Zable 4.7 shows & chi-squarae (X2) calewlated valus of 46;é
which is greater than the chi-square (X table) value of 3,841 with
a ohe degree of freedom at .05 significant level. There is no doubt
that there is a relative Influence or relationship of cateqory/status

of the business teacher on a journal subscription.

Table 4.8

RELATIONSHIP BETWEEN THE CATEGORY/STATUS OF THE BUSINESS
TEACHER AND THE URGE TO BELONG TO AN ASSOCIATION OF
TEACHERS OF BUSINESS SUBJECTS

Category of Business Teacher

Number = 12 Number = 117 Total = 129
RESPONSE Business Teachep All
Educators Business Teachers Respondents
0 E c E
Value % Value Value % Value No ¥
Yes 22 100 5.30 AS 38,46 51,701 57  44.19
No - - 6.70 72 61.54 65.30 72 55081
TOTAL 12 117 129
X2 = 16,77 | %2(14£; p/.05) 3.841

Table 4.8 shows that all the business teacher educators belong to
at least one assoclation for business teachers, while only 38,46% of the
business teachers in the secondary schools belong to an association for
teachers of business, It should be noted, however, that most of the
business teachers in the secondary schoolz who are members of an
association of teachers of business have just registered in or with
the Nigerian Association of Business Educators (NABE) which was
launched sometime early in 1985. They Indicated this fact in an
answer to a follow~up question asking them to state the association
they helonged to. Despite the recent launching of the new

association (NABE), 61.54% of the business teachers do not belong
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to any assoclotion where they can exchange ideas with other people
who have a common interest with them,

The chi-aquare shows a very significant result. The cﬁi—square
CK?) calculated value of 16,77 is greater than the chi-sguare
CX? table) value of 3,841 with a one degree of freedom at .05 level.
The wge to belong to an assocliation of teachers of business subjecis

is dependent on the category/status of the business teacher.

Table 4.9a
RANK ORDER OF THE MEAN SCORES OF RESPONDENTS® PERCEIVED
LEVEL OF IMPORTANCE COF THE PROFESSIONAL TASKS BY THEIR

CATFGORIES
Category MeanBTE Me:: B
Scores Rank| Scores Reri:
A, Curriculum planning, development and
execution - 4,67 3.5 40,54 K]
B, Instructional planning 1,83 1.5 4,31 5
Cs Instructicnal execution 4,33 5 4,64 2
D. Instructional ewvaluation 4,67 3.5 4,33 4
E, <Classroom Management 4408 6.5 3.74 7
Fo Students' Guldance 4,08 6.5 3,82 6
G. Students® Organisation o 3.67 8 3,18 8
Hs School/Community Relationship 3,42 9 3,10 9
I, Professlional role and development
of the business teacher 4,83 15 4,68 1

i
A R LW e T

The level of importance of the professional tasks by their
categories which show the major areas are indicated in Table 4,9a above.
The mean scores ranged from 3,10 to 4.83 for the nine major categories

of professional tasks as percelved by the two respondent groups.

W3 p———————
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Each category receiving a mean score of 3.5 and above is considered
acceptable (see page 40). Both the business teacher educators (BTE)
and the business teachers (BT) in the secondary schools regard
Category H . School/Community relationship as not being very important.
hence the low mean scores of 3,42 and 3,10 respectively. It is
pertinent to cbserve that while Category G - received 3.18 mean scove -
an unacceptable mean score from the business teachers in the secondary
schools, the business teacher educators had an acceptable mean soore
Of 3467, This mean soore 1s quite low as compared with the mean scoveg
of other major categories of the professional tasks needed by the
business teacher in the teaching of shorthand in the secondary school.

In order to test the extent of agreement between the way the
business teacher educators and the businaess teachers rated ar measurce”
the professional tasks by categories, the Spearman'’s Rank Order was
applied wlth the formula:e

2

rﬂi-ﬂ'-—ﬁu—-—

n(n?1)
whare d = difference between the ranksj and
n = number of categoriaes

A result of r, = 0.81 was chtalned, showlng that there is a strong
correlation hetween the ranking of the categaries of professicnal
tasks by the two groups of respondents. This means that the Importanée
of the professional tasks by thelr categories are independent of the
status of the business teachers.

In arder to test the hypothesis of no significant difference
between means, the Z statistic with probabllity (p) approximating tc
the normal curve was computed for each of the categories of the

professional tasks., The following Table 4.%9b shows a summary of th:

tasks ™
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Table 4,9
DIFFERFNCES IN MEANS OF THE PERCEIVED LEVEI. OF IMPORTANCE

OF THE PROFESSIONAL TASKS BY CATEGORIES BETWEEN BUSINESS
ToACHER EDUCATORS AND BUSINESS TEACHERS

Z=3core® Significant

Respondent  Number Mean  Standard

Category Sroup () {X) DE?i?tion Level
p= .05
BT 117 4,54  0.86
8. BTE 12 4,83 0,14 6,5 8
BT 117 4,31 0,79
C. BTE 12 4. 33 0094 '10 1-1 m
BT 117 4464 062
D.  BIE 12 Ne67 0439 2,43 8
‘ BT 117 4- 33 0.91 e
B, RTE 12 4,08 0,86 1,31 NS
B 117 3,74 0,97
P. RTE 12 2,08 0,76 1,04 NS
BT 117 3,82 1,22
G BTE 12 1,67  0.85 1,82 NS
BT 117 3,18 1,09
H, BTE 12 3,42 1,26 0.84 NS
" BT 117 3,10 1.10
Ta BTE 12 4,83 0,37 1,15 NS
BT 117 4.68  0.82

Table value 2 = 1,96 at ,05 level
NS = Not significant
S5 = Significant
® = For the computatlon of the Z-scores, refer to Appendix

The hypotheses were broken down and treated with two tailled test of
difference boetween two means at the 0,05 level of significance, For a

difference of means to be significant, the z.statistic must be critically
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non-zers at 0.05 lcr=l, which is assumed to he the usual level of
significance in the Social Sciences.

The null hypothesis Hys Ry, =Xpg stated that

There is no signlficant diffcrence between the business teacher
educators’ and that of the business teachers' perceived level of
importance for each of the professional tasks by categories,

Alternative Hypotheslis 1t

Hyt Ry, # T stoted that

There is significant differcnce between the business teacher
educators! and that of the business teachers' percelved level of
iﬁportance for each of the professlonal tasks by categories.

In Table 4.%h, the Z.score 1s given for each of the categories
of professional tasks which are tested for hypothesis 1. The
categories whizh are not significant (NS) are not discussed further,
For sach of those categories with NS, the nul) hypothesis 1s retained
and therefore upheld, For the categories which have statistical
.significant difference, the null hypotheses are not supported by the
data collected and are therefore rejected. These include category B
with the Zegtatistic of 6.5 which is significant at the 0,05 level.

