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ABSTRACT

The research study is an analysis and classification of errors
found in typescripts of graduating NCE (Nigeria Certificate in
Education) Secretarial Students in Post-Secondary institutions in
Borno and Yobe States of Nigeria. A total of one hundred and ten
students constituted the study. However, twenty-nine (29) error
types in accordance with the conventional error pattern category
across the participating institutions were identified. The study
showed that none of the errors analyzed were peculiar to particular
sex, institution, or group of students. Errors in the basic knowledge
and understanding and the stroking techniques were pre-dominant
across dl the institutions of learning involved in the study. Thiswas
strongly evident in misspelling and adjacent keystroke error types.
The research study explains that the students committed errors owing
to lack of keyboarding mastery, deficiency in linguistic and
communication skills, and their inability to type with good basic
technique. As a measure to enable our graduating NCE students to

effectively handle our JSS students as contained in the Minimum
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Standard for Teacher Education, areas of greater emphasis should
cover development of communication skill, use of teacher
demonstration in teaching keyboarding skill, correct form and
typewriter usage. The implications of these findings and suggestions
is that teachers should be able to modify the contents of their scheme
of work for typewriting instruction to incorporate materials and
methods relevant to the development of both linguistic and
refinement of skills. Likewise, institutions should provide the
instructional media (audio-visual for the teaching and learning

Process.
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elinttion ol Terms
The following terms are delined strictly in the context of this study.
|. Post Sccondary:_ refers to Colieges of Education and Polytechnics

that award Nigeria Certificate in Education and National Diploma

Certilicates respectively.

2. Shoulder Punch, Stiff=finger Jabbing stroke - refers (o a situation
where mproper striking, occurs between typing keys.

3. Glancing stroke  relers to a typographic problem emanating [rom

striking between keys.
o Adjacent-key crror_ - refers (o a typographic problem causcd by

(cascness, eg. Typing “r* for .

=l

Transposition lirror_ - refers to a situation where for example ‘og’
is Lyped mstead of ‘go’.

XVil
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0. Same-IFinger-Opposite-Hand-Error — refers to a situation where for
cxample, “Koor™ is typed mstead ol ‘door’

7. Shadow (missing) character lirror — refers to a situation for

example, a “ay’ is typed instead of *May’
S, Anticipating Lirrors — means failure to feed the fingers with the
strong correel impulses to type while reading ahead.

9. Vertical Reach Error -~ relers Lo a situation where for example, ‘¢

is lyped mstead of *d’

—

10, Finger- oul-ol-position - relers to a situation where for example,

“Loau gp™is typed instead of 1 may go™.

1], Missyllabication crror - refers 1o a situation where for example,
“excises” s (yped imstead of “excrcises”

12, Mangled Brror - relers (o a situation where for example
“Letlers™ is typed instead of letters™.

Ly Waord-Diviston Freorrelers (o a situation where for example,
“ne-wsletter™ is typed instead ol “news-letter”

L4 Overtypmg Lirror - relers (o a situation where for cxample, “sas”

mstead ol *as™

-

5. Mailable Letter - refers to letters typed for posting with about 98%

degree olaccuracy.

XVill



I G.

Scerctarial student -~ refers 1o an individual taking short-hand and
typewriting as a major course ol study in the College of Education

or Polytechnie in Nigeria.

7oSpeed and Accuracy Task  is a typewriting practical task aimed at

achieving a specific goal expressed in a number of words at a
given time usually caleulated in minutes for speed and calculation

based on percentage usually 95 - 98% level for accuracy.

. Production Task — refers o a (ypewriting task, which 1s made up

ol manuscripts (letters) straight-copy cducative material (partly

lypewritien) requiring knowledge and application of correction

SIENS.

XIix oi



CHAPTER |

INTRODUCTION

1.1 Backaround Information

The need for office skill is vastly growing, and has continued to be
accorded due recognilion. Sawyer (1965) shows that typewriling ability is the
most used skill of the office worker. This was also the view of Harms (1949)
when he observed that “the ability lo type is perhaps the most important asset in
obtaining an office work..." Nowadays, the lypewriter has become one of the
media ol wrilten expression, Smith (1959) lends credence lo this thus:

The lypewriler is used full-ime in some jobs on a part-
time in some jobs, incidental to this major work in some
positions, contributes a great deal in getting the jobs done
effeclively in others. In considering the many uses of the
typewriter, one could say that in many instances there are
career In typewriting or typewriting in careers.

Expressed in vocational perspective, Connely (1949) and Willins (1971)

concluded that loday demands more speed and greater output from typing and



clerical employees. To meet this challenges, the National Board for Technical
Education (NBTE, 1990) re-emphasized that the terminal goal of typewriling
instruction for the National Diploma (ND) in the Polytechnics, will remain “to
equip the students with the ability to type effectively various office jobs and also
to acquire a copying rate of 50 words a minute on passages not below 1.45
syllabic intensity with 98% accuracy.

The filling of secretarial job openings in most organizations nowadays
involves a measure of applicants competence on the job. The best measure
usually employed for determining standard is to insist that applicants take some
kind of test to show their typing expertise. This test may be a simple timed-
writing or typing some common business pages that will be marked for both
speed and accuracy - accuracy being accorded more priority while appraising
applicants work competence in office skill.

Writing on the performance of applicants wishing to fill secretarial positions
during employment interview, Towe (1988) observed that “Employers, for
example, the office of the Head of the Civil Service of the Federation frowned
and described the National Diploma students as ill-baked for the job because of

the failure rate they have always recorded in interview tests and in the National

Secretarial Examination”



Likewise intemal/external examiners, as well as external moderators of
typewriting examinations have been complaining bitterly about the poor
performance of students in typewriting examinations. For instance, Mshelbwala
(1990) commented in respecl of National Diploma students’ fourth semester
performance in typewriting in one of the Polytechnics sampled for the study thus:
“The sludents seem not to have gained from this course...” This is also the view
Aransiola (1989) when he said then that “... a large number of people fail to
qualify in the Secretarial profession because of their inability to secure a pass in
either typewriting or shorthand”.

Nwokedi's (1988) analysis of West African Examination Council's (WAEC)
Annual Report of 1980 — 1982 shows that “In typewriting, 1980 and 1981
recorded 79.4% and 76% failure rales respeclively...” This is evidence of how
generally poor the results of typewriling examinations have been, over the years
in Nigeria.

The Nalional Secrelarial Examination’s (NSE) Chief Examiner Report for
Typewriling in respect of Professional Secretarial Examinations taken by
stiudents ol Secrelarial Sludies in Nigerian Polytechnics showed that with the
exception of the year 1986 in which the lowest failure rate of 29% was recorded,

1984, and 1988 recorded 45% and 42% respectively.



