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ABSTRACT

The purpose of this research was to determ ne the effect
of proofreading and editing skills on secretarial studies
students' performance in typewiting.

The subject of the study were 37 female and 8 nmle
students of National Diploma (ND) Il Secretarial Studies
Students from Yaba Col | ege of Technol ogy.

The study used the experinental design, one group was
used as experinental group and the other as control group. A
pre-test was given both groups, treatnent applied only to the
experinmental group and a post-test was again given both
groups. The duration of the experinment was si x weeks, nmade up
of 48 contact hours.

The instrunents used for collecting data consisted of
three typewiting tests given to the students at specified
intervals. These were graded and anal yzed by the use of the
t-test statistical nmethod to either retain or reject the nul
hypot heses formul ated. The hypot heses were both rejected at
0.05 level of significance.

The study reconmmended that (i) typewiting teachers nust
ensure that students acguire the skills of proofreadi ng and
edi ting; (i1) teaching successful typewiting could be
enriched and nmade nore interesting by the use of various
met hods, for exanple, using the Milable Papers an Hour and

the Absolute Error Limt nodels; (iii) students should be

Vi



encouraged to have pride in their work by formng the habit of
produci ng as near perfect a work as possible.

This study brought out some inplications for classroom
instruction. These are two fold: teacher factor and student
factor. Teachers could use the various nethods outlined in
Chapter 5.6 to inpart know edge | eading to the acquisition of
proofreading and editing skills by the students. Students, on
t he other hand, coul d be encouraged to acquire and to refl ect
these skills in their work as secretaries once they believe
that the acquisition of these skills would help them keep

their positions in the business world.

Vi i
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opinion that typewriting is an important skill for a
secretary. In fact, the contention is that typewriting
is more important than sherthand because people can
only see the usefulness of shorthand through typewrit-—
ing. Whatever is written down in shorthand is of no
use to anyone until it is typed out. For this reason,
typewriting instruction is a vital and major part of
!
secretarial administration progranmme. !

The acquisition of typewriting Sklll goes a long
way in making an individual a competent secretary. To
buttress this fact, Ndinechi (1990} cited Krevolin
{1970) as summarizing the contribution of typewriting
to general education as follows: l
Studies indicate incontrovertibly, that
typewriting benefits vocabulary, read-
ing, spelling, and other language
skills. Typewriting also influences
positively, subject matter acquisition.
It helps develop favourable attitudes
and habits, reinforces basic English
knowledge, provides confrontation with
a precision machine, facilitates the
gathering of general information . .

fosters techniques immediately applica-
ble to social life . . . . |

i
A secretary could therefore be considered skillful and
competent in typewriting in as much as she recognizes
the importance of proofreading and editing skills and
strives to reinforce these skills through learning and
practice. It is also an acknowledged fact that no
employer will want to retain a secretary who makes
mistakes, from time to time, in documents typed. Apart

from the fact that this amounts to a waste of time andg

stationery, it may also contribute to stress on the
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executive. Driving home this point, Luke (1989)
remarked that employers want people who understand the
concepts and know the procedures to complete work:
people who accept the respongibility for processing a
task accurately‘anq efficiently for the first time;
people who can locate and correct all errors in
|

documents typed.

The habit of proofreading and editing has to be

formed right from the training stage. It is therefore S

important that secretaries-in-training are made to
understand and accept the importance of these skills.
STATEME or T ROBLEM

The poor performance of students in typewriting is
generally attributed to students’ 1lack of sound
knowledge in English Language. A student’s performance
is reflected in the standard of work prqduced in the
form of whether it is mailable or nﬁt mailable.
Oyedele (1991) defined a mailable letter as an error-
free copy with no major format errors. It is believed
that the teacher’s insistence on mailability will
compel students to recognize and correct their errors.
Oyedele (1991), further stated that being able to type

documents is a meaningless task 1f the student is

- incapable of producing machine output because of poor

language arts skills. This means that a document not
effectively typed is of no use in business.
Based on preliminary observations by this

researcher of National Diploma (N.D) Secretarial

I
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Studies students in some secretarial institutions in

Lagos, it was found that one of the reasons
why students fall typewriting examinations is care-
lessness. This deficiency could be more readily
corrected 1if students can only give some time to
reading through their work to pick out errors and
correcting such errors before ‘submitting their work
for grading.

The problem of this study therefore, is that the
non-acquisition of proofreading and editing skills is
one major inadequacy in the training of secretaries.

If a student is not made to cultivate the habit of
proof-reading and editing his typed work at the time he
is in training, then it should be expected that the bad
habit of not proofreading and editing will be carried

to the office after graduation. Business teachers can
no longer continue to ignore skill training. However,
very few previous studies on typewriting have examined,
empirically, the contribution of proofreading and
editing skills as necessary skills towards the efficient
performance of secretaries.

PURPOSE OF THE STUDY

The major purpose of this study was to examine,
empirically, the effects of proofreading and editing
on the performance of typewriting students. Specifi-
cally, the study attempted:
1. To determine whether there would be any difference
in the typewriting performance of male and female

students of Secretarial Studies.
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To determine what effect proofreading and editing
skills have on the typewriting performance of
students of Secretarial Studies.

To determine the effectiveness of the method of

teaching proofreading and editing skills.

RESEARCH QUESTIONS

To address the issue of this problem, the follow-

i1ng research questions were formulated and answered:

1.

24

3.

What is the effect of proofreading and editing
skills on the performance of secretarlal studies
students in typewriting?

What is the difference between the typewriting
performance of female and male secretarial
studies students who have acquired proofreading
and editing skills?

How effectlive 1s the method of teaching proof~

readlng and editing skills?

HYPOTHESES

The following null hypotheses were formulated and

tested using the t-test statistical procedures and

testing at 0.05 level of significance:

1.

There is no significant difference in the mean
score achlievement on typewkiting performance
between those secretarial studies students who
acquired proofreading and editing skllls and
those who did not acquire proofreading and edit-

ing skills,
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2 There is no significant difference in the mean
score achievement on typewriting performance
between the female secretarial studles students
and the male secretarial studies students who

have acqulred proofreading and editing skillls.

SIGNIFICANCE OF THE STUDY

It 1s expected that the knowledge obtained from
the results of this study would: |
1. Ald curriculum planners of business‘educéfioﬁ to
adequately plan for the education and training
of secretaries.
2e Encourage business educators in the secretarial
field to:
a} use the most appropriate teaching method to
achieve proofreading and editing skills;
b) place adequate emphasis on these skills for
the professional enhancement of the students
when employed.

DELIMITATION OF THE STUDY

The study examined the effect proofreading and
editing skills had on the performance of secretarial
studles students in typewriting. Although there are
many factors that can affect students’ performance
in typewriting, such as failure to carry out instruc-
tions, poor machine manipulation and lack of compre-
hension of principles, the study was concerned with
only the effect proofreading and editing skills had

on the performance of students in typewriting.
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LIMITATIONS OF THE STUDY

This study was limited in the following ways:
The sample size used for both Experimental and
Control groups were small in number. However,
this does not affect the findings of the study.
Although efforts were made to ensure there was no
‘placebo effect’ on the students, the researcher
could not have been certain that students in the
two groups were not aware of the special treat-

ment given to the Experimental group.



CHAPTER TWO

2.

u

REVIEW OF RELATED LITERATURE

INTRODUCTION

Typewriting is a skill subject with emphasis
placed on doing rather than knowing. The secretary
must therefore acquire many skills which will make her
perfect in the act of ‘doing’. Such skills would be
addressed in this chapter. The following sub-topics
were the subjects of the review:
Vocational/Technical Education - Historical Perspective
Vocational and Technical Education in Nigeria
History of the Typewriter
Stages of Development in Typewriting
Vocational Typewriting
Typewriting as a skill
The Secretary and Technology
Proofreading and Editing
Importance of Proofreading and Editing
Proofreading and Editing Methods
Skills acquisition
- Transcription Ability
- Erasing Skill
- Spelling Skill
- Reading Ability versus Typewriting
- Language Arts Skill
Mailability

Business Image
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Fafunwa (1974) reported that vocational and
technical education in one form or another was in vogue
before the introduction of western education in
Nigeria. Gana (1986) also opined that business
education, ;hich is a part of vocational and technical
education, is as o0ld as the history of education in
Nigeria. He added that although the first secondary
school established in Lagos between 1859 and 1920 had
as its curricula Bible Knowledge, English, History,
Geography, and Book-Keeping, the need for clerical and
secretarial assistance forced the colonial officers of
that era to introduce elements of business education
into the curriculum. These included subijects like
Typewriting, Shorthand, and Economics.

Bentu, et al (1988) in Adidu (1991), submitted
that the Church Missionary Society (CMS) opened its
first Teacher Training Centre in 1859 at Abeokuta,
moved to Lagos in 1867 and finally settled down at Oyo
in 1896 to where is now known as St. Andrews College,
Oyo. They added that courses like Book-Keeping and
Business Arithmetic were taught by the schools while
the students on their own learnt typewriting and
shorthand at their leisure time. Gana (1986), reported
that the Phelps-Stokes Commission, set up by the
British Government in 1920, recommended the establish~
ment of trade centres and modern schools in Nigeria.

The subjects taught included Typewriting, Shorthand and
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some other commercial subjects, which qualified them
for employment in the various areas in which they were
trained.

Gana (1986), further revealed that even as far
back as the ‘early fifties and the late sixties, a sharp
demand for qualified secretarial and administrative
staff for the expanding civil services of the Federal
and Regional governments arose, This led to the
establishment of a large number of clerical training
schiools and staff training centres to produce typists
and secretaries. He added that:

Private entrepreneurs were permitted to

establish commercial secondary schools

not only to provide schooling opportu-

nities for the overflows of the govern-

ment colleges but also to augment

government’s efforts in the production

of manpower for the business activities

of the country.

Adidu {1991}, also submitted that private business

institutions contributed in neo =small way to the

commencement of business education programmes in

Nigeria, .

The Federal Government of Nigeria (Policy, 1985),
recognized that vocational and technical education form
the basis of the nation’s technological development.
It is no wonder then, Gana (1986), revealed that after
the Ashby Commission advocated for specialization of
business education at the universities and the colleges
of arts and sciences and for the creation ©f more
technical colleges in the country, the Federal Govern-~

ment responded promptly to the recommendation.
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Tonne & Nanassy, (1970), opined that business
education is that aspect of the total educational pro-
gramme that provide the knowledge, skills, under-
standings, and attitudes needed to perform in the busi-
hess world as a producer and/or consumer of goods and
services that businéss offers. In agreement with this
statement, Nolan, gt gl (1967), stated and Brinkley

(1961) agreed that'the aims of business education are:

(1) to equip students with required skills needed to

perform specified office functions, and
{2) to provide students with technical knowledge and

expertise needed to use business services and

handle their personal affairs.

According to Abeguhde (1990), the components of a
business education programme in Nigeria, generally
comprise Typewriting, Shorthand, Accounting and cognate
subjects, like Commerce and Economics.

v N c RY

Vocational and technical education programmes must
be realistic in terms of employment opportunities.
Skill levels attained by students should be sufficient
to assure their success in a competitive employment
market. To buttress this fact, the National Policy on
Education (1985) stated as one of the national educa-
tion aims and objectives the acquisition of appropriate
skills, abilities and competencies both mental and
physical as equipment for the individual to live in and

contribute to the development of his society.
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Eni (1987), was of the opinion that like other
manpower training programmes, business education is
usually designed with the primary purpose of upgrading
skills or providing citizens with the necessary skills
required to obtain gainful employment. Oladebo (19%0),
also opined‘that business education creates an oppor-
tunity for students to make a living as well as to
develop and successfully operate their personal and
family financial plans. Another pertinent advantage of
business education, according to ©Oladebo {1990), is
that technical and vocational education of which
business education is a part, plays a vital role in
greater promotion of employment in Nigeria‘’s economic
revival.

Most business education subjects entail the
acquisition of a skill which makes an individual
functional in the society. Agreeing with this fact,
Gana (1986) asserted that the most important.character;
istic of a skill subject is that it should be relevant
in functional terms to the needs of the environment.
Eni (1987), also submitted that business education
programs are geared toward entry into particular jobs.

According to the Policies Commission for Business
and Economic Education (1975), business education
represents a broad and diverse discipline. It includes
education for office occupations, distribution and
marketing occupations, business teaching, business

adninistration and economic¢ understanding.

!
|-
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Vocational Education, in general and business
education in particular, according to Eni ({1987), has
an important duty in the training of personnel to meet
the current skill demands of prospective employers. He
opined further that it would be inappropriate for busi-
ness educatioh programmes to emphasize skills which are
not relevant to the prospective ‘job employment of the

graduates. Erickson (1974), alsc stated that students

who face the need to gain access to the world of work =

where they will find an ever more complex society and
technoclogical and other changes requiring greater
adaptability, must be properly prepared.