Z(caleutated)8e57 Z(tab1e value) 1096
Therefore the null hypothesis is not supported by data and ls rejected.
The alternative hypothesis is accepted. Thils therefore means that for

Hypothesis 1(h): Instructicnal Planning. |

The null hypothesis Hgj: Rbte = Rbt gstated that

There 13 no significant difference between the business teacher
educators! and that of the businers teachers' perceived lewel of

importance for category B of the professional task. 7T



Alternative Hypothesis 1(b):

Hy: %, # %ot stated that: |

There is slgnificant difference between the business teachep
educators! and that of the business teachers' perceived level of
importance for category B of the professional Laska

The estimated standard error was 0.,08. The lower and upper
limite of the two talled graph were 0,36 and 0.68, In otherwords, at
least 36% to at most 68% of the respondents show significant
differense In thelr percepticn of Instructional planning as a

professional task required by the shorthand teacher.

Hypothesis 1(d): Instructicnal evaluation:

There ig no significant difference between the business teacher
educatorsg' and that of the business teachers' perceived level of
importance for category D of the professional tasks.

Alternative Hypothesig 1(d):

There Ls significant difference.

)2.433‘* z 6

Z{calculated (table value) *%¢
The null hypothesis is rejected. The alternative is accepted.
The estimated standard error was 0,14
The lower and upper limits of the two tailed graph were 0.07
and 0.61. In otherwords, at least 7™ to at most 61% of the
respondents show significant difference in their perception of

instructional evaluatlon as a professional task required by the

shorthand teacher,



Table 4.10a

RANK ORDER OF THE MEAN SCORES OF RESPONDENTS'! PERCEIVED
LEVEL OF IMPORTANCE OF THE PROFESSIONAL TASKS REQUIRED
BY THE SHORTHAND TEACHER

57

7

11

18

13

1.5

1.5

16. f

BTE
Meon Mean
Professional Task Pt Rank Sooiad
1. Plans an educational programme
in shorthand 4033 12 L.21
2, Ewaluates shorthand curriculum 4.75 1 3.97
3. Developd shorthand programme in
the secondary school 458 4 4226
4, Applies different approaches to
curriculum development 2.33 12 3.54
5. Designa & course unit in short.
hand 4,25 16 3,87
6, Plans a suitable shorthand
lesson 4.50 645 4428
7« Selects suitable instructlional
resources 1450 645 4.18
8., Formulates precise objectives
for the guidance of instruction
9. Applies basic instructional
strategies 4,50 665 4,29
10, Demonstrate's the expoert's
pattern 4,67 245 4,30
11, Possesses the ability to
utilise efficient teaching
strategies to develop shorthand
skills 4,67 2.5 4e36
12 Evaluates performance of
students 4242 o 4,36
13, Ewvaluates students with simple
diagnostic tests 4417 18,5 3,59
14, Applies classroom management
strategles 4.33 12 3.51

19



Table 4,102 (continued) 58

BTE BT
Mean Tean
Professional Task Scores Rank Scores Rarks
E 15, Projects instructional resource
needs and budgets 3.63 20 3.26 22
F 16, FProvides safety for students
in class 3.42 21,5 3.27 21
F 17. Provides students with infor-
r.tion about careers in
business 4433 12 4,03 10
F 18, Counsels students wisely about
carcers in business 4425 16 4,10 9
G 19, Establishes a business
education organisation for
students 3.12 23 3,33 20
H 20. Maintain a good intra-school
relationship 3,42 21,5 3,08 23
I 21. Upholds the philesophy and
goals of the profession 4,17 18,5 3.59 16,5
I 22, Contributes to professional
service 4425 16 3,62 15
1 23, 15 involved in using research
results that relate to learninc
and instruction 4233 12 3.74 14

Theé mean scores ranged from 3,06 to 4,75 for the 23 professional tasks
as perceived by the respondent groups.

In Table 4,10a, the professional tasks developed from the major
categories are percelved to possess different importance levels by the
two groups of respondentse. Tasks F 16, G 19, and H 20 possess mean
scores below the acceptable mean score of 3.5 for the two groups of
respondents. The low mean scores for tosks G 19 and H 20, confirm
the low mean scores recorded in the major cateqgories of the profes-
sional tasks for G and H in Table 4.%a.

The Spearman's coefficient of rank order correlation (rsl was

also used in order to establish the relationship which exists



{mportence of professional tamka and the status of the business
teachers, In othar words, r_ was used to test the extent to which the
pusiness *eacher educators and business teachers ratad or measured the
professional tasks needed by the shorthand teacher the same way. A
result of r_ = 0.803 was also obtained showlng that there is a strong
posit’ve correlation between tha rah;ting of the professional tasks cy
the two groups of respondents. In other words, the levels of
importance of the professional tasks are indaependent of the statue
of the business teachers. |

In order to test the hypothesis of no sigaificant aiffarence
petween the means, the z-statistic with a prabability (p) approximating
4o the normal curve was computed for each of the professional tasks.
Table 4.10b shows a summary of the calculations for the z~scores for

each of the profesgional tasks.



Table 4,10k

DIFFERENCES BETWEEN MEANS OF THE PERCEIVED LEVEL OF
IMPORTANCE OF THE PROFESSTONAL TASKS BY THE BUSINESS
TEACHER EDUCATORS AND THE BUSINESS TEARCHERS

_ ' ' Humber Mean  Standard Z-Score Significant
Category Respondent an ) Deviation Level (p}
( s ) p = 05
A 1. BYE 12 4433 0.75 0,52 NS
BI 117 4s2% 0,96
A 2. BTE 12 4,75  0.43 5.06 g0
BT 117 3,97 0.98 .
A 13, BTE 12 4458 0,49 1,03 NS
BT 117 4426 0.82
B 4. 0OTE 12 4,33 0.62 3,95 5
BT 117 3,54 0u87
B 5. BTE 12 4e25 0.83 1.46 NS
BT 117 3.87 1,11
B 6. BTE 12 4.50  0.65 1411 NS
BT 117 4,28 0,77
B 7. BTE 12 4,50 0465 1,52 NS
BT 117 4.18 1,04
B 8, BTE 12 4,50 Ca76 2,42 3 .
BT 117 3,92 1,01
C 9. BTE 12 4.50 0.87 0.01 NS
BT 117 4429 0e81
c 10. BTE 12 3,67  0.47 2.17 5
BT 117 4430 1011
c 11i. BTE 12 4467 0.562 1,55 NS
BT 117 4436 0.98
D 12. BTE 12 4042 0.64 0.3 NS
BT 117 4436 0.80
D 13, BTE 12 4,17 0,69 .64 s
BT 117 3459 0,89
E 14, BTE 12 4033 0,75 3,57 s'

