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ABSTRACT

The aim o tnis s_udy was to survev the
communication ngeds of stuvents of Secretarial
Administration programme in the polytechnics in
Kaduna State and to design a cyllabus that caters for

the identified needs.

During the researcher's interaction with the
students in the classreom, it was observed that their
communication ability was Inadeguate; this promptz2d the
study.

The study was designed to find out what Ui
students and their lecturers considered as their
communicative needs in speaking, reading, writing,
pecullar anr e s akills. Tk &8 --‘;-t.xc.;..t;cr.-: Fires
were administored to the students and the leciuwiers s
collect information in this respect. Cn the whole,

thirty lecturers and scvenlty [our ctudents particlipated

in the study.

The results were unalyzed using frequencies and
percentagese. The results revealed that the five
language z=&:ills were ruted high to moderate need areas
for a Secretsry that uses Engiish in the diz<hizo2 of
nis/ ner dutles. Also, most of the items in the five
1znguage skills were either moderatelw ceverad . wut

covered at all.
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The students and their lecturers agreed that
exercises uscd in teachling these items were 'few' and
the 'few' used were considered very useful by both
groups of rospondents. In the light of the iindings,
it was recommendqgwthat both the teucher; ahd their
students nced orientation courses as well 23 warlzhepr
that would expose them to the language needz of "2

secretarial profession.

For tha jbtams tnat were ndfiiddclgu.tely acover. d,
it was recommended that the activities used in teaznarng
these skills should be improved, both guantitively and
qualitatively. Besides, the syllabus designed covered .
the lanquage skills of speasking, reading, writing,
peculiar and practical communication needs of secretarial
administration programme; this syllabus is enclosed in

Appenrdix II,
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AURLVIATIONS AND DEFINITION OF TERMS

Commnunication Needs. This refers to the language

skills necded by learners to function in various
situations indicated by the learners through an

anulvoisc of their needs.

E.A.P, Englich for Academic Purposes. This refers to
4 situsbion where English is required for study.
examples include:

Bedede Lnglish for Social Sciences
EBE, Lnglish fer Business sducation
Be.n.le tn,lish for science and Technology

E.F.Le English for Foreign Learners - It refers to
tecaching Lnylish as a subject for purposes simiYrar™
to those for which French is taught in Nigeria.

BE.L.T. This means English Language Teaching.

E.C.P. English for Cccupational Purposes: This refeﬁs to'
a situetion where English is required for work or
tierining cege.

BE.V.F. Lnglish for Vocational Purpose.

EeSePe Enqglisch for Specific Furposes: English is defined
here according to the learners' reasons for
learningthe English Language.Language itemns used
must be related to the generazl nature of the

¥ s . L T ) ¥ 2 z
AEr it | = '.L-l.:h-'-i.-lf.a”.
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E.S5.L. English aAs a tecond Language. This refars to

teathing bnglish in sllueicns where it derves
as the language of wider communication and the
mulum of instruction in at least part of the
cducaticnal system.

Needs. They are gaps or measured discrepancy between
a current state of affairs and a desired future

~3 " ’ a
" L'A- e

=
.
=

.T.Es iiukional Board for Technical Education
Vel.S.Le Vocational English AG a Second Language.

WahAaS.Ca tiest African school Certificate.



Chaptar 1

INTRODUCTION

English for Specific Purposes (ESP) in the coniext
of Technical Education is seen as an approach not as a
product, AT Tonsdists o A particiiar type of tLesching
materials; ana 1Y is en approach to language learning,
which is based on learne” needs (Hutchinson and Waters,
1981). In other words, ESP is an approach to language
teaching in which all decisionsz concerning content and
method are based on the learner's reason for learninge
This is because thoare 1o much more to communication in
this centext than just the surface features that we read -
and hear,. There is nceed to distinguish, as Chomsky
did with regard to grawsar, bebween competence and
.performance; that is, between what people actually do with
the language and¢ the range of knowledge and abilities whicﬂ
enables them to do it (Hutchinson and Waters, 19%:).
This study tharafore alws Lo identify and nroperly define
cine Englich lengnage npeods of secrecarial studies and to

design an adequate syliasbus to meet these needse.

1le1 Bockgroune OF The Study

-

The polytechnic 1 part of Technical g£ducation.
The statement concerning it in the National Policy on

Bducation statec thakt it iz that arm of tertiary



edw etion level which !cads bo the_acquisition of
practical and appljied rxills as well as basic

scientific knowl:dge.

The Policy (1981) further lists, the

aims of Technizal Educ =ion as:

(1) To provide trained monpower in applied

Science, Tachnolnay and Commerce particularly

at sub-rrofessional qgrades;

(ii) To nrovide the Lechnical knowledage and

Vocational skill. necessary for Aqricultur:1l,

Industricl, Commcrcial and kEconomic Develooment;

(333) Po rr daT2 porloi: who oo apcly soisntifis

knowleage to cthe mprovement ang soincion or

- . =

enviropments for the use and convenience oI man;

(iv) Yo give an introduction to profescional studies

in bBEncincering und other Technclogies;

(v) To give kraining and impart the necessary

skills leading to the production of craftmen,

tecunicians ant other rkilled personnel wh:o

will he enternrising awed self-reliant; and

(vi) To enable our voung men and woact o have an

intelligent undocestaiaing of the incrzasing

complexity of technologye
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-

It should, howcver, be nobad that Technicai éducation
is subdivided into the prevocuational and vocational
schools at post-primary level, the Technical Colleges,
Poalytechnic and Colleger of Technical Education at

post Secondary level,

In Nigeria, the U-3~3-4 pducuaticnal System

Chart has Polytachnics 4 ope of the four top level
divazion &f avvtes ec v siLicn. Tan Sl thRean &G

Colleges of Education, Univecrsities and Professional
Institutions, It ic relevant  to mention that

Kaduna State bPolytechnic was established by Edict

Noe.3 of 1389; which in section 6 states among other o
thinags that "rhe PolyLcoynic shall provide for the studies,
training and objective cevelopment of technigues in

Applicd Seionce, Enginccring, Commerce of the Polytechni:,

as viell as other spheres of lzcarning”.

From the above discussion, it is quite obvicus
that the role of the Folytecnnic Institutions is not
just ko see students o through classes of instruztron
and to award certificsic s for bread-winning, but it is
aléc for ch: Zov Opmcns OF Ehe plinu, S0y, swui nu sSparit

for the complete and tccal well-being of individuals and

-



groups of po.nlo in Lh el by and Ce ggulp the

yraduates with Lhe compe race to excel fn their

chosen profession.

Most students that are admitlbed ianto the
Polytechnics are from the Secondary Schools with
four relevant crodits at Lhe Old General Certificate
of Education (Ordinary Level) or the new Senior
Secondary 5~haol Exeminallon. In addition, and
just about a yeoar agoe, Lhey are also to pass the
Pclytechnic Entrance txomination of Joint Admission
and Matriculation YSoard (JAMB) . But ironlgcelly,
many candidates bt eithes GCE or 55CE Examinution
fail to get credits in thic relevant subjects, especially
in English Lanauige ant “athematlice (cited in Wiliomzs
1981). This cveveals lLi:ab chere is a crisis in English

Language teachinge.

This explains why Lho Polytechnics have made
provisions for upproved Pre-lakional Diploma programmes
to rectify these deficicucies via the pre-National

Diploma courses.
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From the aforcmentloned evidence, it is not
an over-statement to say that, a majority of people
pursuing various courses of study and profession in
our polytechnics lack sufficicent grounding in English
usage, to enable them lo perform cfficiently in their
chosen profession. They were cften under severe
language handicep and their success is usually
handicepped by their limited command of English, ‘"his is
cenfirmed by Tifrin (198¢), which showed that the

majority of pecil?s who Jltendes sl poimary schol

did not have sufficient yrounding in English to enaple
them to pursuve higher cuucation satisfactorily; ani this _

is the case with cur sltudents in the Polytechnics todaye.

Other functionzl us2s of English Language in our
schools include: (a) it is the language used in the
library, (b) it is used for writjng reports, and
experimencs, o mention just a few, In fact, as tar
as the Nigeriun enviromment is concerned, as in maay
other parts of the world, English is the Tenguage of
education and officialdom. Tiwrs is a great need to
strive to improve upon students' language competen:e 30

that they c¢an leura the contaznt arces more effectively.
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The discueision above shows the lmportance of tne
role of English in learning pursuits, Besides,
English Language is an important component of other
examination bodies, e.g. WASC, Mxtional Board ~for
Technical Education (NSTE) Exemination. This implies
that English is very relcvant to the development of an
Jaudividual as scis <8 Log sccial . politiczl, econni’ic
growth of English speaki:;g nuations. Likewise, the
four major language skilis of 1isteq}ng, speaking,
reading and writing constlitute an cssentlial part of
this process as these skills are inescapably bound with

litecacye.

Indeed, there has bBoen in recent years, a vast
number of stuoies and commentariaes on various aspects
of language all based on Lhe notion that there are =
important differences bcetween, say, the knjglish of
commerce and that of Eaglacering, for exampla. Tris
has led to the developucnt of Eng)ish courses for
specific groups of lcarmnrcra. The idea was simple,

I% language vassow e mae Sireallicos 20 ose &2 avreher,
it should be possible to determine the features of

specific situctions and then make thesa Zzatures the

basis of the lecarners' course, Rarber (19£2) presented o:
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article on 'The naturec of Scientific English, published
in Swales 119%735), Again, Ewer and Latore (1969), gave
a description of written scientific English. Loc=21ly,
authors who had written on english ror Lpeciflic pu-sposes
include Aboderin (1980), «ho ¢ v: led out a need analysi.
of the writing skills in the Nigerlan Schools Cercificate
English Language programme, Claofe, (1984) also
azamined the reriing nuuds oI Grieinco ond Technolao,y
students ana proposes a strategy for meeting these
neecs. Nevertheless, there has hardly been any
systematic discussion, that the rescarchicr is aware ofy,
"of Bnulish Language needs and cbilities of Secreterial _
Studies at the Polytechnics, tesides, the researcher's
interaction with the students, and the experience got in
the classr~rm,have shown Lhat these students still lack
basic knowladge in the English language even thouch they
have gone tnrough both primary and secondary education
before entering the Polylcohaic. This sttuetion

is an evidence that the Seccrecarial Administoation
Departments in the-naktion's Polytechnics are saddied witn
a 3ot of =z Laus Whivn 7ighZ B petven By taking o atep
in tne right direction, through an ascessment f “h
profassion's language ncoeds using EOP (English for
Occupativnael Purpose), The cuggestion above 1o

considered important, becau.c, there is hardly any English
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language programme orqunized specirically for students
of Secretarial Studies in the Polytechnic, despite the
speclal lanquage needs of thoir chosen profescion,
What is provided by the H.B.T.E. for the Polytechnics
is a global course (Somctimes called Hre of suglizo e
Englich Language and Comaunication or Communicatio
Skills) under tho department ¢f Genecel Studies, for
alli categirics oF students, sclonc: 2 Lets or buslaess

oriented,

The distipction between Usa of English and EO2

lies in the fact thut the fomer pavs aktention to

general language usage, l.e. discussing various o
situations where lancuagz is uaced or what people db>

wilh languages BEP 13 concerned with specific language
use; that Iz why the apyprocch is comwaunicative and this
helps to define course objectivas, Our concern is with

language learning, becatse, it cannot be assumed that
describing and cxemplifying what peopla go wich laaacvane
will enable one learn ica Rather, an BESP/&wP aguroach
is based on on understarkiing of the processes of language
_les?ﬁlnc, Moo SRa Towrnel caterad eomreseh {Huterluson.
and waters 1967) vhich estabrlishes proceaures tor reraiiag
language analysis more closely to the learner's reasons

tor learning, given thalb the pucpose ol an ESP/EOP course
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is te ensble learners to functiuvn adequately in a

target situation. More imporktantly still, any

English Lunguvage prograsne that fails to consider ~he
needs of the stucents Is not lecurncr-centered and iay
not lead to communicative competence. This will affect
the role of the sSecrctary in anv organlzation as cie
Secretary's basic tool for the discharge of his/her
duties is communication, This warrants that the need
‘:f the proics.ics must be anul wca S0 Lhat sveas a:'sLauy
would be relevant to ar: as of need, and thue, <ol.2 rue

communication needs of rhe profession.