The National Policy on Education (1985), specifi-
cally stated that the Federal Government recognizes
vocational and technical education as forming the basis
of the nation’s technological developnent. Rene
(1965), in Biobaku (1968), maintained that for a nation
to develop, emphasis must be placed on education. He
further stated:

It is education which sets a value on
the human factor in development and
which makes man capable of shaping his
history. A country will never be
developed unless education is deve-
loped. If you wish to replace the idea
of development, that is, the advance-
ment of man which will enable them to

- decide their own destinies, then you
nmust provide them with education. It
is through better education that the
maximam use can be made of human
resources in which the developing coun-
tries are so rich,

In the policy statement made by the Unites States

National Association of State Directors of Vocational
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and Technical Education (NASDVTE, 1988), it was
categorically stated that the process of developing
work skills appropriate for today’s technological
society reguires Vocational and Technical Education
(VTE) be thoroughly infused with academic concepts.
This means thét every person, no matter the profession,
needs to acguire some basic skills. The Policies

Comnmission for Business and Economic Education (PCBEE,

11981) believed that because of the fact that business .

education can improve the quality of life of every
individual, vigorous steps should be taken to promote
business education programmes. |

Acknowledging this fact, Eni (1987), asserted that
business education offers to every individual who
undertakes it the opportunity to develep those skills,
abilities and understandings that will enable him
handle competently, his personal business affairs,
develop understanding of the vocational opportunities
available in the broad field of business, and to assume
his citizenship responsibilities through enlightened
participation in and an understanding and appreciation
of the Nigerian Enterprise Systen. | i

Because business education whichlis a part of
vocational and technical education makes it possible
for an individual to be self-employed, Oladebo (1987),
opined that vocational and technical education plays a

vital role 1in greater promotion of employment in

Nigeria’s economic revival. He added: ;
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Business enterprises both private and

public is the engine that powers

Nigeria‘’s economy and, education is one

of the primary fuels of that engine.

There is general contention that our

society and our free enterprise system

can survive only with an educated,
economlcally skilled literate popula—
tion . . . . The vocational skills
acqu1red by graduates are saleable on
the labour market either by employlng
themselves or be emploved.
Typewriting skill is one of the vocational skills that

are saleable and can make an individual self-reliant.

2. s! 2HISTORY OF THE TYPEWRITER

Russcn & Wanous {1973), reported that the first
typewriter to be patented in the United States was
invented by William Austin Burt of Mount Vernon,
Michigan, 1in 1829, This, however, needed to be
improved upon. In 1867, Christopher L. Sholes of
Milwaukee, U.S.A. succeeded 1in inventing another
machine which was able to print words as well as
figures and this was patented in 1868. They added that
by 1872, after countless improvements, the original
arrangement of letters on the Keyboard was changed by
Sholes and some others to one of greater convenience.
Russon & Wanous (1973), submitted further that it was
found that even this universal keyboard still needed
further improvement.

Tonne & Nanassy (1970), stated that this improve-
ment came when in 1878, it became possible to write
lowercase as well as uppercase characters. This is,
according to Russon & Wanous (1973), with the invention

of the Remington Model 4. They submitted further that
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by 1909, the number of separate typewriter companies
had grown to 89 in the United States alone. They
revealed alsc that by 21933, International Business
Machines (IBM) began the manufacture of electric
typewriterg. Harns, et al (1972), also submitted that
by the middle of the twentieth century, many different
makes of typewriters were already in use with about ten
per cent of them being electric.

In today‘s world, the typewriter is now being

replaced by the computers and word processors although

the keyhoard layout remains the same. In her
submiesion, Popyk (1983), stated that word processors
are now becoming standard egquipment in business,
Hilgedick (1984), also asserted that computer

terminal keyboards have the same letter and figure
arrangements as the standard typewriter - the QWERTY
format. She also quoted Russon & Wanous (1973) as
submitting that typewriting teachers should direct a
sound skill building programme which will improve
students’ accuracy. | |

STAGES OF DEVELOPMENT IN TYPEWRITING

Tonhe & Nanassy (1970), reported that before the
typewriter was universally accepted, the procedure for
letter writing was to have the executive slowly dictate
his letter while the clerk wrote it down in longhand.
After the letter was written, it was put into a copying
press and a duplicate was made. Eventually, the letter

would be returned to the writer for correction, it

Ll
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would be re-printed and then sent back to the writer
for his signature. This slow, time-consuming procedu}e
has disappeared and even the smallest office is now
equipped with a typewriter. Tonne & Nanassy further
stated that:the advqnt of the typewriter in the 1870’s
was responSiﬁie for this change in procedure. Michael
(1987) also.stated that during the twentieth century,
IBM developed the first electric typewriter to further
increase the speed of production typewriter. . He .
further remarked that increased demand for information
necessitated automatic preparation and dissemination of
information. This led to the invention of computers
that set the stage for the development of word
processors.
2.p.4 VOCATIONAL TYPEWR G

Tonne, et al (1965), emphasized that typewritiné
is a wvital and major part of business education
programme. The subiect lends itself to the attainment
of the objectives of giving students a chance to
acguire further knowledge and develop skills. Nolan,
et al (1967) also submitted that typewriting is the
most important subject in business education. They
gave two reasons why typewriting is popular and so
important to the development of a nation. In the first
place, typewriting is one of the basic subjects needed
by all business employees regardless of the work they
do. Secondly, of all business subjects, typewriting is

the most useful to non-business students. They then
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concluded that typewriting is an asset to everyone.
Tonne, et al (1965), also pointing ocut the importance
of typewriting, submitted that one does not need
personal typewriting Jjust to get through school or
college, alphough it does help; one needs typewriting
to get through life; To further prove this fact, the
Policies Commission {(1981) stated that the typewriter
keyboard has become universally accepted as a communi-

cations tool and that every student should develop a

basic typewriting skill. j -

In a follow-up study by Harris (1957).conducted to
evaluate the effectiveness of the curriculum and
personal components of the secretarial training of the
early 1950s, 124 out of 223 respondents agreed that
courses of most value were Typewriting, Shorthand, and
English. Seventy-five per cent of the 223 graduates
considered capitalization, spelling, punctuation,
speed, and accuracy in typing mailable letters as the
most valuable phases of their training. E

In another follow-up study by Crimsoh (1985), it
was discovered that over B80% of the graduates inter-
viewed found typewriting very useful. Miller (1959),
in his own follow-up study, analyzed that 172 out of
183 respondents considered typewriting as the mnost
valuable subject, followed by English with 150 and
Shorthand with 100. |

To a secretary, Typewriting is even more inmportant

than Shorthand. Although it is true that the employer
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demands Shorthand at a particular speed for employment
purposes, yet he has nothing to do with that Shorthanﬁ.
What matters to him, according to Camp (1987), is how
well the secretary types the document she used Short-
hand to take dan during dictation. From all these
submissions, it '~ can be deduced that typewriting is
a skill. i _ '

2.2,5 TIYPEWRITING AS A SKILL

Tonne, et al (1965), defined skill as the ability
to use ones Kknowledge effectively and readily in
execution or performance; technical expertness; a power
or habit of doing any particular thing competently.
Random House Dictionary (1984), gave this definition -
'the ability to do something well, arising from talent,
training or practice; competent excellence in perfor-
mance.’

To say that one has a skill in doing something,
Tonne et al (1965), pointed out, the person must have
over-learned that thing to the point that he or she can
exercise that skill even when something else is upper-
most in the attention of the learner. Typewriting is
a skill. Xlausmeier & Goodwin (1966), submitted that
typewriting is a perceptual-motor skill in that it

involves the skill of perceiving and then doing. They

asked: "How do we know when a person has reached a
stage at which he is considered to be skilled?" In
their own words: "The highly skilled performance is

accomplished in less time, with less energy, with
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greater accuracy, with high consistency, and with more
flexibility."
Writing on the same subject, Russon & Wanous
(1873), asserted that the skill involved in straight-

copy typing is a sensory-motor skill and that when this

" skill is applied to problems beyond the simple typing

of sentences, that is production typing, it becomes a

perceptual-motor skill which requires some under-

-standing and thinking. - They concluded that production

typing generally includes all the activities that go
into the preparation of typewritten papers: key-
stroking, operating the typevwriter, handling materials,
reading directions, planning the total job, proofread-
ing, correcting errors, and so on.
THE SECRETARY AND TECHNOLOGY

Randolph (1982), opined that business offices
today face tremendous technological changes that are
revolutionizing business. In support of this state-
ment, Kanu (1987) wrote that technological advancement
has revolutionized office procedures and activities.
Simpson (1983) contended that technology is changing
the way secretaries do their jobs. In support of this
stand, Hennington (1984), declared that office automa-
tion technology is creating a new role for secretaries.
Collaborating with all these views, Anyaduba (1991),
submitted that advancements in word processing technol-
ogy had been universally acclaimed to make a signifi-

cant contripution to the secretarial function.
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However, with the rapid growth in office automa-
tion, the need for a conmpetent secretary cannot be over
emphasized. In recognition of this fact, Stoufer
(1983), added that sophisticated equipment will never
be able to ?re_place the creative and articulate secre-
tarial personnel. In her own submission, Luke (1989},
stated that even with the rapid growth of office
automation, the need for skillful secretaries has not
- diminished. She added that until such a time that
technology produces such sophisticated equipment that
can completely and intelligently locate and correct all
errors, such as in punctuation, spellings, formats, and
80 on, the need for a secretary whose responsibilities
include the picking out of such errors and correcting
then will always be there.

To fulfil the secretarial responsibilities of the
modern office, secretarial graduates need to go into
office jobs able to handle all communication require-
ments. Tonne, et al (1965), contended that the tool of
a secretary’s trade is the English Language, and

suggested that the secretary nust learn the various
constructions and master the rules for punctuating
them. They added that she must use and spell the words
in a normal business vocabulary. Tonne & Nanassy
(1970), submitted that a good command of English
especially in the fundamentals of spelling, punctua-
tion, language usage, et cetera, are among the skills
reguired by a secretary in the modern office. Randolph

'.l
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(1982}, also submitted that technological changes which
allow the employer to communicate with the secretdry
even from remote locations, compel secretaries to have
the ability to edit the boss’s input; as they produce
final documents.beﬁore distributing them. He added
that this ability entails that secretaries have more
proficient skills in written communication.

Technology, Cotton (1988), ILuke (1989), and

~Stoufer (1983), noted has provided software that check

spelling and grammar. However, according to Cotton
(1988), this does not relieve the secretary of the need
to have good basic spelling and word usage skills,
Luke (1989), added further that students should not bhe
allowed to depend on these software as they have their
limitations. In her contribution, Stoufer (1983),
remarked that although these software help to correct
errors in a ’‘split second’ the need for finding and
identifying those errors has not changed. It is her
opinion that proof-reading skills should continue to be
a high priority for secretaries,
PROOFREADING AND EDITING

Tonne, et al (1965), submitted that one of the
most valued skills of a secretary is the ability to
proof-read. In their own contribution, Lacombe, et al
{1%86) opined that editing works hand in hand with
proof- reading.

Proofreading, according to Lacombe, gt al (1986),

is the skill of finding errors in written documents.

.
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L
. :
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Tonne, et al (1965), contended further that proof-
reading involves spotting errors in English, spelling,
and punctuation as well as typing. When an error is
spotted, something has to be done:; this is where
editing comes in. Lacombe, et al (1986), in agreement
with Camp (1985), -submitted that editing requires
looking at a document critically to see if it can be
improved upon in a variety of ways. Shane-Joyce
(1987), speaking on the same subject, opined that
editing means more than just changing a word of two or
correcting punctuation; it involves moving sentences
and paragraphs, deleting or adding materials, and so
on. Okwuanaso (1992}, in agreement, said that editing
skills are greatly needed because secretaries are not
only expected to detect errors but should have the
ability to edit the document as well. In his view,
editing skill is a must and he contended that there is
no acceptable substitute for proficiency in this area.

In her own submission, Yacht (1983}, stated that
thé most important aspects of typewriting is the
ability to proofread and edit. She suggested that
careful attention should therefore be placed on these
skills. McNichol (1972), submitted that the mastery of
the keyboard alone is not sufficient. She suggested
that among others, the knowledge of English or language
arts could serve as a useful analysis of what the
typist must know and do when typewriting is interpreted

as the gkill required for producing mailable documents.
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Lacombe, et gl (1986), opined that today’s technologi-
cal business world requires that the skills of proof-
reading and editing be highly developed. They submit-~
ted further that accurate preoofreading and editing
skills are  invaluable assets to a secretary seeking
enployment or wishing to advance in the current
position being held. Wohlgamuth {1984), opined that
the skills needed in the office of the future are basic
skills which have been needed for vears. He stated
that students have the most difficulty with the writing
skills and these are the very ones business and
‘academe’ consider most important. He suggested that
these skills be taught in schools using editing
activities. He was of the belief that editing will
enable students to write more effective letters,
Johnson & Starkel (1984) and Camp (1987), agreeing with
Yacht (1983), asserted that business teachers should
emphasize proofreading throughout the course. They are
of the opinion that proof reading skill must be
developed as it is an important skill for all members
of the business writing team, especially for secretar-
ies. To highlight the importance of these skills,
Perkins (1989), submitted that skills as important as
proofreading and editing cannot be left to chance. He
contended that they must be methodically and correctly
practiced under the watchful eye of a demanding and
knowledgeable teacher. Mackay (1977), in her own

contribution, stated that proofreading or checking
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errors is an essential part of every secretary’s job,
The importance of the acquisition of this skill, made
her to insist that in typewriting instruction, students
should be compelled from the very first lesson, to
proofread their ¢wn work. This, she opined, would lead
to the deveiopment‘ of good habit and would make
students to become error conscious. Shane~Joyce
(1987), also in agreement, subnitted that proofreading
is crucial and therefore careful and deliberate
proofreading needs to be taught and stressed.