BT 117 351 0.82
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Table 4.10b (continued)

Standard

Number Mean Significant
Category Respondent Deviation 2-Score
IS S) (s) Level (p)
P = 405

E 15, BTE 12 3.83 0,69 2459 5

BT 117 3,26 1,02
ro16. BTE 12 3,42 0086 0u56 NS

BT 117 3427  1.21
P 1% BTE 12 433 062 1.5 NS

BT 117 4,03 1,03
F 18, BTE 12 4,25 0,66 0.71 NS

BT 117 4,10 1,00
G 19, LTE 1z 3,122 0.9 0475 NS

BT 117 3,33 1,11
H 20 BTE 12 3,42 1,04 1.06 NS

BT 117 3.08 1,04
I 21. BTE 12 4,17 0.9 2,00 S

BT 117 3,59 1,38
1 22 BTE 12 4e25 0,72 2.74 S

BT 117 3,62 1,08
I 23, ETE 12 4433 0,62 2091 s

BT 117 3.74 1,12

*Table value for Z = 1,96 at 05 level

Hypothesig 2: H_: R, = %, stated that

There is no significant difference between the business teacher
educators! and that of the business teachers' perceived level of importance
for each of the identified professional tasks required by the shorthand

teacher,

Alternative Hypothesis 2: There is significant difference.
Hyt Rppe ¥ For
In Table 4410b, the Zescore is given for each of the professional
tasks which are tested for hypothesis two. The professional tasks that

showed no significant difference (NS), are not discussed further,
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For each of these professional tasks, the null hypothesis is retained
and therefore upheld.

The professional tasks which are noted with 5 - have statictical
significant differences at 0.05 level., The null hypotheses are not
supported by the data collected and therefore are rejected. These are:

Veriable A2: Evaluates shorthand curriculum

06 = Z(tapnle value) ¥*%8

z(calculated)S

The estimated standard error was 0.,15. The lower and upper
limits of the two tailed graph were 0,49 and 1.07, The respondents
show significant difference in their perception of evaluation of
shorthand curriculum as a professional task required by the shorthand

teacher.

Variable B4t Applies different approaches to curriculun
development

3,95 > Z 1.96

%(calculated) (table value)
The estimated standard error was 0.2. The lower and upper limits

of the two tailed graph were 0,4 and 1,18, The respondents show some

significant differences in thelr perception of the application of

different approaches to curriculum development. The null hypothesis

is rejected.
Variable B8: Formulates precise objectives for the quidance
of instruction in shorthand
—
%alculated)®*d? 7 Ziianie value) 2¢%

The estimated standard error was 0,24. The lower and upper
limits were 0,11 and 1,05. The respondents show some significant
differences in their perception of the importance of the formulatlon

of precise objectives for the guidance of instruction in shorthand,
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Variable D13: Evaluates students with simple diagnostic tests

2064 = Z(table value)1'96

z(calculated)
The eg.imated ctandard ervos was 0,22, The lower and upper
limits were 0,15 and 1,01, The respondents show some significant
differences in their perception of the importance of the evaluation
of stude ts with simple dlagnostic testz, The null hypothesis is
rejected,

Variable E 14: Applies classroom management strategieg

57 > 2

(table value) *°

Ycalculated)>*
The ectimated standard error wag 0,23, The lower and upper
limiks were 0,37 and 1,27, The respondents show some significant
differences in thelr perception of the importance of the application
of classroom management strategles as a professicnal task requlred by

the shorthand teacher. The null hypothesls is rejected.

Variable E 15: Projects instructional resocurce needs and

budgets

)2.59 = 2

(table value)i'96

z(calculated
The estimated standard error was 0.22. The lower and upper
limits were 0,14 and 1,00, There is significant difference. Tharefore
the null hypothesis is rejected.

Variable I 21: Uphelds the philosophy and acals of the
Profession

L0 > 2

(table value) 1*2¢

%(ecatcutatea)
The estimated standard error was 0.29. The lower and upper
limits were 0,01 and 1,15, There is significant differeonce and

therefore the null hypothesis is rojected,



Vapiahle I 223 Contributes o profesgional service

1% > 1,96

%( calculated) %* Z(table value)

The ez imated standard erroi was 0,23« The lower and upper
limits waoe 0618 and 1,08, There is significant diffeprence and
therefore the null hypothesis ls zwjected.

Va iable T 23: Is involved ip using research results
that relate to learning and instruction

2,81 > z

{table Value)1°95

2(caleulated)

The estimated standard errcr was 021 The lower and upper
limits ware 0,18 and 1,00, There 1s significant difference and
therefore the null hypothesis 1s rejected.

However, it will be ncted that in each case the business teacher
educators rated the level of importance for the professicnal task
higher. The business teachers rated the varlables high toec, but not
as highly Important as the business teacher educators regarded as
exparts would axpect.

Table #4e1lla

RANK ORDER OF THE MEAN SCORES OF RESPONDENTS' AGREEMENT
OR DISAGREEMENT TO SHORTHAND INSTRUCTIONAL STRATEGIES

BTE BT
Shorthand Instructional Mean Mean
Strategies Scores " geores K

1, Teach a lesson a day ‘ 4450 15 3.00 30
2. Have students write words correctly

with accuratc proportions and on

the line of writing 4,75 Be5 4456 3
3. Roview lessons by placing sample

theory words on the chalkboard 4425 19.5 4,08 14
4, Explaln appropriate principles 4,50 15 4459 2

5. Drill short forms, derivatives
and phraszes 4475 a5 4,54 4



Table 4e.11a (continued)
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O - ” e

Shorthand Instructional HeanBTE MeanBT
Strategies Searts Rank Serres Rank
6, Write snorthand outlines on the
chalkboard during class perilods 4,25 19.5 4036 8,5
7« Vary classroom activities so that
all theory is not presented in a
sinole-time block 4,67 11 4,18 13
8. Continue theory development through
the shorthand training programme 4467 11 3,56 23
9, Preview and review words on the
board which are selected from
dictation speed material 4450 15 4431 10
10, Refine theory further during
dictation speed building by post
viewing 4,08 2645 3.67 21
11, Use homewark notes for typewritten
transcription exercises Ael? 22,5 3,41 25
12. Give theory quizzes at the end of
cach chapter 4,17 2245 3.95 1645
13, Have students begin reading in the
first class 4.67 11 3.23 27
14. Teach students to spell rapidly 4,83 3.5 3.95 16,5
15, Have individual students read
aloud from printed materials or
homework notes 192 1.5 4449 5e5
16, Teach students to dry=pen as
they read 4,08 26,5 3.54 24
17« Devote about onc-fifth of every
class perlod to reading 4,17 2245 3,64 22
18. Analyze ceading difficulties so
that corrective measures can be
taken 4,08 2605 4,23 12
19. Establish and emphasize reading
rates for individual students 4,08 26,5 3,92 18.5
20, Prompt quickly when a student
pauses or hesitates on a word
when reading 3,08 30 3,10 29
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Table 4e1la {continued)