In other words, as Munby (1878) puts it, an
intimate knowledge of the students, the purpose of
the course, the type any lovel of communicative
performance and the stulents' needs all put into "
considerition in Epp design of the—syllabﬁs; wouls help
achieve the uesicred result, ‘therefore, it is the
awareness of a target situvatjon, @ dolinable necd to
communicate in Bnglish, thoet distinguishes che ISP

learner from the learner of general Englishe
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It is o tois wamia thoo b0 rozasccdcber Lotonds

to identify the language needs of Polytechﬁic.Secrétarial'
Students, in Kaduna State, with a view to properly
defining the knglish Lannuage nesas of Lhls category

of students.

1«2 The Purpose Of The Study Y

The purnose of this study is te identify and
properly define the tnglish bLanguage neads of - -
Secretarial Students, The following general

observations motivated this study:

1o The English syllabuses, texilocks and teacira ;;,;
methods in uze in mer Polytechnics to-day, are .
Aon besad  Sn Ly OnsSror s Baeds anadyesls Lo
20, it is difflcult to detr i o the actual__.”
needse cf this group of students, the sgecialn
goals to achicve and the eatent to wnich the

needs are meb;

2. Besides, tho researcher belleves that heavy relianée
on the college authoritics or the examining bodies
to giagrnse the learners' communicative needs and
to prescribe the conlent of the syllabgﬁ_has proved

B

inadequatea
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Sunmuarily, the purpuse of this study is:
{a} to identify the communicative needs of the
students of Secretarial Administration in the

Folytechnics,

o
c“
o

Lo design an adequate syllabus to mret these 5Q ‘:f

needs,

1.3 The Statement QL The Problom/

Research Problem

o e oy

The absence of any systomatic enqguiry . iln che pasw

-

to establish the baglish Language needs of Secretailes

den a e T

is nolb an indication of the fact that bobh Lhe krainees

and their trainers are not aware of the specific English
nacds for Sccretarial Administration. Investigation. by
the researcher has shown that the trainjng recelved by th;s
group of students in our polytechnic$ 1is tagged |
Englich language and Communlcation or simply Cammunicatioh
3kills as mentionced carller.. The syllabus is a general
purpcse onei since no specific consiceration is given to
the profession's language neods. in fact, a stuldv of tle
content of tho syllabuses for all the depaciment (zrts

-
2

tYa

4.4

.
O Zimid

s
(o

L] 4 - SR P - . i c- i am VL
soclial sgiences of oolonccs) anow comert ol

An atheiwords, crere i only one ayiiasus wrsd In ceaching

all the students, irrespective of the department.
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and this syllabus was designed by the Nztional Bos.~d

for Technical Educatlon (NBTE), it's photocepy appacs

as Appendix il. Considering ths role of a Secrekary

in an organisation and the fact that language is tie
tool for the discharge of duties, the Specific English
Language needs for Secretarial Administration becomes

a matter < rerious concideration, Should we |
continue giving this set of students a general puriose
Lype of instruction? Cr, should thelr specific languag.

— -

necds be investigated and suggestions made to welar fou

P

the actual needs?
In summary, the problem in this study is to:

(1} identify vhe comusnicative neeas of scerelarinl

students in the Polytechnics in Kaduna State,
{1i)'develop a syllabus that caters ror these needs.

1.3(b) Rescarch Questions

When the issue of Englich Language for professiconal
pursuit comes up, English for specific purposes’
programme cannot be avoided. To justify the problem"
of needs analysis under study, specific answers must

be found to the following resecarch questionzsi



(i) What are the communicative needs of tho students

as perceived by the students themselves?

{1ii) ‘What are the teschars’ peuoalvot communicatine
needs 0f Lz suwkdentn?

(1ii) What are the pricrity atreas as perceive& by.,}
bocr stuwlents and lecturers? |

(iv) Ara there diffefences in suéh nzads as perceived

py (a) Students, (b) Lecturers

(v) Is there any need to modify the existing

sY1llanua?

Totk Rasico Assumptions

The basic assumptions aia:l

i) Needs analysis is important if learning is iz

be functional, students - centered and effective;

11 Naeus unziysis obhables a pretase apccifiaatioh
of the perfommance of a glven language programme.
and it is only whun we have comprehensive
information regarding the learnzr's purpose of
learning that we «an plan a2 ralevant programme to

meat his needs;

_(iii) Identification and constant review of needs
eontrinute a lot to Che all-round daevelopmert

~f the student;
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(iv)  The learners..at this level arc adults and should ..

be shle rno axpress tholrn coaneninetive necdn;

{v) A survey of the learner's neecds from the
perspcytive of both the students ond their

teachers provides some information about the

learner's current and future communicative needs.

1.5 Siqnificance Of The Study

This study on needs asscasment can be justifing

in many ways:

(1) In an environment where knglish is.needed;SEha'f;fjf
Secretary is congldered the 'Life-wire' of he e

organization, if he lacks a good command of

English, then he cannct funciion affectivel,

Theretcre, Lf our tertlary xﬂstxcutiona, eaecially

aur polytcchnics,muét produce top~flight Seéretaries,

there s 2 need to reconsider tho language needs

of students training for this nrofession, ad to

gear their syllabus toward English for occﬁpational

PUEPOS QS W

;(ii) Needs assessment is also considered very imocortant
civen that the purpose of an ESP/EOP courss ia to.
enable learnsrs Lo furnction adequately in a target
situation; that is,; the situation .n which Lhe

learners will usc the language they leaXne P
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(1ii) Necds analysis is neceusary for the fact that
ESP design process would proceed by first
identifying the target situation anc then ¢ irrying
out a rigorous analysis of the linguistic fzaatures
of that situation which would form the Lozl for
the development of an =30 /209 syllabus,

(iv) This move is considered zigniticant because
bach w1 alienbuwem o thi g rucial luasie Tres
reduced clieciency arid hence bEhoe performanc =
as well us compel2nce of the sccretaries in the.
discharge of Lheic dutics, Inkeraction with
some secrotaries in organizations have shown
that thoey ere nct better than copy~typlsts. In
fact, most of tham canncl even copy correctlye.
If this situation is not checked and arrestzd,
the performance of thiz group of pecple might
go on decurliaratings.

-

Bven though the Department of secrar.o il

Administration In our rolytechnics usually

|

nsists on a crecit in eEngllsh Larguage as a

haxiec apery recu.fszinent *atc L5 doparimend

there is still nied for EOP cournes whica «ouid
address the specific cccupational nceds of

secretarics. “his wotivated the researchar to
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investigate the specific nceds of professionals

on training in th: secretarial profession.

(v) The researcher iz of the opinion also that
needs aszescment study whiich offers the sturents
an opportunity to express thelr communicative
needs in the five language skills oF speaking,
reading, writing, pecull«: and practical nezas
would reveal what is actually relevant to (e
This study, therefore, surveys the English
Commuiert on jeues ©f e reseetariad <bul obs
in order to identify what they consider as relevanc
as onnnsed to whit the syllabus In uce offers theni,
The findings,as expected, would hove implications
for the bEnglish lunguage the sccretaries studys;
especially as it has been assumed all along that
the beneficiaries arc satisfied with what is
cfi=red them. But from personal obscrvalion,
interaction with students and the experiencsa
got as u lecturer ol Lhic group of students, the
English language syllabus seem=s inadogual—.
These informal obsecrvations _and comicats heoJe
motivatad the rescarcher to eupirically

: - . s . _— . ’ 3 e - - A = e -
fear’ Lvete unn L ruginbkas vhet nas sitose ; Le



17

1.6 Scope And Limitation

This study focuses on eEnglish Landguvaje nesds of

students of Sccretarial dminictration, the sty
is limited to the PFolytoechnics in Kaduna State. The

two Polytechnics arc of sen . syudy o the I81lawing

reanons.:

All the polytechnics use the same syllabus produced
by the Nation:l board fur Technical Hduc-tion (NBTE),
which gives @ uniform programme; and the iandividucl
academic necds of the shucents of one Polytechnic could
be taken to we the same for all other polytechnice.

The use of these two polytechnicd,though within Koduna
State, is expectec to bhighlight the systematic occurrence
of the above clalm; especially as students of polytechnics
in the nation should have Lhe same basic eatsy
qualifications and coul+ be drawn from any Zart cf the
federation. While the students in e Depas Liniht
of Secrokturi«l Adimipic-waziww oo Lee bue folyiedln Ina
canctitute chie papulation for the cescarra work,
Confidentiul Secretarier 11 and III at the Crdincry
Hlational Piploma level have beedr chosen as the sample

for Ltum rescarcr,
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This investigation is limited to th: wernal
communication needs of s: ceel rlo , their reading
communication needs, the writing neadsz, the pesulic-
needs and their needs for thoe practical aspects of the

rrafession.

1.7 Theoretical Framework i&n Uverview

1«7.1 Comuunic.tive Compotuace

The preposition of pew medels of syllabus springs
from a rejection of grammabical syllabuses, situational
syllabuses, to thc current tide referred to as notional

functionul or communicative syllabuses,

A grammaticel syllabus ler example. emphasizes
the teaching of the rulss of langu@ge whe, Hacy iy
(1965), Halliday, HMochinlosh and Strevens (1284) hove
written a lot en it. Widdowson (196%) contends that
the grammecic L 2y3lobes dgnores wbe atimnicstive oo
of language. Railec (1%72) mentions thar in Lae
light of Chomsky's ide¢as of the "infinitc creativity

of language use" the graommarical syllabug is inadecuate.

O the other hand, & situationul syllabus takces
into consiaeration the s:tuations In which languag:
is used. Hence it is situationally ordered on tle

basis of tuc various situablors in which the learne uses



lanonage. Cortributors to this @3tion include %ilkins
(1872}, Widdowson (1968), Cook (1Y71) anu Corder (1960),
Wilkins (1978) quoted in Shaw (1977) summarizes the
weaknesses of chese past approaches to syllabus design.

To hims

"Structural syllabuses give too wider
prominence to whak cthe learner wishes
to do and conv-y through languages
situational syllabuses feil to expleit
the fact that mout of the things peuple
csay are common to @& wide ronge cf
sliuationg, ond also thal 2 pucely
fftughroasl aporeacs: ¢fved rifc. £a 1en
wide cange of lingulstic Lemms o be
suitzble in the carlier staage of
language learning".

To establish the appropriate fromework for this
study, a lock at the literature in the acca of

coemmunicative cunpetonce 1s consldered relevant,

Chemsky's theeory of "competence" and “performence" is
equally important hores According to Chomsiy

(19573, communicative competence roefers to o persci's
intuitive knowledye of his language: the system of the
rules which he internalizes so that he L. able to
produce and understand 2 inflpite numbcer of sentercas,
and tc recognize grammatical mistikes and ambiguiec os,

Chomsky ddatingaizhos L°wa Inkeraalired Pnoulcdsn =f

ot 2 rscen of rpencazbic and ohonoicgicel Ly

the actual language uscd by en Indlvidual, which i: not
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a reflection of the individual's communicative cometenc~
(Rivers 1903+14). Hymces (21971) defines communica:ive
competence as "what a speuker aesds to know to

communicate effectively in culturally significant
settings",. He is also of the oninicn that o Chilid
learning a language acquires clong with it "a systom

of grammar,a system—of its use, regardjng persons,

Places, perpescsi, and waee munaels of couavidcut: e
patterns ol the sequential use of language ia cunveesation,

address, standard routiraes,

Critics of Chomsky's cxplanaticon of communicative
competence point out thut he omitted by far the mgit
important linguistic ability to produce or understand
utterences which arc not so much grammatical but, aore
importantlyapgnropriate Lo tha context in which they Are
miade, As Hymes(1971) puts it, there are rules ¢! use
without which the rulcs of grammar would he useless.
Hubernas (1970) contribvtes te this debate by expiainiag
communicative competence to mean "the mastery of on ideal
speech situation”. e further points out the importance
e aavieg w. sddllan oo wds 1ol sbae compebonng basle
qualificacions of specca and of symbollc interaction at
his disposal.