One of the skills a secretary must possess is the
ability to locate and correct errors guickly and
neatly. To confirm this statement, Lacombe, et al
(1986), stated that proofreading is part of the
secretary’s job as the originator has the right to
assume that the secretary will proofread and correct
all errors in any document she prepares. Fischman
(19275), also submitted that the responsibility for
careful proofreading falls upon the secretary. He
added that proofreading must be done slowly and
carefully. Mackay {1977), also submitted that in all
production work, careful proofreading is necessary to
ensure that the work is accurate and mailable. She
added that the proofreader should develop the habit of
reading word for word as copposed to ‘skimming,’
Lacombe, et al (1986), again submitted that the
responsibility for perfection in letter mechanics rests

on the secretary.
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However, it is not easy to pick out errors.
Mackay (1977}, agreeing with this notion, stated that
many typists and secretaries find proofreading an
irksome chore because they look upon it as a non-
productive operétiop. She continued by writing that
they are oftén anxious Jjust to ‘get on with the next
job.! concluding, she opined that ‘unmailable work is

of no value.’ Speaking on this same point, Clem

(1959}, submitted that checking errors correctly is cne ..

of the most difficult problems in a typewriting class.
Church & Schatz (1981), also opined that one of the
most difficult jobs for a secretary is discovering her
own errors as it is her responsibility to see that her
finished work is accurate and complete. Clem (1959),
went further to subnmit that the detection of errors is
a most valuable skill for, the better a student’s
error-finding ability becomes, the more accurate his
typing is apt to be. 8She stated further that:

A psychological situation in which the

student sees the necessity for learning

to find errors should be created. This

comes from a realization of the fact

that the Jjob in the business office

depends on her ability to see errors.

In the business office, it is not how

many mistakes a secretary makes, but

the annoying thing is the number of

errors that get through the secretary’s

checking.

To forestall falling into this problem, Mackay
{1977), stated that extra care must be taken, when
checking important work since undetected errors can
prove particularly costly and time-~wasting.
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2.3.2 IMPORTANCE OF PROOFREADING AND EDITING

Ennis, et al (1987), remarked that accuracy in
proofreading and correcting will help earn a secretary
her boss’ professional confidence and at the same time
greatly enhance her sense of personal pride in her own
accomplishments. They further stated that good proof-
reading and editing habits contribute to cost efficien-
cy by reducing the number of errors and also the time
needed to correct them. They contended further that a
secretary who possesses these skills will become almost
irreplaceable or indispensable to her employer. They
concluded that recognition of a secretary’s acquisition
of proofreading and editing skills is generally visible
in her competence in typewriting. Cotton (1988), in a
survey she conducted in 1987, revealed that these
skills are considered so important that some companies
go to the extent of punishing erring typists by not
giving pay increments and sometimes, even by putting
them on probation or even dismissing them.

Probably the importance of proofreading can
further be proved by the following two extracts.
Whittle (1973), underlined the importance by quoting
from an article captioned: "One typing error - three
killed" (Daily Telegraph, 1973): "Three territorial
army men who were killed by a train in a tunnel near
Brighton while on a map reading test had been given a
wrong grid reference because of a typing error."

The other extract by Harns, et al (1972) stated:

.
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The joint meeting of the board of re-

gents and the budget committee of a

certain university was about to start.

The chairman called the meeting to

order. One of the businessmen, used to

dealing with figures, startled everyone

by saying: ’‘Gentlemen, we might just as

well go home. There’s a mistake here

someplace. These figures don’t jibe.

This throws every thing off.’ The

chairman had to call for an adjournment

until the discrepancies could be

cleared up. The whole matter was care-

fully investigated. Everything was

traced to some careless typing and

haphazard proofreading.

For employment purposes, ability to proofread
properly and edit correctly is, in most companies, a
necessity. Confirming this, Nellermore (1989), stated
that among the entry level expectations of most compa-
nies, of a secretary, is the ability to proofread and
to detect incorrect sentence structure and to make
necessary revisions with regards grammatical usage,
spelling and punctuation.

233 PROOFREADING AND EDITING METHODS

Harns, et al (1972), in a bid to make business
teachers realize that compelling necessity of teaching
proofreading and editing skills, stated that teachers
need an entirely different approach from just letting
proofreading go without careful checking by students.
They suggested making the students’ grades depend on
her proofreading ability. Perkins & Lloyd (1969), also
submitted that the teacher must teach the students to
recognize the common revision symbols and use them

effectively. This should be done with the beginning

typewriting students and revised in the intermediate
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and advanced classes. Frank (1984), also agreed that
secretarial teachers must make sure their students
spend a great deal of time on the development of
proofreading and editing skills, the proficient
application‘of English skills and the ability to type
mailable letters. He added that business educators
cannot afford to have less than excellent progfammes if
students are going to be competent and employable.

" Tonne, et al (1965), suggested that the teaching
of proofreading and editing be systematic: for exanple,
by asking the students to circle in pencil the errors
made and later by asking the students to erase and
correct those errors. Yacht (1983), in her submission,
stated that as students’ key-boarding skills progress,
they will need to correct their mistakes. They should,
therefore, be encouraged to proofread and edit their
work before removing it from the typewriter. 1In the
same vein, Mackay (1977), suggested that a completed
sheet of typescript should always be proofread before
it is removed from the typewriter since corrections are
50 much easier to make when the paper is still in the
machine. Tonne, et al (1965), further submitted that
as a start on the road towards the mailable transcript,
students may be permitted to correct any error discov-
ered. As they excel, a reasonable error limit may be
set in lieu of the perfect-copy requirement and the
change over from learning standards to job standards

made gradually. They further opined that teacher
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denonstration is the most economical method of present-
ing a skill subject such as this.
SKILLS ACQUISTTION

Russon & Wanous {1973) in Popyk (1983), submitted
that typewriting teachers should direct a sound skill
building ﬁrograrﬁme which will improve students’
accuracy. They submitted further that many errors are
caused by the lack of Kkeyboard mastery and students’
perception of the English Language. Kruger (1983),
also submitted that communication skills are vital and
must be taught because every business activity is
accomplishéd through some form of communication. 5She
opined that typewriting and tran-scription skills
should receive the highest emphasis in the typist and
stenography programmes. She added further that time
for intensive instruction and ample opportunities for
the practice and reinforcement of these skills which
include grammar, vocabulary, spelling and proofreading,
must be provided and must not be left to trial and
error.

Lacombe, et al (1986), were of the opinion that
accurate proofreaders and editors possess the
following:

- excellent transcription skill
excellent spelling skill
excellent language arts skill

excellent concentration skill
motivation for alertness to existing errors.

All these skills are necessary for the

acquisition of proofreading and editing sgills.
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2.4.1 TRANSCRIPTION ABILITY

| Tonne & Nanassy (1970) contended that among the
skills required of the secretary 1s transcription
ability of which the skills of proofreading and editing
are a part; .In a survey they conducted, businessmen
were asked whether they would prefer a secretary with
less ability to take rapid dictation and more ability
to transcribe into mailable letters; or one with
ability to take rapid dictation at the expense of
transcription ability. It was found that B9 out of 95
businessmen preferred the ability to transcribe into
mailable letters.

Tombs (1982), also opined that allied with the
skill of transcription are good spelling, sound
punctuation, ability to check and proofread, ability to
produce 100% accuracy in all work, ability to correct
glaring errors of any sort and to correct details. She
contended further that what the secretary produces must
be sound, as the empioyer would wish, and be correct in
every detail.

2.4.2 ERASING SKILL

An important skill needed for editing is erasing
skill. Russon & Wanous {1973) opined that teaching
erasing must be a special part of the typing period.
Because erasing is a skill, it must be taught by demon-
stration, imitation and review. Writing on the same
topic, Clem (1959), submitted that when an error is

made, a secretary does one or two things: remove the
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paper and start again or erase the incorrect matter
neatly and type thé correct. She added that most
offices would prefer the latter because of the cost of
stationery. It is therefore important that the skill
of erasingﬁ be taught  properly. It is also wvery
important to erase neatly and quickly, she added. 1In
support of this stand, Russon & Wanous (1973), also
stated that special stress should be placed on the
importance of erasing errors neatly and completely,
Mackay (1977), adding to this notion, submitted that
neat and swift erasing is a skilled operation requiring
specific teaching on the part of the teacher, and
careful practice by the students.
2.4.3 S5 G 8 L

The importance of communication skills, in
general, and written communication skills, in particu-
lar, has been well documented in business literature.
Meggison (1983), Tonne, et al (1965), Kruger (1983),
Lacombe, et al (198§), Martin & Ranson (1990) all
agreed with this fact. Although there is widespread
agreement that written communication skills are
important in business, business seem to have failed to
address the importance of spelling as a specific subset
of writing skills. This was the contention of Martin
& Ranson (1990). They asserted further that there is
an inescapable fact that spelling skills are important
for secretaries. Martin & Ranson (1990) also subnitted

that business practitioners must possess fundamental
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epelling skills if they are to successfully communicate
in writing. They advanced four reasons to support the
importance of spelling skills. These are:

- Correct spelling aids readability while poor
spelling diverts the reader’s attention from
the message content;

- Misspelled words do little to enhance the
impressions most business people attempt to

convey;

- Poor spelling may directly and 1ndirect1y
. influence message content;

- The writer without spelling skills wastes a
lot of time - which might have been used

more productively - on say, continuously
referring to the dictionary.

2.4.4 READING ABILITY WERSUS TYPEWRITING

Book (1925), remarked that there are two types of
reading, one type is reading for ideas, the other is
reading for accuracy of detail. He claimed that
accuracy of detail is more important in typewriting as
many individuals type well without knowing the content
of the material they have written. The typist who has
not developed skill in the control of his attention
cannot type with smooth continuity.

The fact that a relationship exists between
reading ability and speed in typewriting was determined
by Foss (1966). Her study was prompted by the realiza-
tion that students were required to do a great deal of
reading in the process of learning to typewrite.

Lessenbery & Robinson (1968), also linked type-
writing and reading ability and stressed that improving

language skills should be one of the objectives of a
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communication course one of which is typewriting.
Atwood (1965), also agreed with these views and
stressed the need to teach rate in reading for type-
writing. )

The foregoing discussion should be sufficient to
show that reading in typewriting is a tool of major
significance, both as regards accuracy of writing and
speed.

Book (1925) was of the opinion that reading abili-
ties required in typing are almost as numerous and
complex as those required in academic subijects.
Lessenbery & Robinson (1968) and Book (1925), seemed to
be in agreement over the areas of reading instruction
important to the student’s development in typewriting.
These include training to follow directives, to
interpret illustrations, to proofread typed work and to
develop vocabulary.

2.4.5 LANGUAGE ARTS SKILL

Lacombe, et al (1986), wrote that the most
pressing need in business today is for office personnel
who are knowledgeable and competent in communication
skills. In support of the above claim, Kruger (1983),
submitted that communication skills are vital to the
successful accomplishment of every business activity
and therefore these skills must be taught.

There is correlation between English and
Typewriting. commenting on this, McNichol (1972),

stated that the link between English and Typewriting is
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the widest and the most natural. She submitted that
typewriting is another form of writing and that the
main areas of English knowledge which are directly
relevant to the typist’s skill are vocabulary exten-
sion, punctuation, summarizing and composition.
Canning (1972), also submitted that success in short-
hand and typewriting depends in no small measure on
ability in English. He observed that weakness in
English has long been recognized as a paramount and
perennial problem in training for office skills.

In recognition of the fact that success in

typewriting depends on the language arts skill
acquired by the secretary, Meggison (1983), remarked
that supervisors and managers complain that employees
lack skills in the language arts area namely punctua-
tion, grammar, and spelling. He cited deficiencies in
the language arts area as the number one problem with
typists. Okwuanaso {1992) in agreement, pointed out
that employers have continued to demand for secretaries
who are competent in the use of grammar, punctuaticon,
spelling and who can express themselves both orally and
in writing.

Pierpoint (1977) and Reiff (1977) in Ugoji (1991),
revealed that English Language had been found to be a
responsible factor for students’ high failure rate in
shorthand and typewriting. Cotton (1988) insisted that
those who wish to be successful in word processing must

have excellent grammar skills and they must be able to
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proofread. Tonne, et al (1965) writing on the same
point, stated that a good secretary finds that skill in
English Language is the tool of her trade and there-
fore, during her training, she must learn the various
constructions and master the rules for punctuating
them. In their ml\m contribution, Martin & Ranson
{(1%20) added that a sound knowledge of language and
ability to communicate effectively, are essential basic
gualifications for all grades of secretarial workers.
They submitted that verbal fluency is essential for all
and that written fluency is essential for typists and
secretaries - the latter to a very high standard.