Sherthand lInstructional BTRE

{ BT
Strategies © Mean . | Mean
S¢ores Rank i Scares Rarnk

21, Sec veauling goals 3.92 29 3,90 20
z2s Introduce writing on the first day

of shorthand lesson And2 1745 3,36 26
23, Opgorre students as they wrilte 4,92 1.5 4,38 7
24. Check outline construction and

proportions 1,75 6.5 4,61 1
25. Asgiet students to dovelop

sustained writing abllity 4,75 6.5 4,26 11
26, Glve dictation for speed develop-

ment each legson period 4,67 11 3,92 18,5
27, Proview difficult words on the : _

chalkboard before giving

dictation 4467 11 4,36 8,5
28« Allot about one-half of every

rlass perind to dictatioua (after

theory has been completaed) hed2 17.5 4,05 15
29. Introducc typewritten transcrip.

tion ear'y enough (after about a

term when shorthand was begun) 4a17 22.5 3,18 28
40, Emphasize mailable transcripts 4,83 3,5 4,49 545

- o - po. [T Y

The mean scores ranged from 3,00 to 4,92 for the 30 shorthand
instructional strategles as percelved by the respondentsa
Responses for tho strategies in the above Table 4,11a show that ftem
nutber 20 has an outright "unacceptableY mean scores of 3,08 and 3,10
for the bhusihess teacher educators and the businesgs teachers respactively.
For the business teachers in the secondary schools, there are five
more 'unacceptable" mean scorces. These are for item numbers 1, 17, 13,
22, and 29, These arec all in the areas of shorthand theory development,
reading skllls, writing skills, cpeed development, transeription skilis

and the evaluation of performance of the students,
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In order to test the extent of agreement between the way the
business teacher educators and the business teachers rated or measured
the shorthand instiuctional stirategiles, the spearman's Rank order was
also applieds A result of r, = 0.584 was obtained showing a rather
weak posltive correlation between the ranking of the shorthand

instru-tional strateqies by the +wvo grouns of respondents.

Table 4.11b

DIFFEKENCES BETWEEN MBEANS ON AGREEMENT OR DISAGREEMENT
O SHORTHAND INSTRUCTIONAL STRATEGIES BETWEEN BUSINESS
TEACHER EDUCATORS AND BUSINESS TEACHERS

Serial Standard Significant
Number Respondont  Yowber "f‘“‘ Deviation Z=Score Level
(N) (X} (s) P = ,05
T 2K 12 4,50 0.67 519 S#
Br <17 3,00 158
20 BTE 12 4675 0,60 1,06 NS
BT 117 4056 0.5
3. BTE 12 4e25 0,92 0,61 NS
BT 117 4,00 0.82
4e BTE 12 4,50 0,87 0.35 /z/ NS
B pets i | 4459 0,53
5. BT!:: 12 4. 75 0. .l ?-a L NS
BT 117 4e54 0,78
Ge BTE 12 4.25 0.6G0 031 ,3/ NS
BT 117 4,36 051
7. BTE 12 AeB7 047 3.27 s
BT 117 4418 0.76
Be BTE 12 4,67 0447 6,53 s
BT 117 3.56 5 £
9. BTE 12 4.50 0.50 1,19 NS
BT 117 4431 0,84
10, BTE 12 4,08 0.86 1,58 NS
BT 117 3.67 0475

Table value for Z = 1,96 at 05 level



Table 4.11b (contirued)

&8

Standaid Significant
Number Respondent Nurrbey M?an Devliaticn  2-Score Level
{N) ()
(s} p = 05

11, BTE 12 4.7 0.69 3,45 3
o 117 3.41 094

124 B1E 12 4.17 0,90 Q.76 NS
BT 117 3,95 1,33

13, BTE 12 AaG7 0.47 Ta2? 3
BT 117 23 1456

14, BITE 12 4,83 037 ‘1o 04 S
BT 1i7 3.95 Q.70

15. BPTE 12 4292 0408 13,03 S
BT 117 4419 Ca2?

16, BIE 12 4,08 Ce74 2435 5
BT 117 3.54 1.02

17. BTE 12 4,17 0.47 2,31 e
B 11y 2.6 0a.932

18¢ BTE 12 4008 00‘11 1325 ,';23(, NS
BT 117 4q23 0,38

19, BTE 12 4,08 1.24 0,43 NS
bl 117 3,92 0,87

20, BIE 12 3,08 132 0,05 /z/ NS
BY 117 3:20 1.17

21. BTE 12 3,92 0.95 N.07 NS
BT 117 3.90 0,76

22, BTE 12 4042 1,11 3,03 s
BT 117 3636 1,48

23, PE 12 4092 0,28 5.09 [
BT 117 4,38 075

24. PTE 12 4,75 0,60 0,78 NS
BT 117 4061 C.65

25. - BTE 12 4475 0,43 1,50 5
BT 117 4026 0,75

26, PTE 12 4,67 0.8% 2.88 5
BT 117 3.82 1,07

2% BTE 12 4,67 0.47 2.21 5
BT 117 4436 0u.51

Table value for Z = 1,96 at .05 level
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" Strategy 1: Teach a lesson in shorthand a dave.

ke, A s g S P

- -
% caloutated) > 22 - Z(taple) te?®

Ertimated stondard error = 0,29, The lower and upper limits of
the two tnlled graph woere 0,93 and 2.07. The difference between the
agresmeiit or dlsagreement to teach « lesson in shorthand a day range

from 0,93 to 2,07. The business teacher educators rate the strategy

highev. At worst by 0093 and at hest by 2407,

-

T
Z(calculated)3’27 - z(table)1'96

Estimated standard error = 0,15, The lower and upper limits of

the two tailed graph were 0,2 and 0,78,

Strateqy 8:  Continue theory develomment throusgh the
shorthard tendndieg yiogrmume

6.5 > 2 eanre) 1096

é(calculated)

Eckimoted standard crror = C.17. The lower and upper limits of

the twe tailed graph were 0,78 and 1,44,

Strmategy 11 Use homeworx notes for typewritten
transcripcion

4(calculatad) > *d = %(table) 2+%6

Egtimated standard error = 0.22. The lower and upper limits

of the two tailed graph were 0,33 and 1.19,

Strategy 13: Have students begin ¥eading in the first clasg

e
Z( cateutated) 7*27 =7 Ztabre) 1096

The estimated standard error was 0,158, The lowes and upper

limits of the two talled graph were 1,05 and 1.83,
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Streteqy 14: Teach atudents o spell raoidly
Z(catcutated) P04~ P(papre) o9

The ectimated standard error was 0,125, The lower and upper

limita of the two talled graph were 0.63 and 1.13.