Halliday (1964) criticizes Chonsky's distinction
betwecn compatence and performance on the grounds

that such explanation ho: litble use in sociolegical
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conbexrits Yor Bwnlalns Sopnmealiean T iromoetens:

k2 rann tne secs of options in meaning Lhar are

available to the spesker-hearer (quoted in Munby 1978:

13). Using a socio-scmantic arproach o lanquage
and the speakers use of lancuage, Halliday sees
comrunicative competonce as what the speaker can do,

can mean, can sav = as a network of system.

Widdowsonfs (188 ) yiew on communicative
competence inclu les knowing how to recognize and ow
to use sentencesto pericrm what he cails rhetoris. i
acts, e.g. defining, clussisyin, promlising, warning,
etcs, {(quotud in Hunbv, 1973:17!. Finnochiaro  ‘uid
Brumfit (1983:218) scz communicative competence ai the
ability to .uuv ko laLadage 8y i apnrtogriatasly n
any circumstances. The various vicws or opinicas
above differ only in emghasis. They shars someczhing
in common. For instancegthey agree tial communicative
competence is seen as linguistic, psycholinguistfé and
soclo-linguistic, Munby (1278:21) summarizes taat
view when he states that: "Chomsky’s notion of
competencs ami performance do not or cannot handl:
tha socio-culturafvdimensicn that 1is essential tc any

stucy concerned with the communicative aspocts of

1 3nquage
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He preoposes three possible theoretical models
appropriat« te the specification of a person's
communicative competence in o second languages  Thase

are;
(i) Socio-cultural orientation
(ii) The socio~-zemanti¢ basis of linguistic knowledage

( i 11) The dlsenvese 1o ol of oi'iL P STRIT T BN

1. Socio-cultural Oricnktation, This 1s subdivicad

inte three:

(a) Competence and the Community. This framework

emphasizes differential competence in a
neterogeneous speech community. In desijning
an appropriate [(ramework, conslideration must
be given to the nature of communicative rzeds”
and thoe esteblishing of target levels that arc

relevant to them,

(b) Contextual Appropriacy. Hymes (1972) dafines

contextusl—appropriacy aS..... rules of use
vithout whicn Loe riles of geanmast veuld e
useless. In specifying communicative

competunce, this includes . both grammatizal

and contextual competencs,

(c) The third framework is ¢ learner - centerad

approach, 1t advocates for the specification
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of communicative requirements or needs prior
to the selection of speech funcbtions or

communicative acts to be taught. &

The Socio-semantic basis of linguistic knowlodge. .

Me divides this into two:

(a)

{b)

Tha Jiscouar-2 Lovel of Dpmration. Communigotive

Language as semantic option serving frow the

structure, The framework which is bas<d on

©r

Halllday's fdeas draws ouc astontisa Lo ma
he referred to as meaning potential, thoe sat

of options in meaning that are availablg_to the
speﬁker—hearer. It opts for a socic-cemantic

approach to language or course designe. . -

Anotiier subdivision of the soclo-semantic
framework is a communicative approach, This
framework stresses the importance of selecting

from the notional categorieg - which a lecarner

needs to handlic. These apre the thing:z he uses
language for. To be included in the

selection, are, the sets Of linguistic jorms,those

that are appropriate to his level and raquiréménts.

v

competence here includes the ablility to use

linguistic forms to perform communicative acts and to

undaerstand the comnrunicative functions of seutences -

and thelr relationship ko other soentences. These




24

things are noted ko happen at the level of di'course.
Ferforming a communicative act accordingly in this
case requires the knowledge of the chetorizal rules
of use that govern the patlicrning of sucn acts, the

interpretation strategies of the use (Widdowsorn,197%).

Munby epumerates Lo followring asn Sepllcabtlion:

for tnis mcdel:

£1) selection of comunicative units, rather thin
’
grammatical elements in thoe specification of
a syllabus, takes place at the level of

discoursc.

(ii) rhetorical rules and contextual meaning shoild
be taught s appropriate to the required oo

and functions,

(i1i) Aif our concern is with communicative Coupet nes,
we must redefine the dimension of syllabus
specification to take account of the communicative

value of disce e Level uariss,



A Mocel Framework, The present study employ:

the communicative appreoach and it is similar to a

simplified form of Munby's learner-centered appro .che
The model suggests the specification of communicative
neaeds prior to sclection of speech functions. It is
also likened to Yalden's (1982) fully communicati-e
syllabus, for it provides adult learners with the
orportunity to tiake decisions about the grraral

Srclish Lanousge content as cxpressed in a needs

analysis survey.

Whvers, 1T
-

Akere (98 contends 4 view “havod by Yoo @
(1975);it is not emcugh to teach functional or
grammatical competence, for many stu'cnbts have becn
known to leave school without being proficient in
language. Their lancuace is textbookish and th:y
fail to usc lancuage ir real-life situvaticon, e.g.
to make requests and inquires, to transact busine:s
or even ty ivrite applications for jobse. Ubahakwe (1974),
Adesancye (1974), Geoffrey Lecch and Jan Svartric:

(1975 ) contend that communication for students z.

this level of study may be more meaningful Irf e

grammatical structures lecarnt are r¥elated. o meaninn

us2 and varicus situations which demand for their use,
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Brumfit and Johnson (1979) remerk that the
communicative approach is a reaction against ih-
view of language a2 a sehb of striciures, It 3« a
reaction towoorls a view of langcayes as communicacicn,
a view in which meaning and uses to which langquace is

put play a central part,

Widdowson (1978:69) has this £o say about thz

past objectives of language teachjing:

1t will also be generally agreed,
pernaps that traditionally the focus

of attention has Lecn on the linguistic
skills and that it has commonly been
suppocsed that once these are acauired
in reascnable measure the communication
ahility will fellow 2= a moge Or iéss
automatic cansequence. Avallable
evidence howcver suggests that this is .
nct the caze; the acquisition oOfF
linguistic skills does not seem to

guarantee thn conseqaent acguelelitisn
of uumunicatlive abititics in 4 Lancuage.,

Tomori (1981) has identified the necd to te:ch
coemmunication as arising from the irappropriatencss
of language use in semontic - zocial interaction which
he rcgards as one cf the common problems of a foreign
learner and user of a language. Littlewood (19¢1:99)
contends that the most efficient communicator in a
forcign ianouuge is nol always the person whe i: wost

skiiled at proce=ssing the complete situation iavclving



hiaself ana his learner; taexing accounc ol what
knowledge is already sh:red between them (e.g. frem

the situction or from the processing cocnversation) and
seleckling items which will communicate his message
efficiently, He furtiner arques that: "a communicative
approach encouragesus to go beyond structures and take
account of other aspects of communication, 1t cen
therefore nelp us to match the content more closely with
the actual comaunicative uses Lhat the learners wilil have

to make of the foreign language"e

The viewsexpressed above, Lhough differently
presented, provide a strong basis for the communicative
approach; heacd,; The . icarchec ageoees Wit dunby ' =
(1975:25) observations that "the current iarusc iggsord
individualization of in:truction and tho general (rend
in educarivn coming to the surface now and again since
Darwin and the 1930s, require knowledge of what tra
students perceive as necessary, not just the knowladge

assumed by thce educational administration.®

The awvve guotation is as relevant in Nigeric ac
in American society and in particular to the prog: ame
bejng investigated. thig is becaus«< the peneficiaries
of{ the programme are adwlls wikh varyli6ag expatliaancss and
educational backgrounds; and involving them in decis’an

mal.ing as regards their lecarning content, would olbviouzly
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increase their motivation to leacrn.

The English Language und Communication syllabus in
use presently was planned and desliygned by the Engl.sh
Language experts with the National goard for Techn' .cal
Bducalion (NETE), who eqgually supervised its incepiion
and accreditation of the section 1n-the 1nétitutions.
Although, the dcpuggﬁcnt exists in most :olytechniss
throughout the foderatica, nobody has «ctually ass:sec

the content of the kEnglish Language and Communicet .on

syllabus from the shthw'ontls point of viow, vl
LiIBC1:29) wolwd wnet there 13 a mone o icgs generally

accepted view that the imposition through education of - -
value system on stuuents should he avolded and that they
should be in the vrocess of determining priorities for
houses and general systca cesign". Along with tiids
author, the researcher cdvocates the need to allow stude.:
to articulete or participate in identifiyjnyg learniig
content. Therefore, this rsesearch is very nocessazy
because no attempt has been made to examine specifically
the English Language and Communication roods of th:
Secretarial Administration programme since the coursse
began. The data obtained from this study will bicume

a reliable evidence for proagramme modification and
commenizatron s cov o fnmaeoy et Yrdm and

Richterik quoted in Munby (1278) ncted that one or tna
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characteristics of the «dult learner is his desirc to

ifearn rapicly sowething he can use lmmediately. This
implics that our knowledge of the appropriate comnunication
needs anu their current and future demands will scrve as

a guide to the course planners in modifying the ccntent

of the existing English Language Syllabuse. Noru;ver

a modern approach to the teaching of wnglish emphesizes

the importance of providing a course content that meets

. the nceds of the students. This is exuctly whet Trim
and Richterik (op cit) meant when they cald that he

language needs of adults learning a wodern langlac -+ wr

-
-

as a result of regquircnants which arises £rom the use oF

that language L the wdi titude of sibtuwtions winia

-~
— Tahd =17
-l e Hia

arise in the school lives of the individuals and (roups,.
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REVIEW CF LITERATURE

2el Introduction By 7‘f%:"

Language teaching in the schools all-ovéf gﬁﬁ
federation has been. striving = to achieve the desirable
goal of ganzral communicative competencé.  f;Tbis is
why most of our tertiary institutions called the
English course taught to all the shudents, the gtydentst'
course of study not withstanding, General Engliéﬁ;&né. '
use of English/Communication Skills. in othér'wordé:
these institutiohs teach general English or the Use of
Erglish or Communicatin:. Skills., The paSk 25 yuars
. has seen the birth of a new trend in language té&fhlng,_
f i.e. teaching English for Specific Purposes (ESP).
-,;The same notion, though with a slight difference'hgs

- been called by some authors as English for Acadeﬁié.
Purposes (EAP), English for Occupational Purpose (&0P),
or (EST), l.e. English for Sclence and Technologﬁgagmjl.

to mention just a few example.

This chapter examines available literature

related to this study. Specifically, this chpater

»

is divided into:

30
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(1) English for Specific Purpoées (gsp)

| (a} Brief Historical Ovcrviaw. |
(b} Goals

{ii) Various Aspects

(iil) Needs Analysis

(2} What is noceds assessment?

({b) Preferences for particular forms of
| needs assessment | |

{(c) 7Types of needs

(@) Goals of rneeds asscssment

(e) Methodology for needs analysis
{1/ Incuciive {category-idependent) ;ethod -
(2) PpPeductive (mategory-indepgpdeﬁg) method
{(iv}  Necds Assessment studies outside Niéé;iaii 7 .
(v) Needs Assessment studies inside Nigeria R

{vi) Models of Needs assessment.

2;2 An Qverview Qf English for Specific'ljz;""
i Purposes{BSP) '

2e2eL  Genesis

In recent years, Bnglish for Specific Purpos: has
become a major developmental focus in the area of
communicative syllabus design and mater;al produz:ior.
The developmert of FSP dalen kack Lo 1976 and ave:: to

[F—
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Babylionian times {(Strevzns, 1977)a But a
period of about 15 years is usually reéogniééd as
the tine ﬁuring'which ESP becama the busiest single

concern of modern English Language Tesaching{ELT)

activity, glving us 1957 as an arbitrary buot réughly
satisfactory starting pointivoifey, 1982, Roblnsor.,

AS woth nose developments 17 human sctiviclez
ESF was net a planned and coherent movement, lul

rather a phenomenon that grew out of a number of

in.‘,
-

converging trends. These trends have operated

a variety of ways around the world, but three maln

Ed

reasons common to the emergence of all ESP have boan

identified:

(a) The domands of a Brave New World
(b} A revolution in Linguistics

(¢) Focus on the lsarnok.