Therefore, in 1988, the National Secrelarial Examination Board became
more concerned about the students failure rate in its examinations and flouted
{he idea of a National Seminar and Workshop under the theme “Innovation in the
Techniques of Teaching Secretarial Studies for National Manpower
Development in Nigeria” so as to examine causes of failure in Sécretarial
subjects and develop remedies. N

Since lhe theme of all efficiently run offices is productivity, the worth of any
lypist to a business can be determined, to a greater extent, by the ability of that
typist to run out volumes of acceptable work. This, however, as already
observed, has not been the case; as most office workers find it difficult to satisfy
such requirements.  Canning (1976) reported findings on office skili areas of
employees that militaling against office typists” ability to measure to the required
<landard include: slowness al work, inability to spot errors, poor knowledge of
words, incorrect spelling and typewtiting inaccuracies; as well as inability or non-
cisposition to hard work.

It can safely be inferred then that on aggregate, while productivity in the
factory worldwide has tended to be increasing, productivity in the office has
tended to lag behind. If a letter or a memo of average word ]e.ngth takes an hour
lo get into the final form for the boss’s signature, it is more likely to contribute to

low office productivity.

473499



The emerging trend in the Nigeria business environment will soon tend
towards increased demand for the use of computer and word processing
machines. In supporting this assertion, it was reported in the Financial Post
(1989) the recent surging demand and growth of the roles now played by
computers, word processors and electronic typewriters in some Nigeria business
organizations towards enhancing office productivity. Thus, the need for good
mastery and efficient operation and manipulation of the keyboard becomes
indispensable to secretarial workers.

Canning (1979) researched into the extent to which keyboarding skills
exerts influence on performance in respect of shorthand and typewriting in two
professionally examined papers (Royal Sociely of Arls and Pitman
Examinations). The outcome of his study was the findings that “inability to
transcribe Shorthand scripts with sufficient accuracy has contributed more to
failure of students than any other factor”. Towe ('1988), writing on the quality of
trained Nigerian Secretaries, stated that “the general complaint by employers
had been that the National Diploma students couldn't write and transcribe
accurately”.

Despite the tremendous amount of work teachers have put in towards
making the acquisition of skill of typewriting less tasking, performance rate has

contipued to be a disappointing phenomenon. This unsatisfactory result has
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been lowering the morale and enthusiasm of students. In addition, its
concomitant effect on office productivity of those now in paid employment cannot
be over-emphasized.

1.2 Statement of The Problem

The researcher’s field experience spanning over ten years, and as an
office skills teacher has provided insight into the implications associated with
productivity and job advancement in vocational typewriting.  Besides,
performance of students in typewriting examinations has consistently been poor,
as a result of errors made in typewriting for instance, overtyping of letters,
incorrect indentation, etc. Also, colleagues at different periods show concern as
to why little progress is being recorded at improving this trend; bearing in mind
the time lost by student-in-training either in getting typed scripts corrected or
ready with minimum errors. Therefore, the implication of carelessly typed job
cannot be over-emphasized.

The present day office is being revolutionized by office technology;
however, persistency of faulty typewriting techniques cannot be said to have
been overcome. Sterm (1979) observed that “more often, erroneous computer
output is a result of human error”.

Pitfield (1980) emphasized that:



One of the most significant developments in recent

years has been word processing; the justification for

which is the high cost of typing. A skilted typist is

capable of producing 60 to 70 words a minutes, but

it is estimated that on average she produces only 45

words a minute. There can be a variety of reasons

for this. For example, the incidence of typing errors

must obviously, reduce outpul... word processing

considerably reduces the effect of such incidents.
Therefore, it is the view of this researcher that for a clear view of the nature of
the problem involved, an analysis and classification of etrors becomes
necessary. The frequency distribution of errors which students are likely to
make could help towards proposing some remedial measures that may reduce
such level of frequency. This study therefore addresses the issue of frequency
distribution pattern or errors made by students of typewriting. Furthermore,
attention will be focused on identitying the errors, classifying them into error
patlerns based on the following convenlional categories of error pattern:

stroking, basic knowledge and understanding, manipulation of Reading.

1.3 Objectives of the Study

The objective of this study therefore, is to:

(1) find out the frequency distribution of errors made by male and female

students in speed and accuracy tasks.

(2). Find out whether the error frequency distribution patterns of male and female

students are the same in production typing tasks.
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(3) Find out the patterns of error frequency distribution of the students of the four
institutions under study in speed and accuracy tasks.

(4). Find out the pattern of error frequency distribution of the students of the four
institutions under study in production typing task.

(S). Find out the perception of teachers and students about errors and their effects
on typescripts.

1.4 Research Questions.

The study has the following research questions:

(1) What are the frequency distribution of errors made by male and female
students in speed and accuracy tasks?

(2) What are the frequency distribution of errors made by male and female
students in production typing tasks?

(3). What are the patterns of error frequency distribution of the students of the
four institutions under study in speed and accuracy tasks?

(4) What are the patterns of error frequency distribution of the students of the four
institutions under study in production typing tasks?

(5). What are the implications of errors as perceived by both teachers and

students?



1.5 Null Hypotheses

(1). There is no significant difference between the mean errors made by male and
female students in speed and accuracy tasks.

(2). There is no significant difference between the mean errors made by male and
female students in production typing tasks.

(3). There is no significant difference in the mean errors made by the students in
the four institutions under the study in speed and accuracy tasks.

(4). There is no significant difference in the mean errors made by the students in
the four institutions under the study in production typing tasks.

(5). There is no significant difference between the mean rating errors of teachers
and the students.

1.6 Significance Of The Study

The researcher believes that information collected under non-test and
examination condition on the errors made by students may generally increase
our knowledge of the problems involved in the teaching and leaming of
typewriting skills. A knowledge of errors that are recurrent may create
conscious effort on both teachers and students on how fo reduce the

phenomenon of error and this may lead to improvement on the generally high



failure rate being recorded yearly against students offering the course in our
institutions.

The teachers of shorthand and Typewriting stand to gain from the result
of this study as it would broaden their knowledge of error frequency distribution
pattern and provide information on the likely area of the defects of their studies;
and thus allow them ample opportunity to develop adequate remedial measures
for improving the students' typewriting skills. The students may therefore benefit
on common error needing remedial improvement.

Most importantly, the institutions and employers of labour would gain
tremendously from the end product of this study in terms of quality of secretaries
and secretarial teachers produced and those hired for secretarial tasks. The
serving secretaries and teachers may as well benefit from the knowledge of error
pattern as it may aid them in knowing where to direct their efforts for self
improvement.

Lastly, the result of the study would help textbook authors and writers to
develop error remedial manuals/workbooks for the benefit of both the teachers
and the students.