Strategy 135: lHave individual students raad aloud from vrinked
- materinls or homework nokes

13.03 > 2

(table) 1+ 78

%(calculated)
The estimated standard error was 0.033, The lower and upper

limits of the two talled graph were 0437 and 0.4%.

Btrateqy 16: Teach students to dry-pen as they read.

2,35 > 1,96

Z(calculated) “( table)
2 estimated standard error was 0,23. The lower and upper

limits of the two tailed graph were 0,09 and 0,99.

Strateqy 17: Devote about one=fifth of every clags period
Yo reading,

3,31 % 2 1.96

Z(calculated) (table)
The estimated standard errcr was 0.,16. The lower and upper

limits of the two talled graph were 0.22 and 0.84.

Strategy 22: Introduce writing in the fipet day of
sherthand lessone

3,03 > 2

(taple) a6

Z(caleulated)
The estimated standard error was 0,35, The lower and upper
limlts of the two talled graph were 0,37 and 1.75.
Strateqy 23: Observe students as thoy weite
2 catculated)® 9 = Z(tapye)te®
The estimated standard error was 0.106. The lower and upper

limits of the two tailed graph were 0,33 and 0.75.
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Strateqy 25: Assist students o davelop sustalned writing
ability. '

3,5 > Z( 410y 1%

z{calculated)
The estimated standard error was Q.14. The lower and upper

1imits of the two talled graph were 0622 and 0,764

8 rateqy 263 Glve dictavions for speed development each
lasson period.

,2488 > «95

Z(calculated Z(table) !
Estimated standard error = 0,26,

The lower and upper limits were 0,24 and 1.26.

Strategy 27: Preview difficult words on the chalkboaxd
before qiving dictation.

47> 2

(table)i‘96

Z(calculated}z'z
Estimated standard error = 0,14

The lower and upper limits were 0,04 and 0.58.

Strateqy 29: Intreduce typewritten transcription early
enough_(aftcr about a term when shorthand

was begun}

atea) 230 7 Z(ie0)1e96

z(calcul
Estimated standard error = 0,23
The lower and upper limits were 0,54 and 1,44,

Strateqy 30: Emphasizc mailable transcripts.

2,61 > 2

Estimated standard error = Q.13

1.96

z(calculated) (table)

The lower and upper limits were 0409 and 0,59,
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CHAPTER 5

5 SUMMARY, CONGLUSIONS AND RECOMMENDATIONS
5.1 Summary it s e

The study was designed to identify the levels of importance of

the professional tasks needed by the business teacher in teaching
shorthand in the secondary schools., It was also designed to advance
strategies for the teacher to improve the teaching of shorthand,

Having analysed the responses from the questionnaire, this
chapter discusses, summaries and interpretes the findings.
Educational implications and recommendations are also made along with
suggestions for further research to cover these areas in greater
detall,

Nine major categories of professional tasks were broken down to
twenty-three minor tasks (Tables 4.9 and 4.10). Thirty shorthand
instructicnal strategies were also completed by the respondents
(Table 4.11), Observations of the analyses of the professional
tasks and the shorthand instructional strateqgies reveal that the
business teacher educators rated theirs slightly higher than the
business teachers in the secondary schools. Some of the
differences in the ratings are, however, not statistically
significant.

It was also, found that the major categories of the
professional tasks were very important and therefore, are needed by
the business teachers like any other professionally qualified
teacher in the performance of his duties. Both the business
teacher educato#s and the business teachers seem to agree that the
School/Community relationship is not so much an important
professional task needed by the business teacher in teaching

(see Table 4.9a)e. This could be attributed tso the fact that
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aiﬁﬁéugh Ehe schoéis e#ist within a éociéff; fﬁé achodlfcoﬁmunify
relationship has no direct effect on the elassroom instrucitions,

The business teacher's competency also in category G on Student
organisations, was rated a little higher, though regarded as neot so
important. The same fact or effect can he seen to bear on student
organis-lion that even though may be impertant, will not necessarily
be rcquired by the teacher before he can carry out instructicns in
the classroom, This particular category may be necessary in the
classrocm Instructions where the teacher makes effective use of
student groups.

It was also found out that irrespective of the academic
quallficatlions and status of the respondents, coupled with where
they were teaching, there seems to be some sort of agreement on the
profasglonal tasks needed by the business teacher in the performance
of his duties,

in Table 4,10a where the major categories of professional
tasks are brcken down to simpler tasks, almost the same pattern of
rating iz maintained by both the business teacher educators and the
business teachers. Two other tasks in the areas of student guidance
and classroom management had low mean scores even though higher
than the previcusly mentioned ones., Most teachers in the secondary
schocls do not feel 1t is important for them to project instructional
resource needs and budget for them, slnce the school system in which
they operate hardly ever_ considers the views of the classroom
teachers In such matters. Basides, the teachers do not control any
votes,; but ideally, the teacher knows better what instructional
resotrees are needed for him to carry cut his teaching efficiently

and effectively.



52 CONCLUSIONS

From the analysis of data shown in Chapter Four and the summary
of the findings, the following conclusions have been drawn from the
study:

1. The profeseional tasks by categories with the excepticn of
two are rat:2? as important pre-icrvice competencies needed by the
prospective business educator who wishes to teach at the sccondary
school levels They therefore, need to be included in teacher
education curriculum, The other two categories which are not so
highly rated as important are students organisations and school/
community relationship which may depend on the arcea in which the
school is situated. For this reason, the teacher is also somehow
expected to adjust his strategies while assicting the students in
their organisations.

2. The business teacher recuires a good knowledge of the
professional tasks in greater detail and be able to apply them at
different times like any other trained teacher, in order to teach
shorthand efficiently and effectively (See Table 4,10).

3« The business teacher with a good knowledge of the profes-
sional tasks should be able to demonstrate efficient teaching
strategies in shorthand instruction in the classroom inorder to bring
about efficient student learning outcomes., These teaching strategies
are in the area of the development of sharthand theory, reading
skills, writing skills, dictation speed development, transcription
skills and evaluation of performances in shorthand/transcription,

4e The categories and professional tasks are no doubt
perceived within them to possess different importance levels by
the respondents' mean scores. It is more clearly shown in their

rank_ order.