Language arts skill is of primary importance to a
secretary. Meggison (1983}, highlighted the importance
by insisting that major emphasis should be provided on
the development of the skill which is requisite for
successful employment. Kruger (1983) also agreed when
she stated that secretarial students need to be taught
words commonly used in business communication. In
addition, she stated that listening skills, grammar,
vocabulary, spelling and proofreading should be taught.
She contended further that proofreading becomes an
exercise in futility and mailable copy is an unattain-
able goal if a student does not understand the words in
context that she has typed.

Fischman (1975), in his submission, also stated
that reqular, effective communication is very important

for the successful projection of ideas, pictures,
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thoughts, and feelings. In a clarification on this, he
further submitted that the office worker must be able
to write so that people will be able to read her work
and analyze her information intelligently. Agreeing
with Fischman, "Meggison (1983), stated that since
communication is a tﬁo—way process, it will fail if the
recipient cannot understand the message.

In conclusion, Perkins & Lloyd (1969), argued that
students would readily accept the ideas that they
should learn to discover and correct their errors, that
they should be able to distinguish between acceptable
and unacceptable English and that they should learn to
use a variety of grammatical devices if they were
convinced that knowledge of English construction would
help them communicate easily and forcefully.
MAILABILITY

Popham, et al (1975). opined that the goal of all
typewriting students should be the production of
mailable correspondence. Giving reasons why this goal
is so important, Fischman (1975), emphasized that
business does not want a job which is muddy and unclear
and which might confuse the recipient as to what is
intended. He added that secretaries must strive
towards the goals of clarity and coherence. 1In support
of these views, Russon & Wanous (1973), submitted that
students should know that employers are very much

concerned with mailable typing in the office.
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In recognition of the fact that documents should
be mailable, Lacombe, et al (1986), disclosed that the
development of business documents is not the sole
responsibility of the secretary and that it should be
a cooperative effort with the secretary complementing
the origina;or's efforts. However, the responsibility
for perfection in letter mechanics rests squarely on
her. On this same point of perfection, Hammer (1984),
submitted that the secretary is responsible for out-
putting a document that is attractive, grammatically
correct and one that transmits the essence of the
intended message. Johnson & Sterkel (1984), believed
that careless letter writing increases production cost
as this would create a necessity of writing a second
letter to clarify the first one.

Clarifying this further, Tonne & Nanassy (1970),
wrote that there is need for the creation of standards.
They submitted that emphasis should not be limited on
gaining a higher speed of typewriting while neglecting
other factors like proofreading and editing.

Malone (1938) in Tonne, et al (1965), conducted
two surveys on mailability. Her findings showed that
employers use the following criteria for a mailable
letter:

1. It follows very closely the thought of the
dictation.

2. It contains no uncorrected errors, such as
mis-spelling, typographical errors, incor-
rect punctuation, incorrect syllabication.

3. It looks reasonably neat, with no over-
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typing, the margins give the letter good
balance. ‘

4. It contains no omissions.

These standards, as reported by Malone (1938}, are
the ideal standards. The findings further revealed
that of 550~letters mailed, only slightly more than 50%
met these reguirements. However, Malone (1938)
believed that when students’ typed works were evaluated
by these standards, only 28% were rated mailable. 1In
essence, therefore, Tonne & Nanassy (1970), opined that -
a secretary is measured not in terms of ability to type
high speeds but rather the ability to type the material
into mailable form.

This view is related to that of McNichol’s (1972),
who wrote that although the traditional method of
testing speed and accuracy is still in use, employers
think almost exclusively of the number of letters or
other documents which are typed and which can be signed
or approved for use in the course of the day. Comment-
ing on the same point, Russon & Wanous (1973),
explained that when a businessman criticizes the typed
work of a secretary as being unmailable, he means that
the secretary does not find and erase her errors
acceptably.

Miller (1959), commenting on this same point
stated:

I expect the document which is placed

on my desk to be ready to go. All

errors should have been discovered and

corrected . . . . A good secretary
does more than Jjust typewrite what
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appears on the page. She makes correc-

tions as needed. Businessmen expect

their secretaries to consult a dictio-

nary when in doubt about the spelling

of a word.

One way by which students can achieve mailability
as submitted by hohnson & Sterkel (1984), is to ensure
that they acguire the language arts skills and master
their proofreading and editing skills. Lacombe, et al
(1986), argued that the acquisition of these skills
will lead to the production of mailable documents which
in turn will reflect positively on the company and the
individual sending it out.

BUSINESS IMAGE

Camp (1985), remarked that employers put the
ability to communicate well at the top of their needs
list. This means not only being able to speak or
listen effectively, but also being able to produce
written communication that are error-free and that
represent the highest profes-sional standards. In
their contribution, Johnson & Sterkel (1984) opined
that effective writing skills are invaluable to
business because of the increased awareness of the need
for a good public image. They further opined that
organizations are more aware than ever before of the
far-reaching effect every letter, memorandum, and
report has on company goodwill and employee morale.
Camp (1987), quoted a popular adage in business circles

when she stated that ‘You never get a second chance to

make a first impression.’ Explaining this adage, she
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wrote that a business letter may be the first meeting
a company has with a potential custecmer. It is throuéh
this letter that the company has the opportunity to
create a positive first impression.

It should bé noted, according to Woolcott & Unwin
(1974), that‘business executives spend considerable
sums of money on building, maintaining and projecting
their firms’ image. Letters sent out by a firm are
vital in projecting an image of efficiency and helpful-
ness. In letter writing therefore, a secretary is able
to make her greatest contribution in creating this all-
important positive first impression. Lacombe, et al
({1986), in support of Woolcott & Unwin (1974), agreed
that every piece of correspondence leaving an office
reflects the secretary, the executive and the company.
It is therefore, the secretary’s responsibility to be
absolutely certain that all work leaving her desk is
correct. In acknowledging this fact, Camp (1987),
stated that the secretary’s acquisition of proofreading
and editing skills will help the business letters and
other written communications not only to create a good
first impression but also to maintain it throughout the
business relationship.

2.5 ! SUMMARY

Typewriting is a vital and major part of business
education programme. Apart from the employment utility
of typewriting, it has other educational values as a

‘school subject. These values are shown in its effect

v
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on the use and command of the English Language; high
standard of work; good habit formation; provision of a
data~base of knowledge; creation of a positive corpo-
rate image and enrichment of life experiences.

It is well aocumented.that technology continues to
create new chéllenges to the secretary. However, with
the rapid growth of technology, the need for an articu-
late and creative secretary can never be replaced.
Secretaries with the ability to proofread and edit
perfectly well and who have more proficient skills in
written comnunication will continue to be in high
denand.

The task of preparing acceptable final copies of
business documents is the responsibility of the secre-
tary. Inherent in the ability to produce acceptable
copy is the ability to correctly preoofread and edit
copy. Accurate proofreading and editing skills are
invaluable assets to a secretary seeking employment or
wishing to advance in the current position being held.
It is therefore noteworthy that today’s technological
business world reguires that the skills of proofreading
and editing be highly developed.

Communication skills are vital and must be taught
because every business activity is accomplished through
some form of communication. Apart from communication
skills which include language arts, spelling, punctua-
tion, and reading skills, a secretary shculd acquire

erasing skill in order that all documents typed attain
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a professional look.

one of the goals of all typewriting studen-ts
should be the production of mailable documents as no
business venture will be happy with a 3job which is
nuddy and unclear and which might convey an entirely
different meésage. allied with this view on mail-:
ability is the one that affects the image of the
organisation. A letter may play an ambassadorial role
. to an organisation and once a positive impression has
been created, it has to be sustained. A good public
image is therefore of importance as this will give the
necessary goodwill to the organisation and boost

employee morale.
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CHAPTER THREE

RESEARCH DESIGN AND METHODOLOGY

3.1 INTRODUCTION

3.2

This chapter discusses the research design

adopted, the subject of the study, the instruments

used, the methods of administering the instruments and

the procedure for the analysis of data.

RESEARCH DESIGN

The research method adopted for the conduct of

this Study is the Experimental Method. The experimen-

tal design is the Pre-test/Post-test Control Group.

The design is described and illustrated below:

(a)

(b)

(c)
(d)

There were two groups:

i) ND IIA = Group 1 Experimental Group

ii) ND IIB Group 2 Control Group

The Experimental Group was exposed to special
intensive lectures and practical while the cCon-
trol Group was not so exposed.

The experiment took six (6) weeks.

A Pre-test and a Post-test were administered on
both groups. In addition, a Mid-test was also

administered on Group 1 to find out whether the
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intensive lectures so far given have had any

significant effect on their performance.
SUBJECT QF THE STUDY

All the 1993/94 ND II Typewriting students of the
Secretarial Studies Department of Yaba College of

Technology were used for the research study. These
were made up of eight male and thirty-seven female
students. All the students were chosen because they
constitute the two groups (Experimental and Control)
needed to carry out the experiment. Yaba College of
Technology was chosen because of its proximity to the
researcher and the fact that it has the same entry
requirements into ND programmes as all other polytech-
nics. That is, senior secondary school certificate
(SSSC) with credit passes in at least four subjects
including English Language. In addition, a prospective
student must have passed the Polytechnic Matriculation
Examination, known as POLYJAMB.

To earn a promotion to ND II, a student must have
successfully passed all subjects taken in the first angd
second semesters of ND I including typewriting at 35
words a minute. All these regulations apply to all
polytechnics in the country. In this regard, none of
those in this sample had an advantage over the others.
In addition, this group shows students:

- of both sexes as obtained in other polytechnics,

of the same average age as those from other
polytechnics.
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The following Table shows the breakdown of participat-
ing students:

TABLE 3.3.1 - Breakdown of Participating Students
YCT ND II Secretarial Studies Students

Male Female Total
|
Group 1 -~ ND IIA 4 18 { 22
Group 2 - ND IIB 1 4 19 |23
| ' i

DESCRIPTION OF THE INSTRUMENTS

Three tests were prepared and validated. These
are expected to test the effect that proofreading and
editing skills would have on typewriting results. The
tests are:

a) Pre-test (Appendix 1)

b) Mid-test (Appendix 3)

c) Post-test (Appendix 4)

They were prepared to follow the pattern and theme
of the National Secretarial Examinations (NSE) =-an
examining body nationally recognized in the area of
secretarial examinations.

The pre-test is a manuscript. It was timed and
both groups were given 35 minutes to complete the test.
The mid-test is a letter, given to Group I only. It
was also timed for 35 minutes. The post-test is a
tabular statement, and this was for a pericd of 45
minutes. All the three tests are standardized tests.
Both the pre-test and the mid-test were based on a

typing speed of 40 wpm. The post-test was, however
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based on a typing speed of 45 wpm, which the students
should, by this time, be able to pass.
YALIDATION OF INSTRUMENTS

The tasts were validated by two experienced secre-
tarial studies lecturers who were in the polytechnic
system. They validated the tests with respect to what
content they thought the tests should have in order to
test the students adequately. Copies of the three
tests were presented to the lecturers separately. They
went through and pointed out areas which needed
corrections. Necessary adjustments and corrections
were made and the instruments were re-~presented. When
both of them were satisfied, memoranda were written to
authenticate the work done. These could be found as
Appendices %a and 5b.

DURATION OF STUDY

To be able to adequately test the teaching effect
on proofreading and editing, and in order that a proper
conclusion could be drawn, a periocd of six weeks was
allocated to the research.

At Yaba College of Technology, two (2) hours of
lecture were allocated to most subjects per day and for
typewriting, there were four {4) lecture periods in one
week. Therefore, a breakdown of lecture hours for
typewriting is as follows:

2 hours of lecture, 4 periods a week for 6 weeks

One week

2 hrs. x 4 periods = 8 hours
Six weeks =

B8 hrs. ¥ 6 weeks 48 hours

[

Minimum number of hours for the Study = 48 hours.
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I ROCEDURE

Two regular classroom sets of ND IT typewriting
students, one serving as experimental group and the
other as control group, were used.

Both groups were given a pre-test. Then the
experimental group was exposed to intensive
lectures/practical focussing more on the development of
proofreading and editing skills. Lectures on how to
effectively develop communication skills and the use of
grammar, punctuation, spelling, were also given to the
experimental group for a period of six weeks.

The experimental group was taught the proof
readers’ marks used in the study (Appendix 13) while
the control group was not. This is in agreement with
the submission of Perkins & Lloyd (1969}, that if a
typewriting teacher expects the students to recognize
the common revision symbols and use them effectively,
she must teach the symbols to the beginning typewriting
students and review the symbols in the intermediate and
advanced classes.

The procedure used in giving instruction to Group
I (Experimental Group) followed Yacht’s (1983) submis-
sion that ’Mastery of proofreading and editing skills
must be reinforced at every stage of learning.’ For
this reason, emphasis was placed on proofreading and
editing throughout the period of the Study.