1.7 Delimitation

This study shall be restricted in scope to analysis and classification of

errors made in typewriting by secretarial students of selected Nigerian
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institutions of higher learning that produce secretaries and secretarial teachers in
former Borno State now Borno and Yobe States. Other schools outside these
stales may not be considered in this study.
Limitation
A significant number of thé students sampled could not complete the test
for data collection within the time duration aliotted and so prevented the
research work from further information on vital error areas that might have been
revealed. In addition, some of the typewriters were not in good working
condition as a result, some students were unable to perform to the best of their
abilities.

1.9 Basic Assumption

The following assumptions are made for this study:

(1) The post secondary institutions (Colleges of Education/Polytechnics) have
similar entry qualifications and syllabi for the fraining of teachers and
secretaries.

(2)  The institutions focus their attention at achieving same basic objective of

training workers to type accurately and at 98% of achievement.
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CHAPTER 2

REVIEW OF RELATED LITERATURE

2.1 Infroduction.

This study is carried out in a bit to find out the frequency distribution pattern
of the following conventional categories of errors made by students of
typewriting:  slroking errors, errors in Basic knowledge and understanding,
manipulation errors and Reading errors. This review covers areas such as
career education, vocational business and office education, business/classroom
standards and error lolerance, analysis of errors, sources of typewriting errors,
error studies, analysis of letler errors in timed-writing and remedial measures for
ermors.

2.2. Career Education

Schools ol loday are confronted with problem of training young people to
enler an economic problem of training young people to enter an economic order
thal demands specilic training. Falunwa (1976) opined that “if education is to
lake new and dynamic significance it must be aimed at training the child for
specific skill” so as 1o fil into the age of the industrial era that requires youths to

be exposed {o variety of skills and compelencies. This is more so when the
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lational policy on Education (1981) has emphasized the government's

sommitment of providing an educational programme that will meet the needs of

all youths and make them gainfully employed.

| According to Sofolahan (1987) “Nigeria's need for its technological take-off
is more for those who can use their hands and heads..." Olorunmaiye (1988)
shared the same view when he asserted that “... one of the fundamental steps
to a nation’s greatness is in the development of mental and manual activities”.
Since the modern office is becoming a rapidly changing place, its demands
are also becoming diversified in this age of office automation. Huffman (1971)

|

aptly states:
Enterprises and organizations have grown in size as

| technology has created a new kind of world. Industry and

! the office have been computerized and are being

[ managed scientifically,.  Office work has become

- specialized, sub-divided, and standardized and it is now

.I composed of repetitive operations, interchangeable

' activities operations, discretionary assignments.

| The imminent challenges then, to teachers interested in preparing students

} for entry into modern offices is fo stress the development of desirable work
habits and attitudes as well as high operative skills.

/ Also, noteworthy, are the dynamic advances in office technology that have

| defined new roles for the secretary and designed new organizational work habits

i for office activities. Inevitably, fraditional work habits have changed, but this

|

| development has not lessened the need for those typing competencies that have

| always been demanded of a good secretary.
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' The need for trained manpower in the offices in this present era of industrial
[;rowth in Nigeria need not be over-emphasized. This is affirmed by Oladunyoye
1988) that “The job market for secretaries is the most reliable of all office

‘DOSiﬁOﬂS. Secretaries are in demand everywhere”. The view of Erickson (1971)

was the “preparing for the demands of the office will require that business
education students master the skills, knowledge, and procedures of basic

| components of beginning to intermediate level of office work”.

Erickson’s (1971) findings on basic components of office further revealed

that typewriting ranked third among components which comprise the highest

| percentage of office work.

|

;' Therefore career education provides the training that is required for

|' successful employment and also gives the education that leads to personal

| fulfiliment. Writing on career education, Marland Jr. (1971:4) said

l
| Career education in sum would reflect a far broader

- understanding of the purpose of education in today's

| highly sophisticated, technical, change-oriented society ~

| the need not only to fit a person to function efficiently but

| to make him aware of why he is doing what he is doing,
and to bring relevance to our classrooms for many who,
with reasons, now find them irrelevant.

This view is also shared by Popham et al (1975) in relating typewriting objectives
to career education, which assures the opportunity for everybody to gain entry

’ level marketable skill prior to leaving school. They stated that, typewriting is a
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marketable skill and provides employment for those who achieve required levels
of competency.

The polytechnic education has its focus within the above philosophy, in
operating their various courses. This probably explains the reason for ali
educational programmes within the framework of Polytechnic structure having
responsibility for developing good citizenship; and the consideration for saleable
skills; as well as general education for the needs of youths and aduits.

2.3.1 Vocational Business and Office Education.

Presently in Nigeria, programmes of vocational business and office education
are increasing at a rapid rate and continue to provide occupational competence
for youths. Nwokedi (1988) reported that “there are in recent years a wider
educational and career opportunities for personnel in shorthand and typewriting
fields”. This occupational competency according to the national policy on
education, implies that youth leaving school to enter the world of work are
qualified for at least one job. Kazaure (1986) having observed this states that:

... the phenomenal increase in the number of secretarial

training institutions in different parts of the country had

compelled the need to coordinate, gauged and ensure the

right standard of professional secretarial qualifications

through the activities of the NSE Board, since the quality

of secretarial manpower support was essential to output
in most other professions and executive positions.
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Presently, inspite of the adverse economic conditions which are forcing
employers to curtail their recruitment of staff, there are limitless opportunities for
qualified secretanes. Aransioia (1989) reported that:

In the first haif of 1978 alone, one Lagos based
newspaper, Dally Times of Nigeria, published two
hundred and sixty advertisements for secretarial positions
in confrast to 2 tolal of 187 produced by three of the
Nigerian Polytechnics — Federal Polytechnic, Bida, Kwara
State Polytechnic, Horin, the Polytechnic, Ibadan.

Therefore, the demand for people with stenographic skills will continue to be
high irrespective of the prevailing economic condition faclhg the country. This is
attested 1o by Davis et al (1978) when they observed that:

The demand for secretarial staff with the knowledge of
shorthand and typewriting is greater than ever. The
increasing technological innovations in today's modern
business offices have not and never will replace people
with good stenographic skills. The future is bright and the
prospects are many for those who are willing to add this
'SPICE’ to their life.

However, experience of this researcher in the teaching of typewriting and
the introduction of computeriword processing has shown that the office is
experiencing changes at an accelerated pace as automation is having far-
reaching effects on it. Its potential role in the office of the future is beyond
description. Therefore, the challenges of preparing highly skilled secretaries and
stenographers in a computer and word processing age should be evident to

business teachers. Accerding to Russon (1964}
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Teachers of typewriting deal with a product. This product
is the student who leaves the classroom to take a job in
business. Teachers are judged by the way this product
holds up in the world of work. [f he is successful, and
produce a sufficient volume of high quality work. A really
fine product, though, has additional characteristics: he
can think; he is responsible; the work he does is accurate.
This implies that there is a standard by which the ‘product’ (students)
are assessed and teachers must endeavor to prepare their ‘products’ to meet
this office standard requirements.