5. The business teathor educators rated the instructional
stﬁategies higher because they perceived them as ideal in ideal
situations while the business teachers in the secondary schools rated
them lawer because of thelr on-the-spot assessment of the prevailing
situations in our present day secondary schools, This no doupt
affects the way they may apply the strategies in their classrodm
instructionse

€. Most respondents are of the opinion that Class IIT is ideal
and therefore é%ould be the b;ginning class 1h shorthend. (Table 4.1)
At the same time, trends in the teaching of shorthand lie within the
areas of writing skillls, reading skills, speed dewelopment, individual
. instiuctions (only in ideal situations) and transcription. The
reqularicy of shorthand quizzes/tests should be weekly and/or at the
end of cach chapter/section of the textbook being used.

7. A high percentagc of the business teachers (89,74} have not
had the opportunity of attending any Seminar, Workshop or Conference
organised for business teachers generally, and on shorthand in
particﬁlar. The need for attendance at such seminars cannot be
over-emphagized as this will enable the teachers up-date themsclves
wlth current research findings in the application of classroom
instructional strategies. The areas to be covered at such
conferences or workshops or seminars should include; in their
descending order, instructional planning, execution and evaluation;
the professional role and development of the teacher; curriculum
planning, development and executionj and classroom management in
skill subjects. To achieve this, there is no doubt that a journal
in businaess education that is academic In nature to cover these

areas ls urgently needed in the country today.

R



53 RECOMMENDATIONS

This study aimed to advance strategles that would assist
teachers in shorthand instruction at the secondary school level (and
even beyond), based upon the ideal situation put forward by experts
(business teacher educators). Since it may be unrealistic to expect
to fully operationalise the entire strategies, the following recom-
mendationg are made for the purpose of setting priorities of where to
begin the changes one by one.
1, Taking into consideration the important rcole teachers play in
the society, and to maintain the standard required, teaching should
be professionaliseds This means the building into the teaching
cavee: some conirol devices to ensure that the practitioners are
worthy members of the profession. The present gtate where anybody
can teach, not minding his qualifications and aptitude should be
discouraged. The licensing of members as in other professions should
be ntrotduced by the Federal and State Ministries of Education who
are the employers of teachers,
2. The researcher advocates for a competency based technique of
teaching shorthand and other business subjects, From the findings of
the study, the researcher recammends that business teachers should be
prepared to be both technically and professionally competent through
competency based teacher education which will include the professional
tasks identified in this study, If this happens, then bus’ness
teachers should also be involved in the planning, development and
evaluation of the curriculum for secondary schools.
3. To acquire competence in any skill training, practice is
essential, The researcher therefore, recommends that well-equipped
workshops and laboratories for business subjects be provided in the
schools offering skill business subjects. The level of tralning will
determine the kind of facilities, equipment and materials needed.
There should also be adequate funding from the Federal and State

governmentse
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44 Guidance and Comnsclling secvicos should be introduced in our
secondary schools, It is not just enougn to introduce it; Ministrics
of Education should be ahle to post experts knowledgeable in the
area of counselling to the secondary schools. This wlll enable
intending entrants and those already enrolled in the different areas
in the secondary schools may make rational cholces.
5. Theary development is funcamental to effective shorthanél
instruction and learning., It is, therefore, recommended that business
feachars ghould wo.z Lth theory development at all times during
shorthiand learming, The focus should be upon agsisting students to
learn to write sharthand with fluency and to develop sustained
wrlting ability as the study of the subject progresses.
6. Typewrltten transcription development iz the ultimate goal of
sharthand instruction, It 1s, therefore, recommended that teachers
should Antroduce typewritten transcription as soon as the students
have acquired the basic typewriting skills,
7. Asgessing performance is such a critical component of the
_ shorthand programme that it should rot be overlocked. For this
reasoh it is thesefore, recommended that shorthand teachers should
use the standards for evaluating the skill to roflect the require-
ments for employabllity. |
8. The New National Policy on Education places emphasis cn
continaous assesément as part of the conditions of certiflication at
both the pre-wvocational and vocational levels., It is recommended
that this policy be effectively Implemented in shorthand classes,
so that evaluation would not be based on a single examination to
deterxmine success or failure of a student. The modslities for this
recomendation can be warked out by the Federal and State Ministries
of Ecdhication, the Examlning bodies (like WAEC) and the teachers

thanselvesa



9 Onc of the most important functions of the shorthand teaCher is
to motivate studenis to continu~ working and to achieve higher
performance, Teachers of shorthand can motlvate students by bringing
into the classroom for students to see, employment advertisements and
other informatlon concerning the usefulness of sherthand in business.
The teacher should use various activitics and games in the classa.
Shorthand students shouiu be further wuncouraged to use shorthand for
personal use during class lectures and other notetaking activii.es.
Above all, the teacher should show genuine interest and concern for
each student,

10, One of the things that distinguishes a profession Ffroum a non-
profession is that in a profession, avenues are made possible whereby
members can improve themselves. Accordingly, for the lmprovement of
shorthand instruction in achools, in-service courses in teaching
shorthand should be periodically held for teachers, Conferences,
seminars andfor workshops could also be arganlsed. The warious
Minjstries of Bducation, the Nigerlan Association of Busingss
Educators (NABE), the Nigeria Educational Research Council and the
Universitles could play a vital role in this sphore. Teacher
promotion and/or confirmation of appointment, among other things
should he made attendant upon thelr participation in these short

courses and conferences or seminars ar workshops.



50301

81

Recommendatdons for future study:

1. In an effort to make business cducation at the secondary
school lev:l functional and :elevant to the needs of the society,
there is nced to conduct pericZic manpower surveys so as to able to

determine the nanpower needs at that level,

2o There is also the need to conduct a follow-up study of the

cecondary scnool graduates,

3s It would be of intecrest if a study of equipping a business
or secretarial department in the secondary school as it relates to

the presenl changing business office could be undertaken.

4o A study of effects of establishing a full trial experiment

of the ahove strategles and recommendations should be undertaken,

-

5s From a strictly research point of view, a replication of
this study is recormended to be undertaken in othor states of

Nigeria as a comparative tool for the findings of this study.
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Vocational & Technical Educaticn
Ahmadu Belleo University
Zaria,
Ath June 19285,
The Permanent Secretary,
Ministry off Bducation,
Owerrl.
Dear Sir,

REQUESTY FOR PERMEISSION TQ VISIT SCHOOLS

I am & post graduate student in the Department of Vocational
and Technical Education, of the Ahmadu Belle University, Zaria, majoring
in Cffice Education. As part of the requirements for the award of the
degree,, I am currently preparing a Thesis titled: "Strategles for
improving the teaching of Shorthand in Secondary Schools in Imo State."