{a) The Pemand of a Brave Now World, The end of “he

second World War in 1945 heralded an age of caornGus
and wnunoenadente) axpansion lo STIancli,

Lechnical aud coopcomic activiiy on an inhoo-
national scale, This expansion created a world

unificd and dominated by twe forces, technzlegy

LI



constralnis created a need, for cost-effective

courses with clearly defined goals. L

R

The general effect of this development was
to exert pressure on the language teachihg
profession to deliver the required goods. Wﬁeré ST
Englizh had previcusly decid:d its own destisy, .
it became subject to the wishes, needs and

demands of pevple other than language teachers.

(b} A _Revolution in Linguistics. Al the same time,
as the demand was growing for English caurses.
tailored to spacific needs, instituvtionzl newr.
ideas heyan to eherge . the study of languad e
Traditionally,.the aim of liﬁgQiSties Hég.ﬁééﬁn
to describe the rules of English usage, that is =
the grammar . However, the new studles shiited
attention away from defining the formal featires
of languages to discovering the ways in which
language is actually used in rpeal communication |
{Widdowson, 19%8.) From this development, it -
was found out that the'language we speak and wkite.
véfies considerably, and in a numLor of dlffarent
ways, from one convtext Lo another, Therefcre, §  ;
in BEnglish Language Te. = ., tals gave riss o

the view that thers p-a irportant differences @~



(c)

35

between, say, the Engilsh of Commerce and tial
of Enginecering. These ideas marrcied up

naturally with the development of Englizl, ¢-urscs
for specific groups of lzarners. The idec
postulated was simple, viz, if language variss
from cne situzticn of use Lo aamtazse. 1t snrcld

be possable (0 delermine the features of sprzi€ic
situations and then maeke these features the sasics
of the learner's course. Hence, Hutchinscn and
Waters (1987) represcnt this principle guiding ESP
in the slogan: Tell me what you need English for

end I will tell ycu the English you need.

Focus on the Learner, New development in

educational psychology also contributed te tie
rise of E3P, by emphacizing the central importance

of the learners and their attitudes tc learving
(e.g. Rodgers, 1969). Learners were seen =

have different ncods and interests, which would
have an iv 2ctant influange oo Liell moLasal.on
to learn and thercfore on the effectiveness of
their lcarning. This lent suppeit tec the
develcpment of courses in which relevance tce the
learners needs and interests wvere paramount

and the standard way of advancing this was to take
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texts from the learner's specialist area. The
assumption underlying this apnroach wa: that the

clear relevance of the English course to thelr ncods
would improve the lecrnurs'! mohivaticn and thoozh:

make lcarning weuter andl fa.ter.

In ESp, wmaterlal development chould be centered cn

the learnces' necds, The methodology and the mate-~ial to
be used must take the learner into consideration.,

Beside, the learner should participate in taking

decision about what conzerns him/her.

The growth of ESP, then was brought about by a
comblaation cf the three important factors discuss :d
akove; the expansion of demand for English to suit
particular neceds, developments in the field of
linguistics and educatlonal psychology. All th: e
factors point towards the needs for incressed

L |

specialization in lrnduige learning.

In other words, ESP as an approach, simply
ady xcates that a course for somegne whc needs English
in order tc do his job must take accouni of, among
other things, the environment and social relation:zhips
¢btaining between him ard his interlocutors, unlike
the Ceneral English where the emphasis is on gram:ar

oy the formal rules of usage.
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2.2.2 English for Specific Purp63qggits

Development

From ils early beginning in the 1960s, ES¥ i:as

undergone three main phases of development, -It 13:j

now in a fourth phase with a Tifth starting to eicrge.

according to Hutchinson and Waters (19287). Bl of

-3

the five phases will be discussed belows

e

‘Register analysis (Special Languace). Tii s

‘stage took place wainly in the 1960s and early

1970s and was associsted in particular with the

Streven 1964), Jack Ewer (Bwer and Latorre 1969)
and John Swales (19271). The main motive b:ahind

regisier analysis was the pedagoglic one of “i2king.

work of Peter Strevers (Halliday, Mnchintosh and =~

the BSP course more relevant to learners' needsa. .

s

Ewer and Hughes - Davis (1971) having compe.ed
the language of the texts thelr scilence students
had to read with the language of some widely w=ad
school textbooks, found that the school texhbcdﬁg
reglaectad sSoume o~ the l=nguage Lorks ccmmuﬁﬁy.

found in science Lexts (e.g. compound nouns,

passives, conditinnals, anomalaus finiltes ox .00 -

modG. . 5l They therefore vconcluded that -
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the E32? course should give precedence to thessa:

terms.

Bevond the Sentence: Rheblorlical or Discourse

Analysis. Where; in the first stage of it*-'
development, ESP had focused on ldnguage at the
sentence level, the second phase of development |
shifted attention to the level above the semtence
as ESP became closely lnvolved witih the émerging'w
field of discourse or rhetorical analysis; ' The
leading lights in this movement were ﬁenry :  _
Widdowson in Britzin and the washingﬁbﬁ Sé55$£ﬁ;ﬁ;l.
of Larry Sclinker; Louls Tremble, Tohn Lackstron
and Mary Todd, The basic hypothesis of this
stage i3 succinctly expressed by Allen wnd o

wWiddowson {(1974). = L f¢ 

"We take the view that the difficulties
which the students encounter arise not
s¢ much from a defective knowledge of
unfamiliacity with English use, and that
consequently their needs cannot be met Ly
a course which simply provides further
practice. in the composition of sentences,
but only by one which develops a knowledje
of how sentences are used 1in the performance
of different communicative acts." '

While reglster analysis had focused on seatenze

grammar, attention now shifts to understandipg
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how sentences were combined In discourse Lo
produce mcaninge An example of works aduptfna.
this approach is 'a Discourse Approach by

Louice Tremile (195980, Thly work aims ag
idencisyiag the orgunizational pattecns in

text and to specify the linguistic mecans by
which these patterns are slignalled and these
patterns would then form the syllabus of the

ESP coursc.

Target Situation Analysis. This stage did not

reallv add anything new to the range of knowladge
about the ESP. What it aimed to do was to take
the existjing knowledge and set it on a more
scientific basis, by establishing procecurcc ¥
relating language analysis more closely to tr
learner's reasons for learning. Given that tne

purpose @i pon USU Tourse is oo 2onadle learnors G

function adequately 1ln a target situation, tf .l ic,the

situation in which the learners will use the
language they are learning, then the ESP design
process shculd proceed by first ldentifying the
target situation and then cerrying out a rigcrous

analysis of the linguistic features of that
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situation. The identified features will ]*5'
for tua Syligbus of the ESP_;ourSe;T PIt isls';
this process that is usually known as needs
analysis, The target sltualtlcn sralysls marked

a certain coming nof age fov ESP and what p:evi&usly
had been done very much in a plecemeal way, Jan

systematically done and learner nheed was apparently

Yacad b o LWhae cantre of Lhw cours 3 Jdesicon prosesSSe
4

Skills and Strategles. The first two stagus of

the development of ESP witmessed thweir analyniS"-\ff
based on the surface forms of the language(thét -
is,sentence level,as in register analysis or

above, as in discourse analysis). The targét_éﬁf.
situation analysis approach did not really chanég;
this a5 mentioned carller, because in its anulysis
of lecrner need, it still looked mainly at the
surface linguistic features of the Ta.gut

situation. The Zourtih stage of ESF ias bhera an

attempt to look below the surface and to conilder

not rhe language, lhself, hHut thae bhinking

processes tinat underlie language usé..

Dominank figures in this movement include

Francoise Grallet (1981),Christine Nuttall (1982)

' Charles Alderson and Szady Lirguhant (1954).

g -



41

These authors made nignificani ceoatribution

to work on reading skiils.

"B A learning..Centred Appreoach. In outlxning the

origins cf uSPR, thres Jorons wuere 1dpnc1r1ao
whiden might be characterised as new idees gn:ut.
language and new ideas about learning. It
should have become clear that in its subéeqhént
develcopment, scant attention has been paid to
the last of these forces - learning. All of the
stagesoutiined so far have been fundamentally
flawed in that they are all based on descriptions.
of surface or of underiying proceéses,-aa_iu tﬁe o

skills and strategics approach, the concern in
' each case i§ with describing what people do odth”

language. The concern of ESP is languace

learning; for a timely valid approacih to ESP

muct be bered ol o undigrgrvanding of the pro osses
of langusge learniange. This then Lrings un LW thz

fifth stage of ESP development ~ the learning =

centired approache

English for Specific Purposeﬂu Gonls. Initially
B3R began as a materlal - productzon LxerC+ue,

typ1ca11y, with ad hOCmdterlalb to meLL the hlghlj
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.

localized needs of one group'of students followi:g

one particular course of study for whomthe orthousx
materiais hed proved inadequace or to meet the . .apower
needs of a local enterprise. With time, as a :=sult
of subsequent professional procesces L.o, evalud.iocn,
publicatioca, criticisa wad rescarch , Englisic for
Specific Purposeshas progrescively added more o- ifre
relevant variables and extended tho process with n

3 bimcfEam: o vrsducn ubes HLy VoW T ALBRERS .y a@s
the typical ESP operation of todey, (Cofifey 1982:.

This operation is aimed at presclecting couwrse cuntent,
According to Strevens (1977), &sv cowses are those
where the syllabus and materials are determined on all
essentials by the prior analysis of the communic..tion

needs of the leerner, rather than by the non learner-
centred criteria, such as ihe teachers or inztit.rluns

pre-determined preference for general English or for

treating English as part of general educallecrn.
It ejually almed to produce a syllabus whii.

gave high nrinrity ta 1l Janjuare fForms stwasnt

: . o FR -
woddid weck L. Jdoir dutqnes sowdied ord 1a rurn could

- -t e 5 - -

give low priority to forms they would not mect. At

the fourih stcege of iU  developmeni, =i? 4 sewn



attempts to louck helow the surface level of languace
Jsage and cousidecs not the lang:age itself, cut thre

thinking processc<s that underli: language use.

It also aims at helping the learner analyse huw
meaning is produced in and retrieved from written or
spoken diicourse, ESF takns cognisance of the
learners and treat them as thinking beings, who ca:
be asked to observe and verbalise the iuterpretive
processes they employla languags use. Thiz is cucalke
.the concern of ESP 1s not with language useyas m=i..lined
earlier, although this will help to define course

*t

objectives. ™a concern A8 W D lanavage loeari.ng,

o

for a timely valid apprcach to ESP musi be zascd o 2w
understanding of the gouls of learnlag. ESP is
equally to take the existing knowledgz and set it on

a more scientific besis by establishlng procedurec for
redlating languege analysis more closely to learners’
reason for learning. This is because,the-quPOSe 2f an ESP
course 1s to enable learners to function adequately in

a target situation, that is, the situation in which the
lzarnevs will use chie language they are laarning. Hence,
the ESP cowsa deslyn processes first idenkifioz (he
target situation and thep ciorries out & rigorous - 2alyLls

of the linguistic fcatures of that situaticne. one
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ahe oine 30 Chcse wrile ups was Ly prodecs &

syllabus which gave high priority to the le.guag-
forme which students woulae meet in their sclrence

studies,

Cccupativnal Purposeg Some research work appeared

in other fields, like the analysis of Doctor-patients
commiinication, by Candlin Bruton and Leathor (1976€).
Englisn is EEQUired here for work or tiralilige

This area is called English for Oacupationdd

Purposes or Baglish for Vocation:l duwrnczor o

Vecational Englisii A3 o Second Langucags (798, .

(EV#) (VESL).

Way Flagly atve ERAE L3ag [E 0% b &ldvaw

cut distinction bacayse peuple can work =and study

simnltaneously,. It Is also Jikaely, that; as
in mans cases, the language learncd for immediiate

use in a study will be used later when the s:udent
takes up, or returas to a job as in the case with

the subjuects in this research.
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At the next perspective, it is poscibie

to distinguish EZP cources by the general na'uce
of the learner's specialization. Hutchlnso -
and sualfesn 2800 celesy  Avne FLiGe

categories viz:

(a) Snglish f£.r Science anc Technology 1 EST)
(b) English for Business tducaticn (EBE)
{(c) English for the Social Sclenceg(ESS).