Two types of methods for analyzing students’

errors during the experimentation were used:
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1. Absolute Erxor Limit (AEL):
According to Russon & Wanous (1973), an
error limit simply means that a paper having
more errors than the maximum allowed is not
eligible for grading. They contended fur-
ther that a typewriting teacher has to make
a decision on the number of errors permitted
for each grade. The researcher therefore
prepared a Table of Error Limits and Grades
(Appendix 6A)} accordingly.
2. Mailable Papers ap Hour (MPH):
This is a method by which the number of
mailable papers typed in a certain time
interval is counted and grades allotted as
in Appendix 6B.
A I H s T
Normal typewriting lectures/practical focussing on
National Board for Technical Education (NBTE) ND II
Syllabus in Typewriting was followed. This syllabus
was used because it gives the national minimum standard
required of all polytechnics in the country (Appendix
15). This, in effect, is expected to give the Study
the required generalization.
3.8.1 PRE- T
The pre~test is a manuscript with proof-
reader’s marks and some enumerations. The
manuscript is at the 40 wpm typing speed

level. It was administered on both the
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experimental and the control groups. This
would enable the researcher assess the level of
competence of both groups before instructions
were given, According to Hammer (1984}, pre-
testing would enable the teacher to plan more
efficiently and would make the students aware
of the purpoée of various exerclses, The idea

is to compare the inltial performance of the

experimental group with that of the control group.

The result of the Pre-~test, as recorded in
Table 4.3, confirmed the similarity in the
performance of students of both groups.

Please see Appendix 8.

GRQUP I

Lectures given to the experimental group
concentrated more on the development of proof-
reading and editing skills (Appendix 28B)}.
Emphasis was placed on the necessity to proof-
read and edit before submitting work for
assessment, Assessment of assignments, was
result=oriented, for example, a business
letter was classified as mallable or nor
mailable,

(a) A mailable letter should not have more
than two minor eérors, e.g., a typogra-
phical error. A letter deemed to be
:majlable was awarded full marks and

recorded in a register opened for this
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{c)

(d)

(e)
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purpose.
A letter that was not mailable was
returned to the student to proofread,
pick out the errors, and edit for mail-
ability.
The two letters were then collected,
assessed and it was ascertained whether
all the errors (in format, spelling,
punctuation, word division, etc.) had
been picked and corrected.
The edited copy was then graded and
recorded. Mailable letters were awarded
full marks less 2 marks and recorded.
All the errors a student could not find
were picked out and the student was
then asked to retype before grading was
again done.
Similar treatment was given to all
other topics treated.

Midway through the Study, a Mid-test

was given to the experimental group to test

how effective the teaching method is on the

pPerformance of the students.

The control group did not benefit from

this special learning programme. However,

the control group went through the regular

learning programme of the polytechnic (as

contained in the NBTE Syllabug -~ Appendix
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15) for the six-week period. There was no
other differential treatment given to the
two groups apart from these,

Necessary precautions were taken to
ensure that the experimental group and the
control group were not aware of any differ-
ential treatment given to each group in the
course of the Study. This is to avoid a
‘Placebo effect’ which is a situation where-
by both groups are aware, before the Study,
that differential treatments are given to
each group. This could result in unneces-
sary competition among the groups in the
course of the Study which could Ultimately
render the outcome of such study unrealistic
and untenable.

At the end of the six-week period, a
Post-test was administered on both the
experimental and the control groups. The
bPapers were graded and recorded.

GROUP TT

Normal typewriting lectures/practical were
given. The researcher did not lay any
emphasis on the development of proofreading
and editing skills. Assignments were also
given and graded on submission. Grading was
based on the mailability of the job. A

mailable letter (with a maximum of 2 minor
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errors) was awarded full marks or graded
’A’. A letter with not more than 4 minor
errors was graded ‘B’ and so on (Appendix
7).
At the end of each week, an assignment was
given both dgroups, assessed, dJgraded and
recorded in Form B (Appendices 9A & 9B),
prepared for this Study.
MID-TEST
The Mid-test consisted of a business letter
and was administered on Group I only at the
end of the third week. The test was slight-
ly tougher than the Pre~test. However, it
was also at 40 wpm typing speed level. This
is intended to see the effect of the inten-
sive lectures given to Group I on their
typewriting performance. 7Tt is also to see
if the method of teaching so far used is
aggressive enough in realizing the objective
of the Study.
Although the test results were graded and
recorded in Appendix 10, it does not have
any effect on the final outcome of the
analysis of the Study as the researcher was
unable to compare the result with any other
test taken by Group II.
P -TEST

The Post-test consisted of a tabular state-
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ment at the 45 wpm typing speed level. The

test was administered on both groups at the

end of the six weeks of the Study. The

students were expected to complete the test

in 45 minutes.

It was assessed, graded and recorded. The

idea was to compare the final performance of

the experimental group with that of the

control group. Appendix 11 was used for the

recording of the results.

F

S

The mailability of the typed documents was

exanined.

Errors as explained in Appendix 14 and as

listed here-under were picked out and marks deducted as

to whether the error is a major or a minor error:

(a)
(b)
(c}
(d)
(e)
(f)
(9)
(h)
(1)
(3

Errors
Errors
Errors
Errors
Errors
Errors
Errors
Errors
Errors

Errors

in
in
in
in
in
in
of
in
in

in

consistency

spelling or keying

word division

logic

Grammar, punctuation, and style
facts

redundancy

transposition of words

numbers

format or layout

Analysis of the pre-test (App. 8), mid-test (App.

10), and post-test (App. 11), given to the groups were

made in tabular form and interpretations made. The
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following steps were taken in analyzing the data col-
lected for the study.

1. Errors, as outlined above, were picked out
in each student’s typewritten work and these
were noted in the Form kept for the purpose.

2. Means and Standard Deviations of the typed
documents were computed for the readings

obtained.

3. Differences noted between the performances
of the experimental and the control groups
in both the pre- and the post-tests were
tested for significance of the first hypoth-
esis using t-test.

4, Differences in the post-test performance of
female and male students in the experimental
group were also tested for significance.

The t-test for statistical analysis was

used:

K,;K;_

t = [§ + 8§

N, Ny
§, = mean of Experimental Sample
iL = meanh of Control Sample
N, = no. of cases in Experimental Sample
N, = no. of cases in Control Sample
Sy = variance of Experimental Sample

S3; = variance of Control sample
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As a yardstick for rejecting or retaining
the null hypotheses, 0.05 level of signifi-
cance or less (p = 0.05) was chosen in line
with the generally held belief in educa-
tional and social science circles that 0,05
probability level of significance or less is
a reasonable standard.
The t-test was used to test the two hypothe-
ses because of the small size of the sample
used for both the experimental and control
groups. The sample size for the experimen-
tal group was 22 while that of the control

group was 23.
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INTRODUCTION
In this chapter, the data collected during the

study are presented and analysed.
DATA PRESENTATION

The pre-test scores of the Experimental and the
Control Groups have been tabulated and displayed in
Appendix 8, and the post-test scores of both groups
displayed in Appendix 11.

In addition, tabulated and displayed in
Appendices 10, 9A and 9B, are the mid-test results of
the experimental group and the Weekly Evaluation
results/grades of students in both groups respec-
tively. Records of all tests taken by both groups are
also tabulated and displayed in Appendices 12A and 12B.
DATA ANALYSIS

The answers to the research questions are provided
and the hypotheses analysed and tested.

4.3.1 RESEARCH QUESTION 1:

What is the effect of proofreading and
editing skills on the performance of secre-
tarial studies students in typewriting

The answer to this research question
can be found in the comparison of the pre-
test and the post-test results of both the
Experimental and the Control groups. The

pre-test result (Appendix 8) shows that both
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groups’ performance was alike before the
Experimental group was exposed to special
treatment. The post-test result shows that
the Experimental group performed better with
a mean score of approximately 24.8 as
against the Control group’s mean score of
22.3 (Appendix 11). This interpretes that
proof reading and editing skills have a
positive effect on students’ performance in
typewriting.

RESEARCH QUESTION 2:

e W -
male secre-
tarial studies students who have acquired

proofreading and editing skills?

This research guestion has been
answered by the post-test results of the
Experimental group. The mean score of the
male secretarial students when compared with
that of the female secretarial students
shows a marked difference (Appendix 11A).

RESEARCH QUESTION 3:

. . .
HQE*fﬁE§?&1Eﬁ_%ﬁ_fﬁgLJm§?¥¥%_$£_Jxxumuag

In order tc answer research gquestion 3,
a mid-test was given to see whether the
students in Group 1 were responding posi-
tively to the teaching method in use. In
addition, a weekly evaluation of work done

by students in both groups were also
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assessed, graded and recorded on a weekly
basis. This is also an attempt to compare
the performance of students in both groups
in order to find out whether the treatment
applied on Group 1 is effective.
Mid-test Analysis:

The mid-test given (Appendix 10) was
compared with the pre-test taken, both by
the Experimental group. The following Table

analyzes the results obtained:

TABLE 4.1: Result of Pre-test and Mid-test Mean
Score Achievement Comparison - Experi-
mental Group

Pre-test Mid-test

Total Scores 660 660

Average Scores 30 30

Total Marks Scored 286 418

Average Marks Scored X3 19

No of Students who Scored 15+ 12 17

No of Students who Scored -15 10 5

As could be seen from the analysis above,

the mean score of the pre-test was 13 while that

of the mid-test was 19. This is clearly an

improvement in students’ performance. In addi-

tion

the raw scores, on inspection, showed that

12 students got the average mark of 15 and above

in the pre-test while 17 students got the average
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mark of 15 and above in the mid-test. Even those
who failed the mid~test performed a little bit
better.

This result proves that the teaching method
used was effective for students to acquire the
ekills of proofreading and editing.

{b) Weekly Evaluation Analysis:
Analyzing the records as tabulated in

Appendices 9A and 9B, it was seen that:

1. the performance of students of both
groups in the first week of experimen-
tation look, on the average, similar:

2. from Week 2 however, the performance of
students in the Experimental group
appeared to have improved considerably
over that of the Control group;

3. adding up the number of mailable docu-
ments for each student at the end of
the experimentation period and compar-
ing the average grades of students from
both groups, those in the Experimental
group appeared to be a lot better than
those in the Control group. The ave-
rage grades columns (Appendices 9A and
98) of both groups were analyzed as

follows:
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TABLE 4.2: Weekly Evaluation - Average Grades
Average Grades Experimental Control

20 = A 2 -

19 = A- 3 -

18 = B 5 | 2

17 = B- 3 2

16 = C - 2

15 = C- 3 1

14 = D 1 -

13 = D- 4 3

12 = E 1 2

11 = E- : | 3

10 = F 3 8

Total 22 23
N.B.: 10 mailable documents and below were,

for the purposes of this experiment,
considered grossly inadequate for the
typewriting speed of 40 wpm which the
students at this level ought to be able
to pass in a maximum period of 230
minutes.

A total of 20 mailable documents gives the
average grade of ’A’, that means 20 documents are
expected to be typed within a period of 230
minutes. From inspection, students who typed
between 20 and 15 mailable documents within this
period total 12 in the Experimental group and
only 7 in the Control group. On the other hand,
while only 3 students failed or got the least
grade in the Experimental group, 8 students

failed in the Control group.
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HYPOTHESIS 1:

There is no significant difference in_the
mpean score achievement on typewriting per-
formance between_ those secretarial students
who_acquired proofreading and editing skills

d those o did no i di
and editing skills.

L

To test this hypothesis, thé pre~test
and the post-test results were analyzed.
The pre-test results showed that the mean
score achievement of the two groups when
compared, gave an insignificant difference.
This means that there was no difference
before the experiment was carried out.
However, the post-test results when com-
pared, showed a significant difference at
0.05 level of significance.

Hypothesis Testing - Ho)

The raw scores of the pre-test

{Appendix 8) were calculated and tested.
(Appendix 8A) and the following results
obtained:

Result of Pre-test Mean Score Achieve-

ment Comparison between Experimental
and Control Groups

Group

T-crit
Value at
ot= 0,05

T-cal
‘Value

Mean | Sum of | 4df Remark

Score) Square

Exper.
(N = 22)

Control
{N = 23)

13 286
Less than
2.021

Insigni~

43 10.949 ficant

12,22 i281
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In analyzing the data above, the calculated
t-value was 0.949 while the critical t-value was
2.021 (App. 8A). This showed that the calculated
value is less than the critical value:

that is T-cal < T-crit

This indicates that there was no significant
difference in the typewriting performance of both
groups at the beginning of the experiment.

However, the raw scores of the post-test
(Appendix 11), after calculation showed a signi-
ficant difference in the performance of students.

The following Table shows the results obtained:

(Appendix 8B).

TABLE 4.4: Result of Post~test Mean Score Achieve-~
ment Comparison between Experimental
and Control Groups

T-crit
Group Mean [Sum of |df T-cal [Value at |[Remark
Score | Square | Value (c~= 0.05

Experimental [24.77 545

(N = 22) Greater | Signi-

43)|3.828 than ficant

Control 2.021

(N = 23) 22.35| 514 Ho:Rij

From these data,

a calculated t-value of

3.828 and critical t-value of 2.021 were obtained

(Appendix 8B}.

The calculated value exceeds the

critical value:

that is T-cal

-

T-crit

The hypothesis is then rejected at 0.05 level of
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significance. This rejection goes to show that
the treatment given to the Experimental Group
accounted for this difference. This finding
shows the importance of emphasizing the teaching
of proofreading and editing in the training of
secretaries t6 enhance their performance in
typewriting.

HYPOTHESIS 2

T is janifi ] e ] h e

score achievement on typewriting performance
between the female secretarial students _and the

male secretarjal studepts who have acquired
proofreading and editing skills.