I shall be very grateful, 1f your office can grant me permission
to visit all secondary schools where shorthand is being taught, for
the purpose of data collection,

Thank you in advance for your kind co-operation.

- Yours failthfully,

(Signed)
Is Uduma



APPENDIX 2

Vocational & Technlcal Education
Ahmadu Balle Universlity
Zaria.

14th June 1985

The Principal

I am sorry to take a few minutes of your precious time,

I am a post ¢graduate student of the Department of Vocational
and Technical Education, Ahmadu Bellc University, Zaria majoring
in Business (Dffice’} Bducation. My Master's Degrea thesls is on
"Strategies for improving the teaching of shorthand in Socondary
Schools in Imo Statel"

To hring out more clearly the research problem, the performance
of your students in shorthand at the WASC level for 1982, '83, will be
of great importance. I sam therefore requesting for the results of
your students in shorthand for the years gtated abowve. Any infoe= .
mation recelived will he treated as confidential, and will be used
nurely for the research worke

Findly allow me also to distribute my questionnalre to the
teachers of business subjecks in your school for completion,

Your kind cooperation and advice will he greatly appreciated,

I remain, yours in the struggle for the improvement of
Instruction and performance of students In shorthand.

Yours gincerely,

I Udumna



APPENDIX 3 B89
SECONDARY SCHOOLS VISITED

ABA ZONE:

1. Girls High Scheol, Aba
2. Girls Secondary Commercial School, Aba
3. Boys Secondary Schocl, Eziukwu - Aba,
4a  Girls Technical College, Aba,
3s« Osusu Secondary Commercial College, Osusu~iba.
5e Wilcox Memorial Comprehensive School, Aba
7. Government Technical College, Ukwa
8. Ndoki Secondary Technical College, Ndoki
9. Asa Sccondary Commercial School, Asa
10, St. Augustine's Commercial College, Aba.
OKIGWE ZONE:
1l Unwana Comprechemsive Secondary School, Unwana-nfikpo
2. Secondary Technical School, Osso-Eddah
3. Comprehensive Secondary School, /Amanze-Obowo, Etiti
4s  Awvutu Secondary Technical School, Avutu, Etiti
5. Obollo Secondary Technical School, Obollec, Mbano
6. Secondary Technical Eollege, Umueze I, Mbano
7. Osu Te~hnical College, Osu, Mbano
8e Secondary Technical College, Ovim, Isiukwuato, Okigwe
ORLU ZD-I_VI_E_}_:
1e Seccondary Commercial School, Osina, Ideato
2o  hkokwa Secondary Technical School, Akckwa, Ideato
3. Dick T'.I.gc*.i‘ Memorial Secondary School, Amaigbo, Nkwerre/I su
4, Okporo Tethnical College, Okporo, Orlu
5 Comprehensive Secondary School, Awo-Omoma, Oru
6. Ozara Secondary Technical School, Ozara, Oru

OWERRI ZONE:
1le Ife Secondary Scheol, Ife, Aboh Mbaise
2o Girls Secondary School, Amumara, Aboh Mbhaise
3s Nguru Secondary Commercial School, Nguru, Aboh Mbaise
4. Amuzu Comprehensive Secondary School, /wmuzu
5. Secondary Commercial School, Otulu, Ahiazu Mbaise
6e Girls High School, Oquta
7. Girls Secendary School, Akabo, Mbaitoli/Ikeduru
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10,
11,
12,

Opode Secondary Technical Schocol, Orodo, Mbaitnli/Ikeduru
Community Comprchensive Secondarv School, Egbu

Emekuku Comprchensive Secondary School, Emekuku

Uratta Secondary Commercial School, Uratta. Cwerri

Communi ty Secondary School, Obiblezena, Owerri

UMUAHTLA ZONE:

1,
2a
3
de
Sa
6o
7o
Ba

Ohafla Technical College, NAnia Ohafla.
Secondary Technical School, Umunwanwa, Umuahia
Okoko Item Comprehenslve Secondary School, Ttem
Nkpa Secondary Technical School, Nkpa, Bende
Amuzu-Ukiwu Commercial Secondary School, Ibeku
Secondary Techn:ical School, Afara~Ukwu, Lheku
Girls Secondary School, Umuahia

Eluogho Nkporo Comprehensive School, Nkporo

90,
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APPENDTX 4

STRATEGIES FOR IMPROVING THE TEACHING OF SHORTHAND
IN SECONDARY SCHOCLS,

QUESTIONNAIRE

This questionnaire which is divided into three parts is designed to
solicit your professional perceptions (knowledge, understanding and
experience) of what you believe are important professional tasks of
the business Leacher and what are expected of him in teaching
shorthand gkillsa

Kindly fill-in, tick ( ) or circle where appropriate.
A = GENERAL

'1.. Institution:n.....u-....-.a, T OGN 0000000000 GCN0ANBsI0NCBBNNOSRBLIROR

2. Academic Qualifications Year obtained

PheD

MeEde; Mofla; MeSce; PaGeDaE,

BoEdes; Boelisy BaSce

NeCeEs (Bus),; Tech. Teachers' Cert,
HeNeDo 3§ OoNoDe

Others:

3. From my preparation, I can teach:
Shorthand ()
Typewriting ()
Office Practice ()

4. From experience as a business teacher, a beginning class in
shorthand should be:

Class I; Class ITj; Class JII; Class IV.

5« Which textbooks to you use or recommend for teaching pitman
shorthand in secondary schools,

(a) Secdoedeboseddpgdoonndoene (b) (R R R R R R L R R R N Y]

(c) L RN T R R R R R N R R R (d} LA N L R R R A R R ]

6. What do you believe to be the most significant trend in the
teaching of shorthand and shorthand transcription?

(a) Transcription (b) Individual Instruction
(c) Functional Method (d) Speed Development
(e) Reading Skills (f) Writing Skills

7e¢ In your opinion, theory quizzes should be given:
(a) daily (b) weekly
(c) monthly (d) end of each section/chapter



924

8. Apart from the chalkboard and the recommended textbooks, what
other teaching aids (audio-visual) do you use:

(a) Cassette recorder/Player
(b) Dictaphone

(e¢) Record player

(d) Typewriters

(@) Overhead projectors

(f) Journals (e.ge Memo)

{g) Others

kel

(I R R T Y R YR A R R R Y ] ( )

9 Do you aspire to any higher gualifications? Yes/No
If Yes, (to question 9) which higher qualification?

PAUESgOoC OBPER N0 "TROL TI00 0BT AD0NSO00RS RSO SPR0RR DB ODOROES

104 Have vou ever attended any seminar, workshop or conference on
shorthand? Yes/No

If Noy, (to question 10), would you like to attend one? Yes/No.