The wnrd ‘specific' rather than the mu:h more
usual 'speclial' in the term ESP is preferred to
erasc che notion that 2 purpose is special urd
therefore Implying not ordinary; the charactoristic
that is intended by the phrase 'cpacial purnc se!
is that it is not general Mucby (197s). L.
the whole, ESP is just ohne branch of EFL/EZL (Znglish
for Foreicn Learners/inglish as a Second Lancuaqge)
whicl. 2 Zpoaselies Ebo roln Branches 0 Wi LIt
waenguage Teaching in Guneral (ELT) ELT, accusiding
to forms. In turn, it is one variety of tha

nany possiblghyinda of language teaching and
ianguage teaching in turn ic nouciched by
communication and (carning.

According to Hutchinson and Waters{up cit),

ESP 15 wa approach not a groduct. 1k 15 e
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approach to language laarning which is based on
~ Jearner need. They further say that the foundation

~of all &30 ig the simple question,ﬁwhy does this

¥

learnar nesd o léafn a forﬁign.languag&? From

this quastion wlll flow a whole host of further glestlons;
scme of which will relake o the learrers, soms no tﬁ@l~” h
adiven learning content and some 10 the nature of lLac
lznguage the learners will need to operate. Buf. this
whcle angiysias srill azrives frem an Inlilad Jdensifaed

need on the part of the learner Lo learn a langui;le

The problem under investlgatlion invelves an  -'_',*J.~
overlap of EAP and EOP as the idea is vocaticnallg' |
purposive. From the axplanation given, EAP may be_ ;'”
elther 'common core or subject specific. - But ngre'_
it is ECP, there 1s a large varlety of possible aube.'\
‘divisions of which gecretarial administration is e

This implies, i that allowance must be made
in the categorles for speclal situatica or sebllng,
special communicatlve needs vr functlons, special subjes

matter and skills or ' 7 9 wihich language is necier

{Robinson 1980).
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2e2e3 Needs Assessnent A3 A Basis Foir

The Development Of Cupriculum

2

A discussion of hhis lopic will ke categoricad

into the rolluwing sug=-headings

(i) Needs Analysis

{i1) Whit ls needs assessment?

(1ii) Preferences for particular_forms of needg
assessment,_ i

(iv) Goals of needs assessment

{a) InduclLive method

b)Y Neductive method

What is Needs Assessment? In the human services
vocabulary, needs assessment has many difreront USQge%fH
and appearances. Lt appears in leyislation {e.7. .
the 1973 Amendments to the Older Amerlcan hcts};
manuals (e.q. Centre fur social Rescacnh and
uaveldpmunt, *alysls and Synthesis of Néeﬁs %aaesﬂmént'
in the Field of Human Services), and journal art&:léfia}'
{e.g. Shanck, Raymond.  (1974), Probiem and Ueficienciéﬁ
in the Needs Asseoo. .o Procecs, Public Administration
Review) . But it seers the term has never been -

clearly defined,

A fundamcntal proilem when attempting to define
needs assessment is thak, the word need, is unclear

g winly vaguely deflnec. Needs for basic existance
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such as food, cloihing and shelter are not discuss.d
here. Tu the context of human services, “needs",
may mean differgent things to different pcople. o
the current need assessment literatuvre, the word
"nzeds'1s usually left undefined. in some <o3as,
"needs" are explalned as preferences of the cltize .. of
a community (Varenais, 1977). For cxample, the H:iman

Sepvices —oLliiuty Qeilsnds “deena” a3 any laenllil-ble
condition which limits & person as an individual oo
family meomber in meetiny his or her full potential,
Also, thore scmetilmes exists an implied notion of need.
Many sources refer to general social goals which z.e
percelved by interest groups or elected officials.
However, the definitions of need, according to Jokason
(1982), is the basis of any nceds assessment . An .
operativnal dofinition would usually be influencec by
each assessment as its clements will change accorcing

to the value of the assessor, or an influential cdostituent

of an educational systcows,

Operationally, Johnson (1989)*§tatea that it is
a gep O Wecsitad JLITropansy Telwden A o WrreLt &b ole
of affairs and a deslred future state. The proiiea
with dzfining necds lies 1n the speciflication of vao

needs what as defined by whom (Scffoy and Hutchin: on

2

1274). Richtericlk (1983) had a clear understancing
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of clients or prespretise learvern, thet the syllobus 0
will inevitaboy reprosent a coliection of suthesitative
informed opinions about what ghould be taught (Berwick

1984).

It can be deduced from the abové diséussibh-that
it ls difficult to find a usable deflnition of necds
in the context of second language learniné.- ﬁichﬁerick' 
(1983:2) notes the same view when he states that the
concept of luanguage needs has never been clearly
defined and remains at best amblguous. Johnson
.-(1989:64) notes that it is useful to borrow fome Insight
from the fiecld of adult education, in which necds are o
Conventionally defined as belng something like the gep
between what is and what should he. He adds wheh
scemzone nas Lo daclide what chould Re;p sn othor wWoras,

needs statements are opon Lo contextuwal Inktarpretition

and contain value judgement. They do not have for

themselves an chjective reality. In the words of

Lawson (1975:37), guoted in Johnson (1989:65).

Neads are for the educator to cefine
agalnst a background of normative

roncepts of almost indefinite range

ardi varlety. His task is to select

those normative areas in which there

appear to be deficiencies and to mabch

them up wlth the educator qua educatdr

can supply or provide. Wihera a dellciency
can be remedied by the help ¢f z2ome . L
educational oroccss, wn "educatlonal - v
nead® is establiched, ' :
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~However, Lawson .observcs that one cannol be sure in
all casaes that the educator's diagnosis and
prescription are accurate, The diagnosis made
will be based on the practical experience of the syster,
cf those who diagnose Lhe need and thereforc, wha'.
is fipnally established as a "need is a mekter rur

agreement and judgement nol alsceovecy

The view neld abova goes to sunport. the
researchers resort-to siliciting the viesw of the
searners and the experts in the field of Secretar! al
Administration, plus the Engllsh teachers profeccsional
competence to arrive at the <2sired nceds of this

group of people.

Pref-.caco for Particul-z Foras of iheeds i

Assecsment, stuiflebean el.al (1935), noted a

pas in wuanzationnl

vaslety of necds asscessmnnt by
practice, including vhat has alrceady been descridci

as analysis based on the discrepancy between what

people know and what they ought to know (discreparcy
analyzis)e Jaxconcrts of Lhls foua OF adeeis asseswtnk

in various areas of applied educaticnal research i 1ciude

Kaufman (1972) in pPublic Bducation Curriculum Planiing,

nowles (1370} in adult education pregramme planniag
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and examliaticn, and Hunby (1972) in agplied lingu stic

syllacus design,

One cf the disadvantages of this approach to
necds assescment is that aress whlch age difficult
Lo measure tend not to b: included in the assessme. . .

¥oreovar, Slocrepancy ciwulyals glves the imgressic..

shi:t needs can e discovered wilth mcchaalcal simpl city
once obzcrvation has been quantified, leadlng stak.
holders in the nassessment process to accept thwe va.idity
of both the desian and lthe process without close

-

examination,

Although this form of assessment secms most
familiar to language professionals who have though.
cf measurement in terms of tests or who are accuto.ed
o thinking of lists of structures or furctions frm
which needs can he selected, other needs asoot.non .
types have emerded in ocher ureas of social zcienc -
research. Stufflebeans et.al.(1385:7) opine a
demeccrat?c arproach vhilon wwphasizes ctwidneidon o A
referenct guoUps® vAisws, Ia the appreack, wben o
majority of the referencz grotup wish a change in zome
Zorm of cducationzl practice and make thelir wishes

known a need 15 chereby expressed,
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A dsrocratlic approach is ooing to hiave great
public relatlons value in the cituatlons involvirg
edwc ational constituencies (beyund the prospectiva
learner ,of course), al:hough democratic consensus
on a large scale weuld not ordinarily be a uzceful
way of snelifyving obkjectives and contenl for the
language syllabus,. In praciice, the democgatic

centered aspect of needs ausessment 1o longuage

Fnagu
syllabus design gencrally eatalls concultacivas o.
interviews with prospective learners ixichterizes .ot
Chencerel 1990) in order to accommodale individui.
gosisa 2a RN lonr]l vier oo et LNAISOMLLT
invoives reliance on informed judosment Or €apwad
opinions i.e. expert centered approach to necds

analysis - the Uelphl study (Linstone and Turnoff

1975) . This analytic view cf needs asscssment s
caasonably tfamiliar to Applied Linguists who

comrrise the 'experts' moctht often invelved in goa. =
setting, sentiments aboubt democratic procedures not
with standinge Because Lie knowledyge base cf 1 nguage
coursaes is likely Lo emphasizc - language over con:ent,
the technical expartise of lingulstics will ke .

precicament source of syllabus speciflication. i

nethod helps to systematise consensue bullding e ag

excel ts.
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Pinaiiy o view of needs ascessment in educat’ onal
resecrch the dilagnostic approach ,comes from the
social servicess bBradshaw (1974) writcSon normatlvse needs)
that many have Lneir grealest application in secornd
language learning situations, -~ situations in which
‘survival' seems to be the major raticnale for co:rse
centent. Here, a need is defined in terms of ‘ne
harmful censequences of a deficlency. Theretowx.,
experlts would be able Lo diagnusa particulér gcour s

or individuals as 'suffering' from o deficiercy

Jecwick, 1978).
Pyoes of WNoewds Juhincon  (1989:55) jctentif, aa
two types cf necds. Mese are the 'feli' needs and

the'perceived' nceeds. According bt thiz author, this

is a useful disllnction since it enables rcaders t1o

locate the source of ne:td and strike a philosophically

satisfying balance between leazner - centered and

teacher (viz aulliority) centercd jnputs to the picaning
process. Felt needs are those which learners ha. ..
felt aeeds in this revealed state are osumelinegs
dependent on the prefer«iuces of the peuple dolin tae
rsseosment; may be devalued by viewling Lhem 38 'wonks

or desires' ( Johnson 19259).  With these types of neods,

b= - - i . 3 - -
FELIE B Goad @avbasol W

the s why s o v avelive eniasats



‘Percelved! necodes - tha clher hand renresent
the othap oid: =0 the cuin = Irwopaadden: 0of cervis .o¢
experts about the educiticual gaps 1in other peaple s
experienc:. Trefire (1070) is one of ina prepagoiors
of intoerpretive strategy and this moLhod depends fox
its success on experts’ sensitive understanding of
what they think pceople ically necd, Again, perc:ived
needs have been discuszed as normative needs (Brad:haw
1974), (A~ ii5iih 1978), Kenetls 19%;) and even as szal
neceds {Chambers 1980) or objecilve needs (Ricateia:k
15607 This literal:.e is consider:d rvéaven% £ tha

rezzarch is aimcd at dohermining the roal neals < the | .

subjects,
Goals of MNeeds ko omsaonk. Vi ';'-.I":'Zi'_'.:':“: Le N
uwarnn, n2eds Bes poan Lise cotcert of psyshosogichs,

Cther contributicns to the questlon of human needs
cwailable in Lhe literalure include Featherscone (1950),
Robert Haighurst (1953), abraham Maslow (1854), Patel
Prescott (1863) and Bvl- Urickzon (1963); these stidies
are cald to have influenced the developiment of curriculume
Important concapts such as motivalion; interest ard drives
of learr~os Lave been explained by these earliesr =Llidles

on hurnsn ncedso
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Strevens (1977) process of west:ictlon alsc
addressed the importance of r.ds asuessmenc or
analysis before the design of course, This - vraoc-
wrote: "Before a cource can be dgﬁigned, in any of ils
patamabers, o emess e Gl rrriatobisg must 2 slscys
The sclection of items and featuvies from the cornus of

the language that are relevant to the decigner’

intention and the student's nocdst,

In B89 work, Sucr. as this cne under study, :-he
objective= of the restiictive process 1s clearly defined
by the purpose for which laaguacs is needed. 2uzh
(1976- 30" a-a: ng our attention to the usefulnees Of -
this ncw research methodology, states that bhecauiec of
the need thercfore bto pruvide hard duvs la plamnsing
eduzational programme, 3 nosdl zucessments most b2
devaloped ag o fuadauental part of an overall po-gromm

implementation and eviluvatlion,

Lngiish and Kaufrran (3926), alsu ignognice -iw
otentials of this rensacrch procedure anc have
P P
identiicc the following as po:zsible contrisucions to -