Office job has been found fo be indispensable to machine operators.
Writing on office job, Macdonald (1980) is of the opinion that “every job is made
up of small tasks and activities which when tackled correctly, make a sequence
which achieves the overall objective (thus) staff appraisal is viewed in terms of
tasks effectively done, as well as its demonstrable leve! of accuracy”.

From the vocational perspective, one can safely conclude that every
employer hopes for an efficient secretary who possesses mastery of technical
skill in secretarial work. This may attest to business men’s criticism of typing
work of beginning office workers for being inaccurate as a result of either their
inability to find and correct their errars or to erase it to acceptable standard.

Canning (1976} re-echoed this observation (typing mistakes) as occurring daily

in thousands of schools, colleges and offices and so stated that the eradication
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of typewriting errors can lead to tremendous speed, efficiency and productivity in

office work.

2.3.2 Secretarial Education

In the researcher's opinio_n, secretarial education is part of vocational
education that is geared towards providing instructions of a preparatory type in
the development of basic manipulative skills for the purpose of fitting persons for
useful employment in trades and industrial pursuits. The National Board for
Technical Education {1990), the regulatory body charged with the responsibility
of coordinating the post secondary technological institutions outside the

universities lend credence to this, thus:

The National Diploma in secretariai studies is designed to
equip students with secretarial skills for employment in
various fields of endeavor. [n addition to the acquisition
of vacational skills in secretarial studies, effective wark
competences and socio-psychological work skilis which
are very essential in everyday interactions with others.

Therefore, the primary objectives of training secretaries in_the Polytechnics
is to equip them with the abilites and compelences necessary for them 1o
assume and function in an office work situation. This view is equally shared by
authorities such as Tonne gt al {1975} and Canning (1976). They agreed that

—

such competences and abilities will enable secretaries lo take diclations



encountered in business situations with sufficient speed and accuracy as aid

tc ~rds producing mailable transcripts.

The production of mailabel transcript is ‘Sine qua non' for effective office
performance. There are several integrative elements that make this objective
sustainable; such elements include proficiency in shorthand, typewriting and
English language. The learner needs to be well biended in them before

achieving business office skill standard.

2.3.2 Shorthand Transcription

Many business organizations have been investing huge sums of money
in acquiring sophisticated office gadgets (for example, word processing
equipment) requiring the application of basic typewriting skills. This huge
investment aims to improve the quality of office communication at reduced cost,
as well as to project the organizations level of efficiency and productivity to its
customers and associates. The basic skills and knowledge necessary to
operate these modern machines are areas of emphasis by employers. For the

Shorthand typists and confidential/executive secretaries the job demands more

than the ability to take down shorthand dictation.

The transcription skill which is the ability to produce mailable transcript

from shorthand outlines is very important. Anyaduba et al (1988) Russon et al
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!
(f9?3), Canning (1976) and (1965) agreed that transcription is the ultimate goal

-

shorthand and that the recording of shorthand dictation at ever increasing

ites is of little value unless an accurately written transcript is made of notes.

oy N T—

herefore, the typed script is viewed as the end product that involves the

integration of several elements.

However, many teachers have asserted that the transcription problem is
partly a typewriting problem. This was confirmed by Harms et al (1972) as he
subscribed to this view and wrote “careless typing and haphazard proof-reading

have caused untold hardship and delayed pretty important decision” requiring

urgent attention.
|
2.3.3 Typewriting

The typewriter is a communication tool and therefore an important medium for
carrying out copy typing and ftranscription jobs. In fact, the typewriter has
" assumed a new role in information processing. Since a high level of typewriting
ability is required of secretaries, stenographers, typists and general office
workers, employers in most cases are interested in knowing the typing rate of an
applicant. One hardly comes across a ‘white collar' office job in @ modern office

where typewriting skill is not expected. This view is equally shared by Sawyer

(1965) who stated that “when one considers that typewriting is the most-used



21

skill of the three occupations in clerical field which will be least affected by
technological changes, it will be realized that the typewriter will continue to be an
integral part of the office for many years to come”. Writing on the demand for
secretaries in a depressed economy, Oladunjoye (1989) stated; “... typewriting
will continue to be valuable office tool as most offices are becoming automated

with machines that have the typewriter-like keyboards”.

The researcher's vocational experience atiests to the views expressed
above by Sawyer and Oladunjoye. Typewriter keyboard is now an integral part
of electronic computers and serves as a means of feeding data in the form of

coded magnetic tape into the computer as well as a medium of putting resuits of

processed data/information on paper.

Sawyer (1965) wisely remarked that “... demand for number typing skills in
business communication means that the vocational typist must be able to type
numbers more rapidly and accurately than ever before. On this, Hudson (1970)
reminds that “... typing numbers is a good example of the inefficiency of

previous instruction”. Stern's (1979) view was more specific in stating that:
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... a customer of a major department store in New York
city returned merchandize worth $523. a computer-
oroduced check for $523,000 was mailed lo the
customer,... this type of erroneous computer output is in
fact, attributable fo human error. Thus, emphasis should
be on methods that can be used to minimized on such so-
called “computer-error” -by ensuring accuracy of
incoming data.

Thus, teachers of typewriting need to be reminded of the tremendous
amount of work connected with the acquisition of skill in typewriting invelving
knowing of typewriting convention in matters of layout of letters, memoranda,
notices, directives, reports and ability to make corrections quickly and effectively.
In essence, high expertise in the machines of typewriting should be major areas

of focus and emphasis.

The goal of typewriting is realized when a reasonable amount of usable
copy is produced within a reasonable time. This explains why the goal of
typewriting instruction focuses on preparing a prospective employee fo function
in a business office, industry or government in a satisfactory manner. Therefore,

emphasis should be on the business applications of typewriting skill.

Besides, the development of proper attitude to work must be emphasized

closely with ability to provide usable work in sufficient quantity and of acceptable
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quality. Holt (1964) is of the view thal ample research findings are available
from which typewriting teachers will continue 1o benefit in meeting this enormous

task.

Though employers expect typists to demonsirate their proficiency in speed
as accuraiely as possible, research findings according to Canning (1976),
Russon et al (1972) confirmed that there is nc meaningful refationship between
typewriting speed and error scores; but that, correlation exists between ordinary
copying speed as measured in straight copy tests with production speed.
However, Harms et al {1972) and Tone ¢l al (1965) stated thal increase in
straight-copy proficiency had no transier effect on job performance as much as
might be supposed. Aina’s reported findings in this respect states an "’ of about

3 coefficient.