To test this hypothesis, the post-test

results of the experimental group were used and
the mean score achievement of the female and the
male students in this group were conpared. This
is because it is expected that only students in
this group would have acquired the reguired
skills. These mean sceores, when compared showed
a significant difference at 0.05 level of
significance,

Hypothesis Testing = Ho 2

The raw scores of the post-test (Appendix
11A)} were calculated and analyzed and the follow-~

ing results obtained (Appendix 11B):
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TABLE 4.5: Result of the Post-test Mean Score
Achievement Comparison between Male and
Female students in the Experimental
Group. '
T-crit
Group Mean _|[Sum of | df | T-cal [Value at |Remark
Score |Sguare Value o< = 0.05
Male |
(N = 4) 26.75} 107 Greater | Signi-
20 | 2.236 than | ficant
Female 2.086 ' Ho:Rj
(N = 18) | 24.33| 438 J

Using the t-test for statistical analysis,
the calculated t-value of 2.236 and the critical
t-value of 2.086 were obtained at 0.05 level of
significance (Appendix 11B). The t-cal is
greater than the t-crit:

that is T-cal > T-crit.
The hypothesis is therefore rejected. This shows
that there is a significant difference between
the typewriting performance of male students and
that of female students who have acquired proof-

reading and editing skills.

4.4 DISCUSSION OF FINDINGS

1.

Research Question 1/Hypothesis No. 1

This research question and hypothesis which
attempted to prove that students who have
acquired and those who have not acquired the
skills of proofreading and editing will perform
the same way in typewriting was tested and

rejected. This showed that the skills of proof-
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reading and editing are important to success in
typewriting. Students should therefore be made
to form the habit of proof-reading their typed
work.

Typewfiting teachers can also successfully
teach typewriting by ensuring they make conscien-
tious effort to inculcate in their students the

habit of proofreading and editing their work

bcfore submitting for grading. This method was

used in this study and it proved effective.
earch ti othes] o, 2

This research question and hypothesis which
sought to find out whether male students who have
acguired proofreading and editing skills will
perform the same way in typewriting as female
students who have also acquired the skills of
proofreading and editing was also tested and
rejected. This means that male students who have
acguired the skills will perform better than
female students who have also acguired the
skills. This could be attributed to such factors
as:

i) female students’ impatience to complete
a job and start on another;

ii) female students’ apparent lazy attitude
to work: and

iii) their uncaring attitude to the grades
awarded to them.
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Research Question 3
This research question sought to know hﬁw
effective the method of teaching proofreading and
editing was. From both the mid-test results and
the weekly evaluation, it is proved that:

i) the teaching method used was effective for
students to acquire the skills of proof-
reading and editing;

ii) reinforcing mastery of prcocofreading &nd
editing at every stage of learning had
resulted in good typewriting performance of

students exposed to this.
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CHAPTER 5

5.1

SUMMARY OF FINDINGS, CONCLUSION AND RECOMMENDATIONS

INRTRODUCTION

The maaor purpose of this study was to find an
answer to the problem of poor performance in typewrit-
ing by secretarial studies students. One of the
reasons why students fail typewriting was that they
have not acquired the necessary skills of proofreading
and editing. The study therefore sought to study the
importance of proofreading and editing skills anc how
the skills affect students’ typewriting performance.
The study involved an experiment carried out at Yaba
College of Technology and affected two classroom groups
of the 1993/94 ND II students of the Secretarial
Studies Department of the College. The experiment
lasted six weeks. The two groups were given a pre-test
at the beginning of experiment, the Experimental group
was given a mid~test mid-way through the experiment and
a post-test was administered on both groups. The
purpose was to find out whether the treatment given the
Experimental group yielded any positive result. The
two hypotheses formulated were tested and both were
rejected at 0.05 level of significance.
SUMMARY OF FINDINGS
The main findings of this experiment are outlined

below:
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The study showed that there was a significant
difference in the typewriting performance of
students who have and those who have not acquired
proofreading and editing skills. The calculated
t-value of‘3.828 was found to be greater than the
critical t-value of 2.021.
I+ also showed that there was a significant
difference in the typewriting performance of male
and female students who have acquired proof-
reading and editing skills. The calculated t-
value of 2.236 was also found to be greater than
the critical t-value of 2.086.
The study also showed that mastery of proof-
reading and editing skills could be acquired if
the students are conscientiously exposed to
continued reinforcement of these skills at every

stage of learning.

CONCLUSION

Based on the findings summarized and discussed

above, the following conclusions were drawn:

1.

The students who possess proofreading and editing
skille were able to type better than those who do
not have the skills.

The method of teaching proofreading and editing
skillis had a significant effect on whether the
students would be able to acquire the skills and

type better.
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Male secretarial students who have acquired the
skills of proofreading and editing were able to
type better than female secretarial students who
have also acquired proofreading and editing
skills.
N ONS

Based on the findings and conclusions, the

following recommendations are made:

l.

Typewriting teachers should ensure that students
acquire the skills of proofreading and editing by'
constant evaluation of their work and insistence
that only near-perfect jobs would be assessed and
graded.
Typewriting teachers themselves should be seen to
have imbibed the habit of proofreading and edit-
ing their own work. This could be achieved
while they are in training. In effect, trainers
of typewriting teachers have a role to play in
this regard.
Methods of teaching successful typewriting could
be enriched and made more interesting by using
the various methods outlined in the Experimenta-
tion Procedure in Chapter 3 of this thesis and as
summarized hereunder:
a) Spot lectures to be given, Aduring type-
writing periods, on effective communication,

use of grammar, punctuation and spelling.
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b) Regularly reviewing/revising proofreaders’
symbols throughout the period of training,
that 1is, from beginning class to advanced
class.

c) Lectufer’s insisting that students proofread
and edit their assignments before submis-
gion, and ensuring that only work so done
are graded.

d) Using the Absolute Error Limit (AEL) and
Mailable Papers an Hour (MPH) meodels as
explained in Appendices 6A and 6B}.

e} Reminding students, from time to time, that
they should not be satisfied with sub-
standard work.

Awareness of the importance of proofreading and

editing skills could lead to the acquisition of

the 8kills. This means that students should, of
necessity, accept that they cannot progress
without the acquisition of these skills.

Students should make concerted effort to do their

work as near perfect as possible, and therefore,

have some pride in their work.

Students should also make effort to improve their

language arts skill (i.e grammar, spelling,

punctuation, etc.). This will help their effi-
ciency in typewriting.

Proofreading and editing should be incorporated

-in the typewriting syllabus in the tertiary
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institutions where secretaries and Dbusiness
education teachers are trained,

Typewriting teachers should always liaise with
English Language teachers. This is expected to
achieve the same goal - that of ensuring that
students understand English Language basics
better, thereby enhancing their typewriting

competence.

5.5 SUGGESTIONS FOR FURTHER RESEARCH

1.

The role of sex as regards typewriting perfor-
mance should be investigated.

Further research could also be conducted to find
out whether other factors, like failure to carry
out instructions, poor machine manipulation, poor
appearance of work, lack of comprehension of
principles, and low output level, as outlined in
Statement of the Problem in Chapter I of this
Thesis, also contribute significantly to

students’ poor performance in typewriting.

5.6 JIMPLICATIONS FOR CLASSROOM INSTRUCTIONS

The implications are two fold: teacher factor and

student factor. The teacher could successfully impart

knowledge leading to the acquisition of proofreading

and editing skills by the students by using methods

such as:

Pairing - requesting students to pair up,
one reading and the other checking for

errcors and picking errors for editing.
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- Tape Recorder - another method is for a
lone student to use a tape recorder to
check for errors. )
- Students could alse be taught how to

edit properiy using proofreaders’ signs

as can ﬁe found in Appendix 13 and in

several manuals on editing.

All these methods will go a long way to assist students
naster the skill of typewriting.

On the other hand, it has now been proved that
once students have acquired proofreading and editing
skills, they will have a typewriting competence which
will be reflected in their work as secretaries. As a
result of this, they will be able to radiate a degree
of confidence as professionals. The knowledge of this
fact will help and encourage all typewriting students
to work hard and ensure they acquire proofreading and
editing skills knowing very well they would be able to

get and Keep their positicons in the business world.
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PROCEDU F RE N

To produce good copies on a stencil duplicator requires

careful planning. The following steps should be helpful to

you. .
Prepare the Typewriter: Be sure to shift the ribbon control
to stencil position. This disengages the ribbon and allows

the typeface to strike the stencil sheet directly. To get
a good ‘cut’ on the stencil sheet, you should always clean
the type-faces on the typewriter before beginning to type.

Type the Stencil Sheet: An electric typewriter automati-
cally gives the even pressure needed for typing a stencil.
If you use a manual typewriter, vyou will probably have

better results if you type a little more slowly than usual.

Correct Errors Impediately: Errors should be corrected
immediately to prevent your overlooking them Jlater. TO

correct an error you should:

1. Lift the paper bail and@ turn the stencil sheet up
several lines so that you can work at the point
where the typing error occurred.

2. Apply a thin coat of stencil correction fluiad
with a single upward stroke for each incorrect
character. You are actually covering up the
error so that you can re-cut the correct 1letter

or letters.
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3. Roll the stencil sheet back to the typing
position, then type the correction, using a
stroke slightly heavier than normal.
Proofread: Although you have been proofreading as you type,
you still must read through the entire page and make any
additional corrections before removing the stencil sheet
from the typewriter. It is much more difficult to correct
an error after the stencil sheet has been removed from the
typewriter because you must realign the stencil sheet in the
typewriter in the same position as it was originally. cCheck
for correct paragraphing and spacing at this time, also.
Remove the Stencil from the Typewriter: To avoid@ wrinkling
or damaging the stencil sheet, be sure to disengage the
paper release level before attempting to remove the stencil

sheet.
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Production Time; 35 minutes

Type a copy of this manuscript in double-line spacing, using A4
plain peper. Render all abbreviations in full,
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PPENDIX 2

MODE OF INSTRUCTION

Normal Typewriting lectures/practicals focussing on
National Board for Technical Education* (NBTE) ND
II syllabus in Typewriting.

Group A - emphasis would be placed on the necessity
to proofread and edit before submitting work for
assessnment.

Assessment of Assignments would be done by using
the Tables in Appendices 6A and 6B and also making
use of Appendix 7.

At the end of each lecture period, all assignments
would be collected and assessed by the researcher
and later returned to students for filing.

At the end of each week, assignments would be
given, assessed and recorded using FORM B - WEEKLY
EVALUATION FORM. These assignments would be
graded, using the MPH method of grading as
explained in Appendix 6B, and returned to the stu-
dents for filing.

The Pre-, Mid-, and Post-Tests results would be
recorded in Forms A, C, and D.

At the end of the Study, these Forms would be
compared and analyzed.

* NBTE Syllabus would be used because it gives
the national minimum standard required of all
polytechnics in the country. This, in effect,
would give the Study the required
generalisation.
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APPENDIX 2B
WEEKLY BREAKDOWN OF CLASS ACTIVITIES
EXPERIMENTAL GROUP

The Study would cover the techniques of proofreading and
editing, the different types of errors the students should be
able to pick out, the use of English and the formation of goocd
typing habits. This last aspect is expected to be achieved by
constant checking of students’ habits and reminders.

There would also be instructions on the topics to be

covered in the NBTE Syllabus as presented in Appendix 165.

General Objectives
The exercise is aimed at finding out how proofreading

and editing skills affect students’ typewriting performance.