Needs Assconsmenc studies, I'he
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nrovision of raw dala about the unknown,
which will bccome an emperical evidence for

planncrs to take definite decision.

provision ¢f a continu.us evaluation rasult:
which can enable planners to determine shirft..

in the priorities of learners anv 0o saciel .

outcemes of education Yo be made specific

through Needs Assczsment Studliec,

PECLOMal S -4 I es T 2N Funs LT LA ke
involved in determining their own goals and

effectivenens.

nceds asscrocment should gce productivity (i, ..
the ability to solve problems iIn Lhe aosl
effective and efflzient manner avuilasble),

and hunenloelion es compatl ble and dual out “cmes
of improved schools; and should sack to suggeit
improved diagnosis towards identifiable ends

for improved practlces

These aulhors alse coniend that Needys assnes " vub

requires thinking about desired luarier growth hexied

Lo

S Wit

- ‘- : v . . X . -yl R
e N oty s A Bt ARG ey P oLlad
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setting down of a list cf oulcowes cx ziillls, kioow'edge
and alttltucdes thul students should acquire in oyde: to
cope with such a rapidly changing socletye. From the
‘gaps', come useful clues for tracing down problem:

with the tecels and procnsscs of implementations

Untuh and Unrueh (1984), wrlting aboul the aim:
of Needs Assessment, note that it secks o locate -he
places where somelhing s wanting. 1L then follows
that, depending on the determination of goals, nec.s

sfno. modifving &d

are alzo us<fu) ta bnoy won row

P . - -t *am.s b | a . - o ;
Snnandin Sy isns 1¢ e Lo BORr fram ohe

it
ol . .
wlie i mt

L

expczltion above that Nesds Asseszuent is a fundamzntal
orocess in werriculym plannding; that; il is ¢ reallstic
proceture in identifyling learners® needs in order of

priority.

Bush {1975) notes Luat education for hoth
youngstess and adulis h s oo long been put into
the hands of a few professionsl educators, on the
dezisions gbout conlent and method of instruction.
. Needs Assessment cmphasizes the impostance of the
learners themselves in takirg decislons abock whai

they want to learn.
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Supportling cvidance of Needs Asanassment s
postulated by Uaruh and Ynruh (op cit) ¢ _monstrate.
the increasing demand for educational accountablliy,
resulting from the meagrs cconomic allocation to sLhools.
They cobserve that it Is important to louk into pro camm
anJ ossess the succens fyom the point of view ci tie
learners. lioreover, since the leafners are’ tic
beneficiaries, their views must be reflsocted in the

course contenk,

Th2 rase..unar, an the Jholc, wgre2s wikh th. e
authors that a Meads Asuessment takes iato consideratlion
the need of continuilly re-ordering the oricrities of
the lcarners as expresscd by theouaselves. The gesult
will makoe a continuing cycle of curilculum renewal,
which mzl'as for improveucsnt, modificatlions and shits
in gaphacis accoralng to the exprrised needs of thz

Learners s cimed at in this study.

Methodoloay foo Needs Assencvent, The resecccher’s

discussion of thls topic will be limited ta the mo-g
innovative of needs ass=ssments study aixl sove of

which are likely to be of greatest utility o thic

- o i - . anl b - - 2 Ly = * - " L . - L Ra
EEeRcar \-h e iy Letzea Lo AU e Y OThd 5.-400 wadwheiwwa oo
MeLndiuc. Mol GO -2 Rl Tt e discussiangs GF IWPERS aSIassmenn

methedclogies for further readiag would be found ia
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Richterick znd Chancercl (1980), Stui.’aheans'ggtgi

(1985) and Witkin (1577).

Ipductive (Catecory - Independeni) Methods. One

¢f the earllest systematlc approsches to assessing
language needs at the individusl level is Stevick's
fsocio-topical matrix (Stevi.k 1971), Buckingham .nd
Pach 197G, the melalc is drowis so thet the k.nds
of people the learners mosk urgently neod Ialoc::

with are arranged agalost tie things a leaior 4

moct likely to want to talk about. At opticacl

tingulstic dlimawn'sn gicher ip Fovm ef Janguaie o0

r
| S
(S5

funciion can be vsed Lo broaden Lhe scope ol Lie o

._.
g

v

with the intergecting cells prodguzing the content basis
of an entire cLour.e. Hence, individonls with s .mlla:

scolo~t .ical profiles can be easily grouped.

Anclher inductive npproach to~language aeeds
assessie 1t is Frelre's 'dialogue’ (Freire 19%0) in
which iy nortoenc themes in thae lives of prospactiv
learner are yradually clesvificd Lhirough grapnic - nd

verbal cxercises. The method conbines In dentih

W

chservition of people In varisus locations ava i

situaticns aleng with classiflicallon of salieab £l oo

Which keep appearing during extensive dizcussions with
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and observations of mewbers of a define communili- .,

Lhie broad rance of what might now callad
¢ carget situation anai;:is'{ﬁh.mbers . g . ddpp &ad
. Hodlin 1975) also fits inte the tradif .n of
inductively organised ppplicd research. »lthouyh
=t Is esead Lk Lug povllitical =03 ool ValvaT v hick
underlie Frelerlian 'dicicgue' do not g¢ ‘rn the more
technically - criented :znalysls of come nlcations in
work situations, The empheslis of Ltaruct siteatlion
analysis is on the nature and effect ¢l target
language communicatlons inm parbicular sltuations,
Experts cnalysis of corrmunication estab’ished stardards
against vhich cucrent jperformance can | gauged.
tNeed™ i tiee context :ve more approgricteiy disc ssed
«  ive' for learaers who will eventually hove

to mos! ate competenca on the situations.

Howr er, within the framework of tarost slocizion

g e lons

e

analvais,. prlianse i cankldates whio fooe
LR weLns B Bl neces 38 20h golng L pIavae ¥er)
fruiufu given that sivong emphiesis on techaical

cralysis oF copaninications which thece candidatoes

are uno™'2 Eo hardle i, the £irst place,



c2

An dubereslliag varlicelion in th cbove approe-n

to langvage Roewdd 30 38Ny 8 Foapd In Ths gan

{urbalidiy SSUT). shis roguires iinteneiss ssucy
of individuals engaged in language dependent task
end then guneralisation zhout the individual's

langiiage problens in the deficeé leacraing situakl
chmidi finds the greatest value of case studies
to bLe greater uaderstandirg of process oriented

neads (needs arisging during the learner's attempt
£0 gain xnow!edge in the tlelas and estublisning
basis for cauvianiag a questionniaire of interv.cw

battes Ve

A pethod whiich rescal:les targzst sltuatiun

findm

L

ul".E-.:. is bubt wl ulCﬂ Ergaitizsne l_l_y 20 '..-\.J‘J-‘: gr‘)ﬂr’b i

AastifIcing Tnvadt e oY GLTuel TN - Jo Ere Coeihl
Lacident tech:igque' Wilonagen 19512, Golon aow &g
1976) « In languagz 9cads enalysis, critcical

incideniz might be brea:dewns or difficulties in

communication which leacnoss experiencs when atte :p

to solve a hotivating poceplam, competent verbal
soluilons serve as poiniu of controct with proble

ones ahd sorve as slandards for analynls of the

comaunicalive record, This techiniqus reguires
some falth ia the “eprescatativeness of the

slituation unlder scrutiny and pleaty of time te o

ok

fean

Ling

aatic

1dust
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a sensitive analysis, bul it dees sugyest some

intercsting extensions ¢f needs assessment into

L

such areas as simulation -ud role-play which onl:
ordinacily =re viewed as aspiroaches to

instruction ( Berwick 19%04a, 1784b).

Finally, ancther loguailve method worth
mentioning is the Delphi stuly, ¢~ glnally Jever roa
at the Rand Cerporation 1y thae 2960s Lo assist
fFalure reséesalioodnleay  A%0D ; LissEoie and Toau o
(1875 , weatherman and Suenson 2374 ; Holmes 10774
Use of the technique entoils asking exports in 2
field to ruak Jitems which consltitute important o;
desirable future condikions, This ranking conitinues
for soveral rounds and is influenced by informin: thé
individual involved about Lhe degree of support cach
fitem has »oceived to adaln, Individuais are ocbherd
to Leconsider thelr previ-ue cholices in tihe ligh . oOf
an caecrging consensus on particular i%tzns. The
technigue can be describnd as inductive whon toe
initial 1ist of itews is developed by the ratess
duaring Lhe first round allhwugh variaticoas on &

Felunl Loy 2hne ar 20 Bnr LeadiiEus § Che Peter.

.

T TR £res'ge ¢ - 5 Telean " 2 - L
with @& 1isi and then &ilkie 1 Lhea o ..'._._-:‘-..pu;"....., v h b
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0 last is rather a deductive approach to the process.;lfi“"°“ 

Deductive {(Category =~ Dependent) Method. Deductive

. approaches tv language needs assessment are the natiral

'complement to the kinds of inductive'approaches
outlined above, They are also the more typical wey-
into needs analysis constituting an extension of the +
texts ~ and measurement tradition of educatioh&l_ o
research into applied linguistics. A collectidh:bf“.
deductive meihedologies ranges from zimple guestlonraises
to highly complex socio-linguistic typologies and surveys
and these are most frequently used in 1énguagelneed5-.
assessment, To illustrate, Richterick (1983) and:_
' Richterick and Chancerel (1980) are two fundamental
documents in the Council of Europe's attempt to outiiﬁem'
a framework faor language neaeds assessuent. Richtericsz.
{op cit) and Richterick and Chancerei.(ap cit) offe- to ‘
the planner a co;;}ehensive list of topics under whiéﬁ'
data may be collected by a variety of mzthods of in-erest

and used in local planning situations, I

Trim (1980) has noted the extraordinary number:!'; 7 :
of possible combinations of information gatherinq'l..
‘categories and suw-categories in Rici.ter ck's early
- model (Richterick 1980) basic demographic features,
agents roles, times, places, environments, functidné'

or purposes of communication, references to effective
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status, attitudes, means of communication etc. This - o
latter guide for practitioners of needs assessment o
oerganises data collection, Alsd;wéctual~data o
collection methods™of potential use are listed to
include surveys and questionndifes to 1anguage_te§ts

and attitude tests scales, .= . ..

IMunby's (1978) communicative neéds pf&éégésr ie
perhaps, the most highly developed model mechanism
for the interproetation of specific langiage 1eaxﬁgﬁg |
needs. However, this research work combines both - =
the inductive and deductive method of needs assessuents,
' The method is inductive because of the target sltuvation
_analysis as well as the expert judgement soughts .= Qn
:;the other hand, it is deductive because questionnairés

_Qwere used to gather information from the reapohdents.

2e2.4 Needs Assessment Studias Ouﬁsidef
Nigeria

Many studies have been carried out on nceds
~assessment outside Nigeria. Bush (1976) dgsign:ai

a needs assessment study to provide cuidelines fou .~




.the list.