However, Canning (1576) observed that "maximum transfer will take place
when the student learns and practices exaclly the things that the office will
demand®. This no doubt requires the possession of conceptual, technical and
human skills. Paisey (1981} supported the view that “the integration of these
three elements will make effective application of the acquired professional skills
to meet the job standard requirements possible”. This may not however, be all

true according to Shuaibu (1986) in that *... ample research evidence show that



the cognitive achievement is relatively independent of effective development and
... there is a difference between knowledge of desirable attitude and intent to

exhibit such attitudes and action”.

Since typewriling is offered as a vocational course by the secretarial
students in Polytechnics and Colleges of Education, its objective can only be
realized when the acquisition of necessary skill and knowledge enables them to

perform at a high level of averall competence needed in the world of work.

2.3.4 Keyboarding

Keyboarding no doubt has been observed to be at the core of electronic office
communication systems. Peterson (1980) expressed the view that “regardless
of the sophistication of information processing systems, keyboarding is
indispensable. Onwby et al (1983) asserted that:

Most schools cannot afford the luxury of inefficient, use of
computer time. Some schools require at least a minimal
level of touch keyboarding skill before students are
allowed time on the computer. in addition, most students
cannot afford to waste time with inefficient keyboard
operation. If the computer is to be used as a tool for
improving productivity, the user must be able to devole
major concentration to the procedure for solving the
problem at hand rather than the mere operation of the
equipment.
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Consequently, typing skills will continue to be an office pre-requisite .. the
encoding of keyboarding will remain necessary and therefore "the presence of
computer and word processor has not displaced the typewriter”.  Peterson
(1980) further said that “the possession of basic keyboarding skills is still a prime
requirement”. A mastery of the skills of typewriting and production layout are
essential in producing high quality and accurately processed information. This
requires that work has to be done meticulously with a high degree of
performance. Erickson (1971) writing on the same issue said, “Keyboard skills
related to typewriting were required to operate some of the equipment used in
the automatic data processing components such as key-punch machine,

computer, optical front adding machine and decoder”.

Blackstone (1940) was emphatic in his statement that “there are many
machines which utilize keyboarding and for which specialized training might
make job placement possible”. The implication of this is that office employers
will continue to need keyboarding skilis with a great amount of emphasis on
accuracy. In this direction, Myatt (1984) counsels that:

It is more important for equipment operators to be able to
produce accurate work than to be able to type at a speed
of sixty (60) words per minute ... equipment operators
must enjoy working with machine, must sit at work at the
terminals for — long periods of time, and must be able to
produce accurate work at the terminals while completing
time-critical assignment.



This is a peinter that the possession of basic keyboarding skills is a prime
requirement for the execution of typing function, which the nationai dipioma in

secretarial studies will eventually assume.

2.4 Business\Classroom Standard and Error Tolerance

Office communication, with the aid of the typewriter, has assumed a new
dimension. Because the quality of communication reflects source, organizations
dictate the standard/quality adjudged as meeting good typewriting taste.
Lessenbery et al (1967) argued along this line that “business letlers served as
personal representative of the business men ... show the standard of the office
from which they come, and give an index to the kind of work the typist does. {f
they are not typed with care, they fail in their mission”. Carmichael (1955) stated
precisely that "the typing skill is utilized as a means of producing the end product

that both private and public send fo their associates and customers”.

Today's challenge assumes better and more accurate work in less time.
Nwokedi (1988), writing in respect of secretaries, and guoting Mackay (1977),
stated that “In as much as career opportunities have increased in this area, it
has become widely accepted in Government, commerce and industry that

speedily produced and accurate copy should be the top priorities.



Bur (1988), wriling on the regulatory function of the National Secretarial
Examination (NSE), though not specific about standard observed that
“considering the very demanding and crucial nature of the job of secretaries to
executive output, the Board has a task to turn out professional secretaries who
would measure up to their responsibilities, and enhance the productivity of the

executives with whom they would be working”.

This same view is shared by Bademosi (1985). He stated that “... it had
become essential to measure and control the quality of the practitioners of the
profession so that a certain level of efficiency could be maintained in order to

maximize the output of executive in all sectors of the national income”.

Kozlowoski (1980) was more specific about standard in his statement that
“‘companies now will accept anyone that passes a test between 45 and 50 words
per minute without mere than three errors on five-minute time writing”. Towe's
(1888) view was also specific when he posits that “... a ... of letter with more
than four mistakes is ideally not mailable”. However, the opinion of Erickson
(1971) was that the “criteria for successful performance emphasize the

importance of accuracy rather than speed in keyboard operation”.

Since the efficiency of computer depends on the level of accuracy of data

fed to it, Camp (1983) warns that “... no matter how expensive or sophisticated
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E:automated office equipment is, they will never correct all errors and produce
\perfect communications. Kohl (1964) and Pitfield (1980) both counseled, “As
llnpul of data becomes prone to error, the main safeguard must be a system of

verifying the accuracy of every item fed in".

Various research studies have been conducted in an attempt to determine
business standard expectations and how secretaries in training are meeting
such standards. Anderson and Johnson (1966) conducted a research study
using actual business materials. They collected and administered threes test
materials on a number of subjects to determine their standard deviation from the
mean. From their result, they developed standardized typewriting tests for
teachers’ use in measuring students’ attainment level while progressing from first

semester through fourth semester typewriting. The study conducted by Zucchi

(1968) revealed that;

Most business organizations hire typists to type from 40
words a minute. This rate is established as a result of the
straight-copy typing speed test as a basis for determining
net word a minute (and allowing for) a number of “typing
pressures” that contribute to a normal slow down in
production typing that are absent during a typing speed
test,(such as) carbon-copy requirement, typing deadlines,
page balance and layout degree of difficulty of material,
quality of source copy, and end-of-page pressure.

Blackstone (1940) reported findings on business men'’s reaction to errors

that “there are evidence to show that errors differ in seriousness among those
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asked to classify typing papers as mailable, mailable after correction, and

unmailable, and then to rank the papers in each division. The result shows that

such errfors as omissions, untidy erasers and incorrect division of words were

weighted from six to ten times as serious as failing to space between words and
h

certain stroke transposed such as “hte” for “the”.

This is also similar to the view of Flesher (1960) as reported by Harms et al

(1972) that business men agreed that serious errors that cause a letter to be
unmailatlle, are “letters in a word slightly out of line, failure to space between
words, incorrect division of word at the end of line, and presence of spaces
within a|word”. The study conducted by Clark (1962) on skill in typewriting

needed by prospective secretaries and clerical personnel provides guide of 0-2

errors a minute to tolerance level to secure positions in most of the companies

surveyed. Pitfield's (1980) view supports that error tolerance level makes

investiga‘ﬁon possible if error exceeded the level. This is a major cause of
| _ .

diminishpg typing production in errors followed by the inevitable and time-

consumirg erasures.