Specific Objectives

At the end of the six weeks’ intensive coaching, the
experimental group would be expected to:

1. Type efficiently various office jobs with at least 98%
accuracy.

2. Use the techniques of proofreading in picking out all
types of errors in their work.

3. Edit their work properly for mailability achieving 100%
accuracy.

4. Understand that the use of English is very necessary to
the attainment of perfection in typewriting.

5. Make fewer grammatical, typographical, format and other
errors which might have been common to them prior to the
six weeks’ intensive coaching.
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WEEK ONE

Ray One

a) Introduction of lecturer and students (15 minutes)

) Students to prepare for the Pre-test (5 minutes)

c) Give Pre-~test to both groups, one group after the other
(40 minutes each)

d) Collation and submission of scripts (10 minutes)

Day Two

a) General review of work - theory dquestions given to
students aimed at finding out the level of the students’
knowledge of basic typewriting rules (40 minutes)

b) Three prepared documents with different types of errors
distributed to students (15 minutes)

c) Students to pick out (proofread) all errors and write the
number of errors picked on paper in pencil. Lecturer
finds out how many of them picked out all errors.
Reminds students of good habit formation (50 minutes)

n) Tidy up classroom (5 minutes)

Day Three

a) Discussion on different types of errors (20 minutes)

b) Typing exercise - a simple manuscript with proof-
reader’s signse given to students for typing (20 minutes)

c) Students to exchange work, proofread and pick out errors
and write the number of errors picked in pencil (5
minutes)

d) Scripts returned. Students to edit work on the type-~
writer (15 minutes)

e) Lecturer collects all scripts (2 minutes)

£) General review of English Grammar Usage (25 minutes)

g) Coples of documents with grammatical errors including

spellings and punctuation given to students (3 minutes)
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h) Students to edit by typing a corrected and neat copy (20
minutes)

i) Lecturer to read out an edited copy while students pick
out their errors (5 minutes)

3) Tidy up classroom (5 minutes)

Day Four

a) Brief warming up session. Timed short passages to be
typed at speed (10 minutes)

b) Review of Printers’ Correction Signs (10 minutes)

c) Give an exercise in Advanced Manuscript with inset
matters (25 minutes)

d) Students to proofread and write the number of errors
found (5 minutes)

e) Students to edit work (10 minutes)

£) Second proofreading to be done with the assistance of the
lecturer (5 minutes)

g) Various short manuscript works to be given to students to
type within a time interval of 50 minutes. Grading of
these would be based on MPH (Appendix 6B) (50 minutes)

h) Collection of work and tidying up of classroom (5
minutes)

WEEK TWO

Day One

a) Review of proofreader’s marks and types of errors (20
minutes)

b) Teaching of combination signs and characters (30
minutes)

&} Type manuscript with combination signs and characters
(35 minutes)

d) Proofread and edit the work (30 minutes)

e) Tidy up classroom (5 minutes)



Day Two

a) Brief warming up exercises (10 minutes)

b) Teaching of types of headings (30 minutes)

c) Exercises on types of headings (45 minutes)

4d) Proofreading and editing exercises (30 minutes)

e) Tidy up classroom (5 minutes)

Day Three

a) Typing for speed and accuracy. Timing -~ 1-minute, 2-
minutes, 5-minutes bursts (20 minutes)

b) Teach tabular statement - calculations and arrangements
(30 minutes)

c) Exercise - 4-column tabular statement centering verti-
cally and horizontally (40 minutes)

4a) Proofreading of Table - lecturer goes round to see work
down. Students to be reminded constantly of good habit
formation (20 minutes)

e) Students to edit copy at their spare time. Tidy up
classroom (10 minutes)

Day Fouy

a) Speed and Accuracy exercises (15 minutes)

b) Advanced manuscripts with continuation sheets (Blocked
and Indented styles) (20 minutes)

c) Exercises. To be graded according to MPH (80 minutes)

d) Proofreading and editing during spare time. Tidy up

classroom (5 minutes)

WEEK THREE

Day One
a) Speed and Accuracy (15 minutes)

b}

Business lLetters - Layout and Display (30 minutes)
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c) Two exercises of a business letter to be given (50
minutes)

d) Proofreading and editing of work (20 minutes)

e) Tidy up classroom (5 minutes)

Day Two

a) Review of proofreader’s marks (15 minutes)

b) More exercises on business letters (50 minutes)

c) Proofreading with the assistance of lecturer (20
minutes)

d) Editing of work. Students to be reminded of good habit
formation (30 minutes)

e) Tidy up classrocem (5 minutes)

a ree

a) Accuracy practice (15 minutes)

b) Memorandum - Format and Display (30 minutes)}

c) Exercises on Memorandum (40 minutes)

d) Proofreading and editing of work (25 minutes)

e) Tidy up classroom (5 minutes)

Day Four

a) End of week exercises to be graded according to MPH
(60 minutes)

b) Mid-Test (40 minutes)

c) Collation and subnission of scripts (15 minutes)

a) Tidy up classroom (5 minutes)
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WEEK FOUR

Day One

a)

Discussion (error analysis, etc.) of Mid-test after
distribution (30 minutes)

b) Poorly done work to be edited on the typewriter.
Exposing students to proper erasing technique and
alignment (20 minutes)

c) Lecture on endorsements and blind carbon copies in
business letters (35 minutes)

d) Exercise. Business letter with blind carbon copies (30
minutes)

e) Students to proofread during spare time for discussion
next day

£) Tidy up classroom (5 minutes)

Day Two

a) Development of Speed and Accuracy (15 minutes)

b) Exercises on endorsement and blind carbon copies to be
proofread in class with the assistance of the lecturer
Discussions and explanations. (15 minutes)

c) Advanced Tabular Work
- Tabulation with Preamble
- Arranging in alphabetical and numerical orders
- Leader Dots
- Footnotes (85 minutes)

d) Tidy up classroon (5 minutes)

a r

a) Assignments in advanced tabular work - students to go
through given exercises, calculate and prepare for
typing. Exposure to problem solving (20 minutes)

b) Typing of exercises (35 minutes)

C) Advanced Tabular Work (60 minutes)

d)

Tidy up classroonm {5 minutes)
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Dav Four
a) Speed and Accuracy (15 minutes)

b) Proofreading and editing of assignments on Advanced
Tabular Work (45 minutes)

c) Typing of end of week exercises to be collected and
graded according to MPH (55 nminutes)

a) Tidy up classroom (%5 minutes)

WEEK FIVE
one
a) Speed and Accuracy (15 minutes}

b) Advanced Display Work

- Itinerary

- Programme

- Menus

- Invitations

Lecture and exercises (100 minutes)

c) Tidy up classroom (5 minutes)

Day Two

a) More exercises on Advanced Display work (70 minutes)
b) Proofreading and editing of all work (45 minutes)

c) Tidy up classroom (5 minutes)

Day Three

a) Speed and Accuracy (10 minutes)
b) Memorandum

- Preparation of memo form
- Exercises {50 minutes)

c) Consolidation of work done during the week - Advanced
tabular work and advanced display work. Revision and
exercises (55 minutes)
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d) Tidy up classroom (5 minutes)

Day Four

a) Review of proofreaders’ signs {20 minutes)
b) Review of types of errors (20 minutes)

c) End of week exercises to be collected and graded using
MPH (70 minutes)

d) Tidy up classroom (5 minutes)
WEEK_ _SIX

Ray one

a) Speed and Accuracy (15 minutes)

b) Review of work done in weeks one to three {100
minutes)

c) Tidy up classroom (5 minutes)

DRay Two

a) Composing at the typewriter - Exercises (80 minutes)
b) Proofreading and editing of work (35 minutes)

c) Tidy up classroom (5 minutes)

Ray Three

a) Review of work done during weeks 4 and 5 {95 minutes)

b) Speed and Accuracy Practice and test at 45 wpnm {20
ninutes)

c) Tidy up classroom (5 minutes)

Ray Four

a) Winding up of sStudy. Importance of Proofreading and
Editing re-visited (30 minutes)

b) Post-test administered on both groups, one after the
other (50 minutes each)
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Collation and submission of scripts and tidying up of
classroom (30 minutes)

CONTROL GROUP

The NBTE Syllabus would be followed for the Control
Group, also on a weekly basis. All topics covered for
the Experimental Group would also be covered for this
Group.

The Pre-test and the Post-test would be given to the
Control Group on the same day as the Experimental Group.
It would be ensured that both groups take these tests one
after the other. Test papers would be collected from
whichever group takes first to avoid the students passing
the papers to each other.

TESTS TO BE ADMINISTERED

Pre-Test administered on both Groups. Announcement of
test to be made a day or two before Study begins so that
all students would be available to participate.

Mid-Test administered on Group 1 (Experimental Group)
only, at the end of Week Three.

Post-Test administered on both Groups at the end of Week
Six.
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APPENDIX 3: MID-TEST

Today’s Date

Longman Publishing Company
158 Oba Akran Street

IKEJA

Lagos State

FOR THE ATTENTION OF MR BCLA IDOWU

Dear 8irs

SUBMISSION OF MANUSCRIPT

Please find herewith enclosed the manuscript of my new
book about computers. Although there are now many such books
in the market, I feel that mine approaches the subject from a
very different angle. It is also aimed at a wider audience
than those who are studying the subject in order to take an
examination.

Most people in the future, from the youngest to the
oldest, will be affected in some way or other by the computer
and this book is intended to help them come to grips with the
subject. For this reason, it has been written in layman’s
language and in a very simple style. Whilst it is not possi-
ble, of course, to avoid using technical language, this has
been kept to a minimum and the main text is devised to be read
and understood by the average ten year old.

Much use has been made of illustrations, many of them in
colour, as I think these will help to explain how a computer
works much more easily than do words. At the back of the hook,
I have included a glossary of technical terms, which should
make an excellent source of reference throughout the book. I
should prefer the book to be published in paper back form from
the beginning, if this is possible, as I believe it will then
reach a wider readership.

The cost of hardback books now is really quite frighten-
ing, and as we shall soon be competing with videc aids anq
other electronic gadgets, we have to take this into account,

Kindly furnish me with the following details by return of
post:

i) when the galley proof will be ready:;

ii) how long it will take to print 5,000 copies;
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1ii) the total cost of publishing it; and
iv}) the royalty to the author.

I should be very pleased if you can let me have your views
at your earliest convenience,

Yours faithfully

Abimbola Ajayi (Mrs)

Enc
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Production Time: 235 minutes
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APPENDIX 4: POST-TEST

ANNUAL AVERAGE SALARIES FOR SECRETARIES AND TYPISTS

Annual Average Salaries

Average
Year Monthly Private Sector Public Sector

Earnings* N’00 N’00

N
Secretary | Typist | Secretary | Typist

1982 960.25 123 81 99 60
1983 978.00 ’ 125 82 104 63
1984 1000.00 154 85 106 65
1985 1019.00 161 87 111 67
1986 1216.50 162 89 116 69
1987 1235.75 165 920 119 73
1988 1255.00 167 91 122 75
1989 1350.50 172 94 125 79
1990 1579.00 207 102 129 80
1991 1826.00 215 120 138 81
1992 2321.50 242 125 337 84
1993 2726.00 346 126 141 88
1994~ 3290.00 429 147 163 113

* Excluding Fringe Benefits and Allowances
For Secretaries Only

# Forecast for Next Year
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Production Time; 45 minutes

Type & copy of this Table on A4 Paper. Uee the centred styls. The
main heading should be typed in ell capitele, please. All ebbrewia-
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APPENDIX SA

T Course/Project./Thesis Supervisor
tor Mee C. O, Akindele
A. B. U., Zaria

From: Mre A. F. Odepidan
Chief lecturer
Department of Secretarial Studies
Yaba Collepge of Technology

Subject: COMMENTS ON MRS C. O, AKINDELE ™S

PAPER/THES1 S
Date: 3lst March 1993
I have read Chapters One and Three of the Progect . I hisvie:  made

my observations known in writing: we both discussed them and  the

corrections have been efifected.

Appendixes 1,111 and IV which are the tests to be administered
were gone through carefully. | made my observations in wriling
and discussed same with Mrs Akindele. She has made all  the
corrections and has now typed fair copies of the tLests as |

AT ety |

v
.

gsupgeested.
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APPENDIX 5B’

FSCT, Dip Comm Ed (Lond)

N

Durﬁfr”m""m"”m“qm“"“.”m..YourRﬂ”_m“m”w”mn“m“"w“"m.Dmgm”a§ﬁhnrﬁ?§ﬂﬁfX!“”._”““__19??m‘

-
[

.

TO WHOM IT MAY CONCERN

I have gone through the three sets of papers prepared by the
Researcher, Mrs. C. O, Akindele, and found them te be of the
required standard in content te ascertain the validity ef the

purpese of this research.

B

" Ee 1. Odina (Mr.)

P.O BOX 52121, IKOY]

LAGOS - NIGERIA /

k HOUSE 3, BLOCK 22, LSDPC ESTATE, I1SOLO LAGOS
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APPENDIX 6A: TABLE OF AEL

TABLE OF ABSOLUTE ERROR LIMITS (Error Limits and Grades)

Max. No. of Errors Grade
2 A Excellent
4 B Good
6 C Credit
8 D Pass
10 E Weak Pass
11 F Fail

APPENDIX 6B: MPH

MAILABLE PAPERS AN HQUR (MPH)

Assuming a 40-minute production interval, the following
standard would be used:

ailable Papers Conppleted Grade

o o o >

F o W
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APPENDIX 6A: TABLE GF AEL

TABLE OF ABSOLUTE ERROR LIMITS (Error Limits and Grades)

o. of Grade

2 A Excellent
4 B Good

6 c Credit
8 D Pass
10 E Weak Pass
11 F Fail

APPENDIX 6B: MPH

MAILABLE PAPERS AN HOUR (MPH)

Assuming a 40-minute production interval, the following

standard would be used:

Mailable Pape eted Grade

4
3
2
1

o o w >
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APPENDIX 7

ino rro

Major Errors

Wrong Display or Mixed Display
Instructions not followed
Overtyping

Ex-ing

Typographical Error

Wrong line spacing

Redundancy

Minor Errors
Jammed keys/letters
PoOr EBErasure

Poor Ruling

Onission of Words

1 word omitted

2 - 3 words omitted

4 - 6 words omitted
Subsequent 3 consecutive words

Shortworkings

1 - 3 words not typed

4 - 6 words not typed

7 = 10 words not typed

11 - 14 words not typed
Subsequent 4 consecutive words

ti

Penalties

marks per exercise
marks each

marks each

marks each

mark each

mark, 2 max. per exc.

= e BB B DD

mark each

1/2, 1 max. per Exc.
1/2 mark, 2 max.
1/2 mark, 2 max.