"

- 66

an in-service Elementary Teacher's Education Prog:amme

"ﬁuin South-Bastern Massachussets, U.S.A. He sough: the

views of adminilstrators, teachers;parents and students
to find hOM what they perceive education, Usdn¢; the

guestionnaire as the main instrument, he categori:ed the

- items into four:

Category (a) deals with generél kinds of instructions

for students, Category (b) deals with general way:s of

helping students with their work. Category {(¢) SR AT

. identifies spacific techniques for handling studeits;
" and with their work. Category (d) addresses the spacicl

' needs of particular students., Many of the items in

category (d) were identified as needs of a greit sany

elementary teachers, with reading difficultiéé'ébppihg-

Wi

Shrestha (1977) designed an institutional

needs assessment instrument to determine discreparcies

' in programme components, procedures and institutional

:fpolicies of the Diploma in Education in Nepal. = These

were identified within the framework of an institulional
needs assessment. The result reveals -f'graater

number of discrepancies in the curgiculum and in tre
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HESIE

‘relatlionship components of thé Diploma programme ﬁﬁgﬁm
1a the insbiﬁutionul pollclez components. - ?hg_iif 
percelved discrepancies of the respondent ihjtaéﬂﬁ?\m.
;urriculum-component showed that knowledge of the
éubject matter was not in the content and skills
covered, as well as in the depth of the treatment cf
the courses. Generally, the study showed that there
is a need to reorganise the structure and content cf
teacher education programme in Nepal to strenghﬁen the

professional competence of the teacher trainees.

The 1960s and early 1970s witnessed works on
reglster analysls under the concept of speclal lanyuage.
The basic principle operating this model is thatiéhe
.BEnglish of say, Electriral Engineg¢ring constiﬁuted_a y
specific register differentfrom that of, say hiulog§  $g 'u
or of General Englishe The aim of the analysis was to
identify the grammatical and lexical feztures of theée
registers and tc make ESF course more relevan: to Vearner's
needs., It was almed at producing a syllabus whic:h gave
high pricrity to the larguage forms students would meet

in their science studies and in turn - would givé low

priority co forms ﬁhey'would not meet,
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Also, Ewzo anﬁ Huighes - bnvie;-(iQTE}‘cﬁmparédﬁ;”5i
the language of the texls their science students -
had read with the language of some wldely used sch§01
textbooks. They actually found that the school
textbooks neglected some of the language forms comaonly
found in science texts. Henry Widdowson in Bricain
and the Washington School of Selinker, Tremble,
Lackstrom and Mary Todd-Tremble in the United States
focused their study on the discourse or rhetéff&éi_
level. The concern of the research was to identify
.the organisational patterns in texts and co cnecif
the linguistlc means by which these patterns are

signalled. These patterns they hoped woulda forw

‘the svllabus of the &LOF course,

Other aukhors' studies looked below the surface
level of language to consicer not the language itself,
bhut the thinking processes that underlie language

‘use. Prominent figures in this area'include Francoise
Grellet (1981), Christine Nuttall'(1982),'Charles.
Alderson and Sandy Urguikert (1%84), These authors

conducted thelr work on reading 5kills._

Most of the needs assessment studies reviewed
i : o

?in the literature have relied on the questionnaires
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and interviews as instruments for data collectior.
_ They have also addreéséd thé.problem of.teécﬁéb o
- education, registers for particular field of lif@,
the surface or the underlying level Qf_uq§g§ amor.g

others, but nor®was conducted for the fecretarial

Administration, hence the present studye.

2+2.5 Needs Assessment Studies Ingide
Nigeriz

_One 0f the recent works in neceds assessment in
Nigeria is that éarried out by Adeyanju (19583). Hls
work was based on the ldentification and classification
of the language needs of students in the lower anrd o
upper classes of poSt—primary schools in Zaria
through a multi-dimensional appreoach that combines .
classroom interaction analysis criteria with survéy
methods. His findings were significant, as thev
revealed the need for improvement in the curriculﬁm,
in the selection and.preparation of textbookaland'in

teaching methods.

- Olaofe (1984), using the survey method carr!ad
out a neadsacsussuneny study to delfilne the reacing
needs of science and technology studenis and to
prepose a sirefegy for meeting these necds. He:

found that reading ranked first as the greatest srea

i
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of the students need. His study was on readjing
skill while he suggested a modification of the Engliish

curriculdii.

Okonkwo {1984) conductéd a surﬁéy.bf.academic
_1and professional needs of B.Ed Language Arts (Tcact lng
;English As a Second Language) training =2t Ahmadu B:llo
University, Zaria, . The study identified the Acauemic
and Professional trainlng reeds of hzacner traloee

invelved in che BLEd TESL, two-year degree progrars .z,

ko see the extent to which the identified neeés.;rﬁ
addressed. The study showed that the year I tralnees
éxpressed higher . need in areas of kncwledge, skills N
and teachijng practigce experiences than the year II

trainees. N L

Odumuh (1986) conducted a survéy tooc of the
English Communicative Needs of NCE/CC studenﬁs with
suggestions for programme improvemeht. | "In the study,
most of the language skills were found to he high 1esi
areas and she recommended that the teachers of Gereal |
English Course should be sensitive to the needs of
each 2t of rnow rhudernd s admitiad Into the KRCE/CC

L 3

Proysamine o ine teachcr should also constantly foad
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éut and monjitor the needé expfessed by the.éfadéhfgnm
as they progressed through thelr course from year_f'
to year V. However, this author has failed to.
suggest how these noble objectives will be achievede
The above discussion shows that there is a need fcr @
thoro;gh analysis of the curriculum of the Secretarialfi: 
programmes . There is alsc the need to be resbéﬁéi&eﬁ
to the nceds of Secretarial Administration Education
programme in Nigeriz, through constant ;eseaﬁch._'
Besides, Claofe {1984) reinterates the.deedﬁ};r tha
kind of study when he wrote: "Curriculum in differant
tubject areas, including Bnglish, textbooks and cLuarse
‘materials are still based on speculatibhs'of what the
government examining bedies or college authorities
feel learners' communicative needs are, rather then -~

what the learners themselves and the teachers in'cdntact

with them feel thelr nreeds really are",

Perez (19792) has expressed similar Qiews.abcmt the
weajnesses of foreign language instruction. He suted
Ithat many teachers tend to pursue thelr oun cbjeciives
- rather than to con¥ider the needs and abilities of

students whonm they treas as if they were to hecomnz



their caxbon copies (cited in Medley 1979). Wirh
this shift from subject matter-centred, to make
curriculun relevent by idintifyqag learners' nead:.
as a basis {uc syllebus deslign; to leavncr-centre.d
curriculum, the various studies reviewed, stress :he
need to account adequately for the-learner, -usjng

needs assessment study,

The Language Needs Of Secretaries

Introduciion

The secretary is involved in communication.
She spends her entire day greeting people, either
in person or on the telephone, or gassing message:,
aiving instructions and wrltjng correspondence wihiiin as
at once dispatched to its business destination. anis
correspondence includes orders, quotations, accep:ances,
contractiair toecus and conditions, invitebions, evctera,
Each of these items will in turn invoke a responsa {rom
the addressee, who will perhaps order materials, oroceed
to manufacture, insure cargoes, boock for accommodation or
engage in soume other expensive activity which forms
pact of the intricate retwork of business life or mass
madia. This section reviews literature on the nature

of communication needs 0f secretaries.
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| The Nature of Ccmmunicatién in Secretafiali
Adminigstration. Many séholars have commented on the
nature of coumunlcation in modem offices, Thirling.
(1988) for example, sums up the thrust on the nature

of communication in modern office in these woerdss .

that two partles are brought either
directly, i.e. spoken communication
or indirectly, i.e written communication
into contact with @ach eother, so -that
the vlews, necds of the first ourty are
miade clegr to the second party or vice
VErsae The listener then reads in
such a way as to satisfy the needs or - .
take account of the view expressed (p.?).
In a related issue, Godirey {(1977) states that the
term commvnication is voery widely used in business
today, particularly in the field of industrial
relations, where a fallure to commuicate properly e
is usually nlamed for confrontations between

managements and tha mapagede

Babatunde et,al. (1966} writes that sscretarial
communication depends upon the use of language. The -
English language, he contends is particularly rich, tﬁat,
"Iit has a qreat many wosds and L thesz words ore veli-
usad, they carn describe almost any situatlion, ang

convey very subtle meanings, This means then that

PR Y -
R
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the secretary would try as much as possible to exteand
her vocabulary. For example, in writing letiers and
memos, vocabulary which will be understood by the
addressee must he used. This means inturn that the
secretary should have a good krowledge of the dictionary

and the use of dictionaries to help extend her vocubularye

In another development, Harrison (1961) writeﬁ

that the secretary should chocse her werds appropr.ately
and bulld them up into well-constructed sentences using
an acceptahle styla, Good style hers, 3hould inrmlve
_using simple words in well-structured santences; s that
both the writer's meaning and personaliky are conveyed to
the recader, These imply that the secretary has some
language neads if she is Lo function well in the o

organizatiorn.

Discussing communication in modern officés; . .

foL L heke (1977 .0 L w2 pabtern of communidati@n‘

on page 75 - T 'I'+-f:
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Spoken Communication Needs, Acocrding to o

Whitcfinld, spoken communication, sometimes «q“_m:ﬁ

L g

called verbal or oral communication,

may be face~to-fuce communication or it may be *

Ceonducted over the telephone. In both type: of

oral communication, as dlstinct from writhen}f.
communication, language is informal and wcrdsh¥f
are less carefully chosen than in letter: and
reportsa. This, he considered permissible hucause
the actusl WOrds can be reinforced with ovice B
inflectlons, faclal expressicons and gesturss.

in many business situations, & verbal exchange

of views 1s essential beczuse one can talk much
rore quickly than one car - 77" . Spoken
communication, this author states, can be in che .

form of the following:

(i) Giving instructions

(ii) Beceiving instruczkbions

{iil) Mzking request

(iv) Having discussions and debates

This means that the secretary should bhave Lhe

following skills which require the use of languages

(i) Collect ideas hefore speaking and assenmble .
Jetzliod faots, stacistizel data aind &1
orderly account of any incldents or evantis

Lz be covercd in the talk.
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E TR

(ii) The secretary should be ablc,in-thawil:
statement,to distinguish between facts
“pinlonz. :
(1i1) She should be careful to give a rounded ;'f .

view of the situatiobs

(1v)  In the actual presentatlon, the sécréﬁérj'@f
should be able to state the propositica -
clearly in few words, argue the case.'
logically to justify the propesition,
concede any weaknesses graciously, antlcipéte

objectitns and prepare counter érguments ko

suppart the proposal.

g

Whitefield (1977) is of the view that if this surt
of careful preparalion is made, the alm of a goodr

< . caklon would have been achicved.

Written Communication Needs. According to

Whitefleld (1977), written communication takes = .

‘many forms. The business letter is the most

commsiiy recognised form of written communicorion
and countless business coaversations end with one
party saying Lo the other, well, if you will just

put that Iin writing in a brilef lotter Lo me; we
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can proceed without any difflcultles®, Whitafield
adds further that vressures of business have led to
the devisjing of numerous shor k-cuts to the problems

of written communicaticn, such as

(i) Guilk repiy forms
(ii) Standard form letters

(iii? Circulars, among others.

Instantaneous written comaunication is consiéeféd'
possible through such devices as the tele-noiey
near instantaneous transmission, as with facimile:
copyling which sends air way bills and similar
desumaents anywhere in four minutes and these

e businessmen to keep ahead of otherf; ?;;f
technologlesa Lxamples of thesc writtenli : ';

communicationSare the followings

(1) Conventional busliness iaﬁters‘
(ii) Guick reply letters

(11i)  Standard form letters

(iv) Circulars

(v) lemoranda

(vi) Bulletins and notices

(vii) House journals

(viil) Heporks.
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(ix) Summaries
{x) Telonntes

(xi} Press releases and telaconmunication,

All these form closely related methods of
communication and secretarics must master thao
essenctial features of these forms. The
secretary should have the general language skills
for writing letters. He or she should be (ble
to capsulize and use the accepted style or format
or summarize or make draf: as the situation
demands., becides, some written communicaticn
would demand the use of factual language,
specificity, brief, direct or verifiability Ia
the use of language. All these styles shouid
be mastercd by thoe secretsry a2 ¢aese muse »Q

reflected ia the sccretaries' languag: neec,

Peculiar Communication Needp, Other peculiar

dutizs of the secretary, some routine in natire :
would usually involve the *jargon' (registers)
of the particular profession the secretary wcrks
withe The secretary, in whatever setting che
finds herself 15 expected to perform using tha
*jargon’ of the professicn in question. This
means that ihic secretacy has to be versatile,

and have a wilde command of vocabulary. By
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implication, thc teaching or learning of this group of
students has to be diversified in preparation for the

world of worie.