Co*ﬂn'buﬁng to a search for standard, Wanous (1949) said



For more than 20 years, typing teachers have been
asking businessmen about rate standards on letters and
other office forms. Every time they have sought this
information; they have met with the same blank stares or
fuzzy answers. As a result, they (teachers) have
concluded that, generally speaking, businessmen have
not set up rate standards for typist. A “good day's work”
is required of all typists.

But this has not precluded setting a standard to aim at. Research and
experience have persuaded Lloyd (1980) to suggest that since “most office

typists actually do the day-in-day out work at the rate of 40 words a minute ...

they will need a 50 words a minute skill if they are to keep up a 40 words a
inute pace”. Lessenberry (1942) however advised that “the improvement of
asic skills for second-year typewriting students should differ very little from the

%‘nprovement of basic skills for first-year students. He said, “students must want

:lo learn and they must seek to leamn to type, whether that typing is on straight-

bopy, paragraphs, business letters, or production standards”.

|

Crawford (1964) reminds us "businessmen have emphasized the cost-
supported fact that expensive automated equipment can be justified only when it
is operated with maximum efficiency and to maintain efficiency, typist must be

able to operate these costly machines with high speed and minimum error”. He

went further to explain that “though managers are willing to accept the fact that
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typists will make mistakes but that typists should be able to detect the errors

they make is a point of view held with unyielding firmness by most employers”.

Writing from a linguistic perspective, Corder (1975) distinguishes “mistakes
are developmental trait that cannot be avoided because it is symptomatic of a
particular period of leaming whereas error is a serious deviation form/behavior
that has not been recognized by the producer as unconventional”. Warbug
(1962) and close (1963) were of the view that to look for absolute correctness is

to look for the shadow”

However, they emphasized the need to have a standard from which to deviate.

Supporting this view is palmer (1971) who said, “what is correct and what is not

is a matter of convention within a society”.

These views aptly expressed, apply to all skill areas in which a demonstrable

level of achievement is required fo meet job standard.

Correctness is then a highly measurable feature of acceptable typewritten
work. In the opinion of Corder (1975) the use of a wrong technique or a miss-
use of the right technique will be a deviation from that which is acceptable or

standard”.
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The discussion thus far, supports that an error occurs when a deviation
from a conventional standard of typewriting principles or technique and
conventions is manifested in a learner’s straight-copy br production typewriting
work. Error, therefore, is a phenomenon that cannot be ignored at all. The
Jimportant fact is to seek the nature and type that persist and which lowers the

Iquality of office communication and distort ideas for assignment of remediation.

2.5 Analysis of Error

Freedom from error is a matter of understanding error, not getting special
[dispensation to err simply from the precept that typewriting skill is thought to be
beyond capabilities or interest of certain students. The aim of skiliful
performance, said Ponyi (1958} “is achieved by the observance of a set of rules
which are not known as such to the person following them”. McNicol's (1970}
contribution on skill acquisition and error, is worthy of nate. He observed and
said that “in all works which are designed to develop accuracy, any errors made
should be studied and, if possible, the reasons for any persistence of such
errors. Error analysis is useful’. He went further to call attention to the fact that
studies made at different times revealed that there are certain stroking errors

which are common to many students and that it will be helpiul for the teacher to

be aware of them so that prevention or corrective work can be given,



Error in the opinion of this researcher, no doubt, carry messages which
writers cannot afford to send. Therefore it is not uncommon that huge amount of
money and energy are being expended by individuals and businesses or error
removal, whether by correction fluid, eraser, scraped paper, or proof-readers
and acquisition of modern word- processing equipment. in the view of Pitfield
(1980), "mistakes can be very costly ... customers’ goodwill may be lost if errors
aftect them, timé spent in correcting errors is unproductive time”.  Arguing
further, he said:

if errors occur to an unreasonable extent it is necessary
to identify where and why they occur. Analysis of a
procedure many indicate that most errors occur at a
particular point. Identification will then aliow for alteration
of the system so that errors are reduced ... it may be
found that one operator has a higher error rate than the
others. This failing can be identified onty by individually
checking the operators' work.

Shaughessy {1990) writing on errors and expectations, was of the opinion that:

The discovery by a student that he can do something he
thought he could not, releases the energy to do it.
Students who make any errors {eel helpless about
correcting them. Error has them in its power, forcing
them to hide or biuff or feign indifferent attitude toward
error and to strategy for ils defeat, one that aflows him to

count his victories as he goes and thereby grow in
confidence.

She wams that the "mystery” etror (can) intimidate (and that) the worry that

errors just “happen” without a person's knowing how to, when, and “why".



4
Meaning, ignoring error for fear of inhibiting the learner even more or of

assuming that errors will wear off as learning progresses will give error more

power than it is due.

It is important to be aware that the fear of making an error could be a
serious deterrent to the learning processes. The view of Magdalena (1975)

quoting Moorrinson was that “the learner should be taugnt to disregard his errors

and "o let himself to" at the early stage of typewriting instruction to allow for

good technique development”.

Thus, it could safely be stated that errors reveal to the teacher how far
towards the goal his students have progressed and what remains and what
remains for them to master. Corder (1967) however felt that errors are
undependable to the learner because the learner learnt through his error “to
discover the acceptable from the unacceptable”. Thus, “errors” provide
important evidence that students are still in the process of acquiring basic

knowledge and understanding involved in learning how to typewrite.

Etherton (1977) felt that an analysis of the error made by a group of
leaners could be helpful in a number of ways. He enumerated its uses 10 include
supplementing the inadequacy of most textbooks in terms of what a group of

learners may need. Besides, eror analysis based on adequate data could



reveal the common and individual weakness that call for the teachers' special
attention and as well show areas of deficiency on the part of the learner which
needs his attention. Wyatt {1973} believes thal an error analysis may be
undertaken in an attempt lo find out the final remaining work that would be
necessary before an end of cdurse exammnation. Lessenberry et at {1967)
stated that error should be used as a diagnostic tool, as “it {etror) enables the
teacher and the student to know when to shift the emphasis from building a

faster stroking rate to dropping back in speed to bring up the accuracy”.

Otayemi (1980} contended that error analysis is useful for theoretical
knowledge and desired for changes in pedagogy. Therefore, the reasen for
error analysis may vary from a desire for theoretical knowledge to a desire for

changes in pedagogy.

2.6 Sources of Typewriting Errors

The researcher's field experience has shown that a student both resent and
resists the vulnerabtlity of typewriting error as he becomes aware that he leaves
a frail of errors behind him when he types; and usually thinks of little else while

he is typing without knowing what to do about it.