1 mark off

2 marks off

3 marks off

Extra 1 mark off per grp

1 mark off
2 marks off
3 marks off
4 marks off
Extra 1 mark off per grp
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APPENDIX 8

PRE-TEST SCORES

Marks Obtainable = 30

EXPERIMENTAL GROUP CONTROL GROUP
Student No. Marks Student No. Marks
1 16 1 0
2 0 2 21
3 20 3 19
4 19 4 24
5 02 5 07
6 17 6 06
7 19 7 03
8 14 8 18
9 23 9 19
10 02 10 01
11 03 11 14
12 22 12 11
13 01 13 07
14 20 14 18
15 17 15 06
16 16 16 10
17 12 17 20
18 18 18 05
19 11 19 22
20 18 20 22
21 11 21 05
22 05 22 18
- - 23 05
X 286 281
X 13 12.2174
SD 7.496 7.740
N 22 22
sx* 4898 4751
SD = / 4898 - 3718 = \/-473] =3433
21 22
= / _1180 = \/ 1318
21 22
= \/56.19 = / 59.909
= 7.496 = 7.740
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APPENDIX 8A
PRE-TEST T-TEST CALCULATICNS

t = 13 - 12.22
Vr 7.5  + 7.7
22 23
t = 0.78

0.3409 + 0.3348

t = 0.7
\/r 0.6757
t = 0.78
0.822
t = ' 0.949
Tcal = 0.949
vas = 0.05
df = 22 + 23 - 2 = 43
Terit = 2.021

Tcal < Tcrit +++ HORT
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APPENDTX 8B
HYPOTHESIS 1

POST-TEST T-TEST CALCULATIONS

t = 24.77 = 22.35
V/F 4.72 + _4.26
22 23
t - 2.52

t = 2.42
\/r 0.3997
t = 2'&2
0.6322
t = 3.828
Tcal = 3.828
o~ = 0.05
df = 22 4+ 23 -2 = 43

Tcrit = 2.021

r

Tcal > Tcrit -+ HoRj
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WEEXLY EVALUATION - EXPERINENTAL GROUP

40 wins, 40 nins. 50 wins, 50 mins.

30 nins.
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P B -

WERKLY EVALUATION - COKTROL GROUP

INTERVAL 20 mics, 30 nins. 40 mins, 40 wins. 50 ains, 50 uins,
WEEK CNE WEER TW0 WEEE THREE WEEK FOUR WEEK FIVE WEEK SI¥
STUDERT 0 OF ML
MAILABLE  GRD N.D. CGRD ED. G M.D. GRD KD. GR LD. GO Ko, OF
Ho DOCUMENTS )
1 1 ¢ 14 D % ] il B % D 1 ¢ 13 -
H 2 3 1 B3 B ! A 3 ¢ 3 ¢ M
3 13 B A B ] ¢ ] A } C 3 ¢ 16 ¢
i 2 2 1 b3 ¢ 3 A 4 A % B 18% B
5 13 B 1% P2 3 2 ¢ % ) % D 12 3
¢ 1 c 13 D2 B 2 ¢ 2 B 2 3 M F
7 1 ¢ 14 D2 4 ) ¢ 2 ) 2 E 05 °F
8 1 B 2 c 24 D 14 D 2 3 1} F 11 B
§ 2 A 3 A% B 3 A 3 ¢ i B 18 B
19 1 ¢ it [ ! 5 14 D 2 B % D ¥
11 14 B 14 b2 E 2 ¢ z E 2 E 1 B-
12 13 3 13 D2 i 1y D 14 4 z E 10 F
13 1 ¢ 13 D 2 B 1 D 1 4 2 B 9% F
u i B 2 C % D 14 D 2 E 2 H 11 I-
15 1 c 1 ] 14 ¥ 1} D 1 F 2 E 8 F
16 14 B 3 A3 ¢ 2% B 3 ¢ 3 B e ¢
17 2 A 3 bW B 2 B B B 3 ¢ 174 B~
18 1 ¢ ) b2 )} 1% D 1} 4 } ¢ 12 B
19 it} B i B ! C 2 ¢ 3 ¢ 3% B 15 C
20 1 C 1 14 3 ¢ 2 3 3 ¢ bl D bk -
il 1 ¢ 2 ¢ 1} 1§ 1 D ! E 2 E 10 F
2 13 B 1 4 % D 2 c 3 C i1 B 1% p-
B 1 ¢ 14 /IR F 2 ¢ it D 2 E 108 7
EEY

20 =4

19 = &

18 =8

17 = B

le = ¢

15 = -

14 =D

13 = D=

12 =1

1= E

10 = Failed
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APPENDIX 10
MID~TEST RAW SCORES OF EXPERIMENTAL GROUP

Marks Obtainable: 30

No Marks
Allocated Obtained
1 20
2 14
3 25
4 27
5 16
6 21
7 23
8 22
9 23
10 23
11 17
12 27
13 18
14 27
15 16
16 12
17 14
18 19
19 04
20 24
21 19
22 07
£x 418
X 19
sD 6.195

Ex> 8748




Marks Obtainable = 30

Student No. Pre-test Mid-test
Scores Scores
1 16 20
2 0 14
3 20 25
4 19 27
5 02 16
6 17 21
7 19 23
8 14 22
9 23 23
10 02 23
11 03 17
12 22 27
13 01 18
14 20 27
15 17 16
16 16 12
17 12 14
18 18 19
19 11 04
20 18 24
21 11 19
22 05 07
Ex 286 418
x 13 19
SD 7.496 6.195
) 4898 8748

sD u\/_aﬂ%zs_u_

TV
= Y 38.38

= 6.195



APPENDIX 11
POST-TEST SCORES - EXPERIMENTAL AND CONTROL GROUPS
Marks Obtainable - 35
EXPERIMENTAL GROUP CONTROL GROUP
Student No. Marks Student No. Marks
1 26 1 23
2 27 2 25
3 29 3 25
4 25 4 25
5 26 5 20
6 29 6 19
7 28 7 22
8 29 8 17
9 24 9 32
10 26 10 22
11 22 11 21
12 32 12 1.7
13 23 13 21
14 32 14 2]
15 21 15 23
16 29 16 31
17 21 17 28
18 21 18 22
19 17 19 24
20 26 20 17
21 17 21 18
22 15 22 25
23 16
Zx 545 514
X 24.773 22.348
SD .72 4.260
Sx> 13969 11886
SD = 13969 - 13501 = 11886 — 11486.78
U/ 21 V/ 22
21 22
= 1} 22.29 = \ 18.146

= 4.72 = 4.26
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APPENDIX 11A

HYPOTHESIS 2 - EXPERIMENTAL GROUP

POST-TEST RESULTS

XX

zx*

=

SD

FEMALE

MALE

26
27
29
29
28
29
26
22
32
23
21
29
21
21
17
26
17
15

25
26
24
32

438
24,333
4.9109
11068
18

107
26.75
3.5939
2901

/ 11068 - 191844

17
\/ —410

17

VvV 24.12

4.9109

V 12.92

= 3.5939
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APPENDTX B

HYPOTHESIS 2 (POST~TEST) T-TEST CALCULATIQNS

t = 2.42
1.0823
t = 2,236
Tecal = 2.236
o = 0.05
ar = 18 + 4 - 2 = 20
Tcrit = 2.086

Tcal > Terit ,. HoRj
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APPENDIX 123
RECORD OF ALL TESTS TAKEN BY EXPERIMENTAL GROUP

No Initials of Sex Pre-Test Mid-Test Post-Test
Allocated Students 30 30 35
1 QT F 16 20 26
2 A.O. F 0 14 27
3 D.H F 20 25 29
4 0.A. M 19 27 25
5 E.C. M 02 16 26
6 A.O. F 17 21 29
7 A.A. F 19 23 28
8 O.A. F 14 22 29
9 N=E.J. M 23 23 24
10 A.O. F 02 23 26
11 A.F. F 03 17 22
12 0.K. F 22 27 32
13 T.A. F 01 18 23
14 0.J. M 20 27 32
15 8.¥Y. F 17 16 21
16 0.7T. F 16 12 29
17 R.7Ts F 12 14 21
18 0.X. F 18 19 21
19 p R F 11 04 17
20 A.E. F 18 24 26
21 N.C. F 11 19 5y
22 A.P. F 05 07 15
£ 286 418 545
X 13 19 24.773

SD 7.496 6.195 4,72
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APPENDIX 12B

RECORD OF ALL TESTS TAKEN BY CONTROL GROUP

No Initials of Sex Pre-Test  Post-Test
Allocated Students 30 35
1 E.I. F 00 23
2 A.E. F 21 25
3 E.C. F 19 25
4 A.A. F 24 25
5 M.M. P 07 20
6 A.G. F 06 19
7 A.P. F 03 22
8 O.A. F 18 17
9 A.A. M 19 32
10 o N F 01 22
13 A.N. F 14 21
12 K.Y. F 11 17
13 M.M. F 07 21
14 A.L. M 18 21
15 U.M. F 06 23
16 . V. M 10 31
17 B.A. F 20 28
18 0.P. F 05 22
19 B.D. M 22 24
20 0.B. F 22 17
21 E.C. F 05 18
22 S.B. F 18 25
23 A.A. F 05 16
.%' 281 514

X 12.2174 22.248

SD 7.740 4.260
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APPENDIX 13
PROOFREADER’S SIGNS

INSERTING TEXT

Sign Meaning _ . Example
'< Insert Character(s) th;z:tudent
# Insert Space Pleasgdo it today.
4 Insert Punctuation VCRs, disks{and labels..
# Insert Hyphen dua]fsided disk
7 Insert Dash The experts /Messrs. A & B

DELETING TEXT

Sign Meaning Example

7 Delete character(s) Necgessary
3 Close up. Do not -
leave space. nmicrg computer

wid]
shé’ll Delete and substitute the salesman sheld

REVISING FORMAT

Sign Meaning Exanple
slsﬁ Change to single- | Yaba College of Technology
line spacing -g
will be . . .
disf) Change to double- ” (fThe first of the two
line spacing =llsemesters of the programme

Align copy University of Nigeria
\ Nsukka
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Sign Meaning Exanple

NP[ Make a new paragraph our plane leaves at 10 a.m.
en Monday. @lease call me
at ., . .

C_-D

Run on ) The letter was posted to
- you yesterday.
I look forward to
hearing from you soon.

.~ \ Transpose, change rec@@ve; as far pm

over
K’O Move as shown =~ ' Please =send¥as soon as
possible(your replyy.
e vaaa S5tet. Do not change - JRe Ve

Return to original Meet me at i+30-awm.

- Ao -
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APPENDIX 14
COMMON PROOFREADING AND EDITING ERRORS
Errors in Consistency

Incorrect: A business letter is made up of three
parts - salutation, the body itself, and a complimen-
tary close.

Correct: A business letter is made up of three parts -
the salutation, the body itself, and the complimentary
close.

Errors in Spelling or Keying

Incorrect: Thoroughout the day and ento the nite on
Thrusday, the search went on for the child.

Correct: Throughout the day and into the night on
Thursday, the search went on for the child.

P in Word Divisi

Incorrect: The orientation will take place in Kad-
una, Lagos, and Kano.

Correct: The orientation will take place in Kaduna,
Lagos and Kano.

Errors in Logic

Incorrect: Summer follows fall, and spring follows
summer, while winter follows fall.

Correct: Summer follows spring, and spring follows
winter, while winter follows fall.

. — 1 Sty

Incorrect: 3 applicants doesn’t qualified for a job
interview on Friday November fourth because they have-
n‘t got no experience.

Correct: Three applicants do not qualify for a job
interview on Friday, November 4, because they don’t
have any experience.
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Errors in Redundancy
Incorrect: Take out the frozen chicken so that it

will thaw out.

Correct: Take out the frozen chicken so that it will
thaw.

Errors in Facts

Incorrect: Christmas is always the 25th of Novem-
ber.

Correct: Christmas is always the 25th of December.
Errors in Transposition of Words

Incorrect: Put the refrigerator in the milk.
Correct: Put the milk in the refrigerator.
Errors in Numbers

Incorrect: There are 1% items in a dozen.
Correct: There are 12 items in a dozen.
Errors in Format

Mixing styles e.g., mixing fully-blocked style with
indented style in letters, etc.
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APPENDIX 15

NBTE SYLLABUS (ND II)

COURSE: SEC 211 -~ TYPEWRITING (40 WPM)

DURATION: 120 CONTACT HOURS (ND II, SEMESTER I)

1.

10.

11

12.

13.

14.

15.

Use of Electric Typewriters in the performance of typing
duties.

Type accurately a 10-minute passage at 40 wam with a
syllabic intensity of 1.4 and with 98% accuracy.

Compose correspondence on the typewriter.

Understand printers’ correction signs and standard
abbreviations.

Type advanced manuscript properly.

Understand the correct use of combination signs and
characters.

Produce mailable documents.

Type endorsements and treat blind carbon copies
appropriately.

Use continuation sheets correctly.

Type advanced tabular statements using various methods of
calculation.

Type headings in various arrangements, e.g. columnar,
main and sub-headings.

Make necessary calculations for advanced display
assignments.

Type and effectively display various jobs.
Use the typewriter to prepare various business forms.
Fill in all types of documents (business forms) using the

typewriter.

NBTE Secretarial Studies Syllabus, 1989, p 52.