11, What type of topics (areas) would you like to see covered at such
seminars, workshops or conferences?

(a) Curriculum planning, development and execution,

(b) Instructional planning, execution and evaluation,

(¢) Classroom management (skill subjects).

(d) Students guidance and organisation.

(e) School/Community relationship.

(f) Professional role and development of the business teacher
(g) Others (specify)

PRSP OY0 0RO RRRSPRERRPNeRR 0000 R0A00 NS RAORRRDERARR

(R R RN LR R R R N Y L R R R R R NN AN N

12, Do you subscribe to any business education Journal? Yes/No,

13, Do you belong o any associlation for teachers of business
subjects? Yes/No

If No (to question 13) would you be interested in being a member
of one if it is formed in your area? Yes/No

If anv whiCh? Y N N Y

B -~ LEVEL OF IMPORTANCE OF PROFESSIONAL TASKS

DIRECTIONS: At the end of each statement are columns with the letters
Vi, I, 5I, NI, and NO which stand for Very Important, Important
Somewhat important, Not Important, and No Opinion. Tick ) the one
that most clearly indicates the level of importance which represent
your opirion,

What is your opinion about the level of importance of each of the
following categories of professional tasks needed by the business
«zhorthand) heacher in the secondary school.
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Categnry
Noe

Category by ilae

NI

=

H X O "% @m o 0 o

1.

2.
3.

Se
6s
7.
Be
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11.

12.
13,

15.

Curriculum planning, development
and execution.

Instructicnal planning
Instructional execution
Instructional evaluation

lassroom management

Student guidance
Students organisation
School/Community relationship
Professional role and development

of the business tcacher,

THE PROFESSIONAL TASKS
Flans an educational programme in
shorthand

Evaluates shorthand curriculum,

Develops shorthand programme in
the secondary school

Applies different approaches to
curriculun development.

Designs a course unit in shorthand
Plans a suitable shorthand lesson

Formulates precise objectives for
the guidance of instruction in
shorthand

Selects sultable instructional
rasources.

Applies rasic Instructional
strateglas
Desrcnstrates the exvort's pattamn

Possesses the ability to utilise
efficient teaching strategles
to develop shorthand skills,

Evaluates performance of students

Evaluates students with simple
diagnostic tests.

Aprijes classroom management
swretegies

Projects instructional resources
neazds and budget-,

—

e
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Category

No Category by Name Vil Il st NE | NO

16, Provides safety of students in c¢lass

17, Provides students with informaticon
about careers in business

18. Counsels students wisely about
careers In businass

19, Establishes a business education

: Jsganisation for students

20, Maintain a good intra-schocl rela-
tionship

21, Upheolds the phllozaphy and goals
of the professicn

22. Contributes to professional
: servioe

23, Ig involved in using research
results that relate to learning
and instruction

i C .« SHORTHAND TNSTRUCTION

DIRECTIONS: At the end of each statement are columns with the letters
Sh, AU, D, AND SD which stand for strong1¥ agree, Adgres undecided,
Disaqgiree, and Strongly Pisagree. | Tick (7)) the one that clearly
indlcates your opinion in teaching shorthand,

The efficient demonstration of teaching strategies in the ¢lassroom
is wvery essential to the business teacher. These strategles in the
area of shorthand instruction include the developnent of shorthand
thecry, reading skills, writing skills, dictation speed development,
transcription skills and evaluation of performance in sherthand/
transcription.

In using these strategles, for instruction, the shorthand teacher o
should:=- R A . .

§ |
SA LA 1U D | SD

1, Teach a lesson a day .. oe o

2. Have students write words correctly
with accurate proportiong and on the
1ine of writing '

3. Review lessons by placing sample
theory words on the chalkboand

4., Explain appropriate principles

5. Drill shat forms, derivatives and
phrases




6o

7o

8,4

9a

10.

11,

12,

13,

14.
15.

16,
17

18.

19,

20,

21.
22,

Wpite shorthand outlines on the
chalkboard during class periods

Vary clasgsroom activities so that
all theory is not presented in a
single~time block

Continue theory development through
the shorthand training programme

Preview and review words on the board
which are selected from dictation
speed material

Refine theory fu-th-=+ during dictation
spead building by post viewing

Use homework notes for typewritten
transcription exercises

Give theory quizzes at the end of each
week or chapter

Have students begin reading in the
first class

Teach students to spell rapidly

Have individual students read aloud
from printed naterials or homework

Teach students to dry-pen as they read

Devote about one-fifth of every class
period to reading

hnalyze reading difficulties so that
corrective measures can be taken

Fstablish and emphasize reading rates
for individual students

Prompt quickly when a student pauses or
hesitates on a word when reading

Set reading goals

Introduce writing in the first day of
shorthand lesson

Observe students as they write

Check outline construction and pro-
portions

Agsist students to develop sustained
writing ability

Glve dictation for speed development
2ach lesson perlod

95a

SA




27.

28,

29,

30.

Preview difficult words on the
chalkboard hefare giving dictation

Allot about one-half of every class
pericd to dictation (after theory
ha been completed)

Introduce typewritten transcription
early enough (after about a term
when shorthand was hegun)

Emphasize mailable transcripts

THANK YOU FOR COMPLETING THE QUESTIONNAIRE.

96,

SA
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APPENDIX 5

COMPUTATION OF THE 2Z-SCCRES FOR VARIABLES IN TABLES 4,9,
de10b AND 4,11p

In an example to show the computation of the Z-score, the

following formula was used:

Zote = Fut
Z =
2 2
Bhte + sp¢
Thyte Bht
whaores

R e ™ Mean score for business teacher educators
Rbt = Mean score for business teachers in the same category:
g = standard deviation
n = number of respondents
bte = business teacher educators
bt = business teachers
Application
Analysis of data through an example using the above formula to
generate information 1s as follows: Choosing from Table 4.9b, Category

A « Curriculum planning, development and execution as an example,

7 = 1,67 = 4454
(0,390 + (0,86)°
12 117
= 0,13
0.14
= 0.93 “(ealculated)
Since Z( 1culated) 15 1685 Than Ze e value)y o6 For <05 level,

the difference here 1s not statistically significant. Therefore, we

accept the null hypothesls that there 1lg no significant difference
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batwaen the business teacher educators! and the business teachers?
perceived level of Importance for Categorv A « Curriculum planning,

develcopment and execution, as a professional task required by the

ghorthand teacher.

Note: The above computation for the Zescore was alsc used
for the wvariables in Table 4,10b and Table 4.11b,