This could probably be a reason for same typists, inhibited by their fear of

errors, adopting the perfect copy approach, and invariably, producing few lines



an hour or keep trying to begin again; erasing one line after the other, changing
papers one after the other until the work is hopelessly tangied. To such a
student, errar is more than a mishap; it is a barrier that hinders him not only from

making progress but from producing acceptable work within a reasonable given

fime.

Dotson (1948} quoting Rows (1948) allayed this fear as he said that ‘it is
natural to make errors when developing skill.” Thus Dotson (1949) holds the
view that “errors are as natural in typewriting as they are in any other human
activity."  Canning {1973) represents those that asserted "human beings are
fallible and will make mistakes however well trained, however expert’
Therefore, Lucey's (1987) view that “there is no such thing as absolute

accuracy...” is a factual statement.

Typewriting error that affects productivity vary in their degree of impact on

the office job; and also, the circumstances that brought about such errors.

According to Canning {1976);

Errors are of two kinds — there are those you know have
made as soon as you have made them, and these of
course are correcied on the spot then there are those
that you do not know you have made until you come to
your praofreading or checking stage —which you may
miss even then.

However, research and experience have persuaded Tonne ef al (19695).
Russon et al {1973), Canning {1973), and others to cbserve “errors are the result

of fack of proper technique’.
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Writing on mistakes, Akor ('1989) reported Corder (1975) as saying that
“‘mistakes are random and can be corrected by the learnef because they are due
to performance factor among which are performance strain and memory
limitations; errors are systematic, consistent deviances, characteristics of a
learner”. It is piausible to follow the argument of Corder (1967) “that errors of
performance will characteristically be unsystematic and the errors of
competence systematic... {(as such), it would be meaningless to state rules for

making mistakes”.

Harms et al {1972) in their own view, and qucting Flesser (1960) (as
learning their direction), asserted that the following errors are setious enough to

make a letter unmailable: “letters in a word slightly out of line”.

Failure to space between words, incorrect division of a word at the end of

fine, and presence of spaces within a word. McNicol (1970) was more detailed

when he wrote that:

Typing errors are signs of interference, due partly to drills
on isolated letter strokes and nonsense combinations,
partly to refative dominance of common sequence
signals, partly to chance slips in techniques, and partly to
underlying keyboard arrangement. It may be stated as a
general principie that the wider the defay between strokes
in sequence, the higher is the chance of error.
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An examination of available literature revealed that at keyboarding stage,
some students cultivate wrong habit of pushing instead of striking, and in

addition, adopting wrong forms.

Further examination revealed that tension, wandering attention, faulty
reading habits and wrong mindset — sometimes restrict the free flowing motions
of the fingers and invariably cause wrong stroking errors. But these are not the
only reasons. It is normal for students to attempt to increase their stroking
speed, therefore uncontrolled speed may sometimes lead to a breakdown in
technique when they foster error in illegibility of the copy. Likewise, when
students are faced with tasks for completion, several skills are called for;
therefore, the choice or layout, placement, line-ends, spelling, doubts of word

meaning may distract and make the student error prone.

Some other errors may arise as a result of personal factors like the mood
and state of mind and health of the learner such as tiredness, fatigue, and
mental “set” of the time. In addition, environmental factors such as
“concentration breaker” that hinder typists from giving the close attention it
deserves have been identified. Also, the physical working condition of the
typewriter can cause psychological discomfort and tendency towards error. In a

nutshell, Russon's et al (1975) summary of sources of errors are:
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Lack of keyboard mastery

o

Faulty technique and form

3 Low reading ability

4, Fatigue

S. Uninteresting copy

6. Copy difficulty

7. Personal and environmental factors

8. Lack of desire on the part of the typist to type accurately.

2.7 Error Studies

several procedures have been devised and used widely in the past in an effort

overcome tendencies for error. The diagnostic error chart was developed to
ssist in revealing errors of a persistent nature using as basis for error recording,
eystroke, or the striking of one key for another. Others are technique check
heets used by teachers while observing the learners before making recording;
is is only effective in bringing to the attention of both teacher and student
pecific technical faults resulting from a slowdown of the typewriter process (for

example, error in shifting spacing, or carriage-throw technique).



Besides, there are “error charts” which assist in describing the type of error
regording in which the tendency for error on specific keys is noted. In this
instance, the procedure involves the provision of blank space down the left side
of the chart for noting the date, or the number of the alphabet and several
columns for recording errors other than errors of substitution were provided. A

ticeable defect is that these methods, good as they are, fail to produce vital

information to teachers or why errors are made.

Blackstone (1940) writes on the specific weakness of these methods, said
hey could not provide a basis for diagnosis; “if the pupil substitutes ‘e’ for 'y’, he
records this fact on his chart for anyone to see. But without a copy of the test

’ before him, even an expert could not be sure why the error was made”. He
I further quoted Smith (1932) as having earlier said, regarding this, that ‘An’ ‘ed’
ending may be unthinkingly substituted for an “es” ending. It would be wrong
and futile to analyse the first error as being an error in typing “d” for “s"... it was

x one combination substituted for another”.

Several observations were made regarding the defects inherent in
methodology of error analysis discussed above. Besides, Blackstone (1940) did
not favour the use of errors in timed-writing as the sole basis of analyzing

typewriting errors; said he, “if copy test materials are used for specific keys and if



4]

|

the test has been administered as a timed-writing, the analysis of error results is
erroneous’. To improve the validity of timed-writing as basis of making error
analysis (especially on specific key stroking errors), he suggested that “all pupils
in the class must have the same opportunity for error”. That is, every examinee
must complete the task used as instrument for the research within the time

given.

Blackstone (1949) in a summary of over 400 research findings in
typewriting observed that one mature pupils bright and dull students differ in their

error types. He stated that:

Bright students and dull students make different kinds of
typewriting errors. The brighter students fail in spacing
errors, omissions, additions, transposed, and striking
wrong keys due possibly to lapses in attention, whereas
duller students were found failing in centering, tabulating,
and other situations involving planning rather than
technique habits.

Likewise, he observed that most frequent errors are “substitution of one
key for another, (for example i for ), incorrect spacing, strike-over (over-typing),

omissions, transposed, and incorrect hyphenization”.

Canning (1976) highlighted that errors are nearly always random, but their
equency is completely unaffected by perfect-copy technique; that errors can

e classified into areas of knowledge and skill. Thus, he wrole “there may be
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small comfort in analysis and classification if it enables us to prescribe some
teaching practice which will help to make error less prevalent than it is”. Writing
that there are two schools of thought on learner's errors methodology of
instruction in skill subjects, Corder {1967) observed:

First the school which maintains that if we are to achieve

a periect teaching method the error would never be
committed in the first place, and therefore the occurrence

of error is merely a sign of the present inadequacy of our
teaching techniques. The philosophy of the second

schoo! is that we live in an imperfect world and

cansequently errors will always oceur in spite of our best
efforts.

Since errors are inevitable, if one holds 1o the second school of thought, it is

essential 1o find techniques for dealing with errors after they have ocourred.

Russon, et al (1968) favours this second school of thought while
acknowledging research studies and findings made by Lessenberry (1928) on
0,000 errors; Conix {1963) on 77,478 errors and Nellermore (1962) on 17,000
prrors, Lessenberry's findings show that the most common errors could be

plassified into three groups:
Errors made by striking the adjacent key;
Errors made by striking the home key instead of the key above or below.

Errors made by a general confusion in the use of vowels.




His conclusion was that 20 percent of all errors made by students are the
result of striking one letter for the other. Conix’s (1963) findings show that errors
most frequently occurring besides those earlier identified above, include omitted
letter or letters with no space, strike-over, omitted space before a word, raise
capitals, omitted letter or letters with space, insertion of stray letter or letters and
extra space between words. On the other hand, Nellermoe's (1962) studies

revealed that the largest number of errors made by students were:
1. Manipulation errors, followed by
2. Copy-reading errors, and
3. Judgment errors.
Further research findings on classification revealed that Canning (1973) and

(1976) follows the latter fine of reasoning by making classification according to

the area of knowledge and skill that they fall into such as:

1. Technical errors
2. Linguistic errors
3. Errors resulting from loss of concentration and

4. Psychological errors.
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But this he later put in two concise classifications technical and non-technical.
These classifications are the result of errors arising from faulty manipulation or
stroking techniques and inadequate linguistic knowledge as reflected in
spellings, temporary failure of concentration, psychological quirks or intruded
word from the mind. Onifade (1988) however, drew our attention to three broad

patterns:

1. Psychomotor skill

2. Faulty machine

3. Cognitive ability

In essence, the views of Brady (1963), Lessenberry ("1967), russon et al (1972),
Canning (1976) and Onifade (1988) represent those who see the classification of

errors as falling into:
1. Errors in stroking techniques
2. Errors in basic knowledge or understanding
3. Errors in manipulation and

4. Errors in reading copy.
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The concern for analysis and error classification, according fo
Lessenberry (1967), “arises from the desire to have students build good

competency since stroking accuracy ranks first in the elements of competency”.

2.7.1 Errors in stroking Technigue

Buring the phase of keyboard iearning, the students are taught mechanical
control and the proper key-stroking technique as pre-requisite for mastering the
keyboard. Popham's gt al {1975) view was that the focus shouid be on refining
stroking motions and improving technllque before shitting to production typing.
But west (1969) who favour this line of reasoning acknowledges that keyboard
learning actually involves hundreds of responses {motion patterns) — therefore

letter sequence should be proper focus of attention.

Canning (1976) in his own view, said that good stroking technique
involving teacher’s demonstration on how to strike keys with sharp at accadeo
tough should be the center of focus {o encourage high stroking rate while de-
emphasizing accuracy. Tunne ef al (1965) lend credence to the above views

that good stroking technique is the first step towards a goed typewriting

technigues.

Research findings have so far revealed that correct striking is often

neglected or given insufficient attention in teaching. Its neglect is serious for it
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|
gives rise to errors and slows the progress which comes from student relying too

rr+:ch on trial and error approach of learning. Errors in stroking technique

l
a{%cording to Lessenberry et al (1967), and Canning (1976) may be as a result of

th‘: following;

1. IMashing bug-squashing” type of stroke

2. Shoulder punch, stiff-finger jabbing stroke between the keys.

3. Glancing stroke, resulting from striking between the keys.

4. Adjacent-key error caused by tenseness.

5. Yowel confusion, out of failure to note letter sequence.

6. Transposition of letters or words, caused by imperfect timing of strokes etc.

7. |Anticipating errors from failure to “feed” the fingers with the strong correct

implilses to type while reading ahead.

o
ohH.

5ame finger opposite hand errors.

9. |Omission of letters as a result of uneven force back of the strokes efc.
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0. Addition of letters as a result of substitution of familiar word ending due to
réading ahead, and which cause the eyes to pick a letter or word to be typed, later

ahd thereby relaying the “advance” stroking or its sequence.

—

1. Shadow (missing) character.

—

P. Vertical reach errors as ine ford or | for e.

P.7.2 Errors in Basic knowledge and Understanding

The teaching of typewriting involves cognitive leaming the application of English

usage to typewritten work. Popham et al (1975) observed that « training in
Itypewriter usage and English mechanics proceeds simultaneously with the
|development of copying skill. The learner’s attention is often focused so much
fon the art of typewriting that he or she cannot concentrate on the subject being
[presented." Canning {1976) also observed that there are numerous instances
when typists have spellings quite correct in the copy but get them wrong on the
- Ikeybqard due fo inadeguate linguistic knowledge. Thus, according to

Lessenberry et al (1967), errors in basic knowledge and understanding include:

o

. Mis-syllabication

M

. Inaccurate form of expressing numbers

J. Incorrect capitalization



T. Punctuation, spelling and paragraph
b. Unacceptable arrangement of work and failure to follow directions.
6. Psycholagical quirks

7. intruded word from mind and

8. Inadequate linguistic knowledge.

2.7.3 Errors in Manipulation

Coarrect machine operation is achieved when the typewriter is operated calmiy
and unhurriedly with great economy of motion. This implies adopling cotrect
sitting position, avoiding unnecessary etbow forearm and hand movement,
carrect space bar aperation and the throwing of the carriage without losing the

basic operative position as well as other manipulative parts of the typewriter.

According to Russon et al {1963) “a study of time-writing typed by students
provides such information as faully use of space bar, the shift keys, and

tabulator.

A close study of the work of Lessenberry (1967) however, shows a detailed

analysis of manipulative errors. These range from:

1. imperiect left margin d%s ..



- imT»ﬂect shifting for capital
3. Exira letters and extra spaces
4, S[?Lcing errors due fo:

(i) Failure to space between words and

(i) Bxtra spacing between letters or words
1. .I lashing of keys

2. Carriage retumn tabulation

3

argin release keys.

7.4 Ermors in Reading

esearch findings have confirmed that typewriting improves the ability to
anipulate the mechanics of English. Blackstone (1940) confirmed that “typing
| as been faught in elementary schools, but while the results indicate that this
&)rmﬁce improves reading and spelling ability of students, there is no evidence

that the students become capable typists”.

The experimental work of Malt as reported Canning (1976) on keyboard

fraining and the theory of typewriting revealed that “there is a very direct