The Practical Aspecls of the Profession. In

the phase of the use of clectrical and electionic
gadgets in the modern offices, thizs section exami: s

the practical language needs of secrntaries.

The modurn ardgeis used in Milceos huve made 't
all the more compulsery for the secrcteriez o Rave 2
command of Englizh, The growth from manual Lypc-
writers (o computer word processors, in addition to
others, whicli have their language <f operation, cells
for the need for the gadgets to be understood. The
computer, a cilent compunion, electric type-writers, all
have memories which must be invoked to inte. ract vwith
them, However, if the languaage weapon is not there,
the secretary will always find herielf garbagling ia and
out. The ability to use these gadgets <«ffective'y,
reguires complete contrzl of the English language if we must
produce tep-flight secretaries. It should b2 mentisned
that the peculiar ol §rucilfzcal cuamunizaiisn neads of

the siosetaries 3re durived from seccebtarial dunicsa

To sum up, the secretary is cbvlously invelved in
communicakiun as shown in figure 1. Therefore, tie

speaking, Usiting, peculicr ana practical communicaition
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neads discusced above, have been used as the basis on
which the laaguagz items on the qucstionnaire for ithe
study are drawn. Alsc, the reading needs are
considered implicit in the other skills and therefore,
are included in the study. These items are reflacted
on the questionnuire and a sample copy appeared as

Appendix 4,



Chapter 3 e

-

RESEARCH PROCELURE

Tnis chapter presents the procedure of the

study unsior the following headings:
3.1 The vopulation

3.2 The Sample

3.3 Rescarch Iastrumeak

3.4 Treatment Of The Lata.

S e Pogulacion

1]
e
Iy
(o}
ot
i
-
[
ra

The porulation consists of &
hoministration students in Kaduna State folytechaic
and Kaduna Polytechnic. There are ene hundred
and ten (110) students in all as at the period o-

this research.

3.2 The Sample

fhe sanmple comprised two sets o rovpondent :;

viz 74(67.3%) CND students anc 30(62.5%) lecturers

in the above mentioned institutions. 1+, she 3
be mentioncd that the tutsl pumber of students » 3z (50)
aiarys ang Tow LectusndSwere .

g2
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To ensure the homugeneity of the sampling
units involved in this study, the entire sample
was divided into a number of strata with areco of
specialisatiop as the stratification factor. ihe
sample was limited to Confidential Secretaries IJ
at the OND level only becuuse, this set of studerts
entered tuc secretarial programme with a minimum of
credit qualification in English languaqe, having
passed thrnuan the wesk African School -urtificare.
All those whose gqualification aiter study would bz beluw

the UND are left out because the prograﬁmé is
rcaedial in natu;;: I ciber woxds
the fectirieLly suuce ls who woais que 11ty
typists. Again, Conficcntial Secretaries I are

purposelu l=ft cut in the study, because the attzinment

of this post is usually througin promotion,
3.2.2. Lecturars

The study specifically uses Lecturgrs of
Laglish sanguage and Comwunicabica in both Kadun..
State Polytechalc and Kaduna Polytechnic, as wel:
as lecturers in the bLepartment of Secratzrial

Aaministration in the above nwnticnea Instituticice.
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Every respondent in this cateuory is expected to
have years of teaching exjerience preferably in
English Language and Communication or relevant
course in Sccretarial Administration. The

Lecturers were used becauce it was felt that theis

li
%]
i.‘l

ment of the needs o studarks should zempliment

ot
-t

[}

the students' assessment of what their coumunicalion
naeds are, Both views. it was reasoned, might

provide for a better Need:. Anulysis.

3.3 Research Instrument

To provide answers t, the questions raised,
this study would rely on :the responses of teache:c
and students to two sets £ questionnaires, Tre
guesticonnaires were also derived from & comprohe. sive
revicw of literature of s .cretarial duties and
whitefield (1977) pattern of communication in morern
offices. To reiteratc, there are two sets of
questions: fa) 2ne ror Che sludeats, (L) Cul o0
the lecturers, the conten in the language skill:s are

the same.
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The students' que Cionnaire contain 79 items.
It seeks the backgrourn information on the respordents!
age, educational quali. ications, sex, occupation
(both current and futu :), The second part of the
questicnnalre secks sl lents' opinion regarding taeir

needs in five language “eed areas of the profession

(i.e, spoken need, ru. "ilig nesd, ¥riting
need, other pecullar neods and the pracilical asre o Of
the profession). Th: items included in the wrizing,

peculiar and practical "anguage skills are specific to
the secretarial profess.on, wiiile iteas in the spzaking
and reading needs incluce remecdial topics to tak: care

of Lhelr deficiency.

Time freac~respon:s: items seck additional
information and opinicon about the usefulness ©f the -
Engllsh course to the scudents in learning other
subjects in Sccretarial Administration Dépdrtfwh.

genarally, and in improving their use of knglish,

Also, this part ¢ the gnesticnnaire asks fr - the
spirion of the Ztadeat recarding thelir needs 1t oral
communication need, re ling needs, uriting needs,
peculiardutics, and th practical aspect. . Also,; the
questionnaire secks stulents oplinion on the extert of

coverage of the language skills, the amcunt of exercises
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used in laazning the skills and the usefulness vl the

exercises,

The lecturers' guestionnelire secks both
backuround infurmation, cuducatlonal gquallficatior
and teaching cxperience as well as thelr opinion on
the ne2ds &7 the students Iian Lhe skilils,; oral
communication noeds, roading, writing, peculiac
duties and the praztical =spect of the profecsior.
The lecturcrs are asked a.s¢e Lo lndicate extent of
coveracge of the ckills, the amount of exercises used,

the usefulnez: of the exercises.

In sunmary, the two uets of questionnaires

sought Loe opinions of the respoudents regardlny.

(L) Relcovance ui the licted slilis to a Secretary

who uses English to discherge his or her ( uties;

(ii) Students' needs at the point of entry int:
the programmne and for the completion of tie

ey L T
[ St 2 P

(iil) Extent of coverage of the Skills during tre

-

course;

(iv) Amount of exercise used in teaching the skills;
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(v) The usefulness of the exercises

All the questionnaire items were scored on a four
point scale of high, medium, low and not relevante
It is hoped that these four points scale will exiose

the nature of the probLlem under studye

o e W Administration OF The Questionnaice

Copies of the students' and lecturers!

guestiornniles vieze h;uluf¢t‘wr:-:; Rattin, Stz
Folytechnic, an;; an Kaduna Polytechinic a8ll 10 cre
Department of Secretarial Administration. The researcher
perscinaily admlinistersd the students! quectionaalra

to the roesposndents in the twe campuzes in their
classrooms, Lecturcrs' gyuestionnalire was adalnistered
at both carnpuses by the researcher under inforaal .

situatlon. Lectursrs tcook the guestionnaries away

and relurncd thom oa complelicn,

Cn the whole, 74(67,3%) of the ctudents and
30(62.5%) lecturers participatec in this stuay.
The guestionnalres were administered to both

respondents at about the end of the course.

Jed vraabtnai-t QF The Dava

The data Ifor the study is presentad using

frequencies and percentages for the:
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(1ii)
(iv)
(v)
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Also,

1.

2a

3.

o8

o; ren Comaunicstion noeds
Reading Communicaticn needs
Peculiar Communicaticn necds

writing Communicaclion needs

Precticul Communication neads
the data cuver the areas of:
Relevance of the skllls to a secretary who voes
Enclish in the discharge of his/her duties.
The saocretaries needs in these skills,
Extent of coverage of these skills in htha wve-

ef Enclish course.

Exercise used ln teaching these skills,.
Thz ussfulness @ £ exerciset vgeld 17 keac

the skilis.

The reccoearcher conslders the purpese of this

rescarch struight forward and so used orly percencage

for data analysis. dded Lo the zbove, & syllabus on

cowmunicaktion skills for sccrctarial programme is.

designed at the end of the studye. A copy appearad

as ippendix 2.
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PRESENLTATION AND raal¥s7s GF DATA

1a this chapter, the recults of ti:e daka
collectcd from the studenls and lecturers by means
of the guestionnaires are reporbted, The informat..on

okiocianct Loom Lhn yuesoisnne oot are presented anra

the resulks are analysed in Lhe following manner:

{(a) The biosata of each group of respondents

{b) The ccrmunlcative needs indentified by each group
in the five longuag2 skill arcas of |
spoken communication needs, reading communication
necds, writing comaunication needs, peculiar
necds of Lhe secretarlial profecslon and theic

practical necds. A copy of the quartionnaire

appearcd as Appendix 5.

dal Biocdata QF The Hesponocnks

Table 4.1 {4.1.7 — A.1.%) presonks ¥he Axts on the

distribBution oF L. N.Da " and 1l Secretarial
Administration students ~f the Polytechnics in Kaduna

State by tdanslional wue. ificalicns, Age, 3ex and

future occupation,
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Table 4.1: Biocdata of ' - Students

Table 4.1.1: Students' ! sponses Lo Their Bducaticual
' Qualificat' ne.

Freg Ao

Grade I1 o 'y | .08  10.8
 WASC _ 54 73

WASC & Grad - IX 2" 15,2

Total 74 166

Table 4.7.2 Students' V¥ sponses to Their

Age Distril icn.

17 and belc - -

18 - 23 | 32 452

24 -~ 29 37 50

30 .- 35 ' t3 Ciln

36 and™abov S o9r nEeT

Total | _ i 1U0

Table 4.1.3 Htudents! K ponses to Thelr L .

Sex Pistrib ilon. '

Male i5 47,3

Pemale 22 A2.7

W hal T4 100

Table 4.1.4: Students' Be ponses to Their
future Occuy; tion. _
swtretaly _ 74  10OQ

As revealed in the ¥ ple 4.1.1, 54{73%) O.N.D,
students had the WASC cer ificate enly, nrior to (hoilr
admission for the Secret: sl Adminlstration programma,' 

- 8{10.8%) had Grade IX Cer :ficate cnly, while 12(16.2%) -

had both WASD oo deade ¥ Certificate price o rthel

admission,
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This result is not surprislecg because this
proaramre was desioned for #ASC holders with a
minimum of 5 (five) credits including a credit ir

English Language or a Crade II holder with a minimum

of a merit in Lnglish,

Table 4.1.2 alseo reveals that on the whole this
group of stwients are adults; 32{(43.2%) of the tctal
sample of the respondents fell within the age rarge
of 18 - 23 years, while half of the students, 27(70%)
fell withijn the age range of 24 - 29 yvears. 3(..1%)
of the students were within the aue rarge of 30 - 35

withan Lhe

"3
2

years and vzry few, thot iz, 2(2.73) we

L

age range of 3L and above. None of the stulsr
was below 17 yearse
The table 4.1.3 shows that lhere are
more ferales than males in the groups.  The data shows

that all the stu&éﬁts, 74(100%), indicated their

intention to be secretaries at tLhe end of their course.

Tha doata on table 4.1.9 shews Lhat 74(100%)
of the subjects listed all the courses that are studied
in the Secretarlal Acalnlstration Departucnt, IL2low,
arc the results of the studi.nis rcecsgonses to the

faollowing open~ended stateunents:
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Table %.1.5:; Students' Responses to bthe |
questions o the wefulness of .
the communicatlion slill course
to the stwients in learning
other subjocts in thelr programme
Yes 74 100

ho - .

Table 4.1.%; Students' ZcSponses o the list
of subjects which communication
akill course has helpzd them to
leacn.

All & 1

Table 4.1.7: Students' lesponses to the
extent of help of the
communication skill course in
learning the listed subiects.

itxkremae] y aelptul EA  E34.5
bagdeatedly helidal 39 15.5
Very little help - -
Tabla 4,1.2: Sludents' Rosponses to tiw

conbribution of the course in

improving the students® use of

eéngiishe. :
Inprovemenl was greab 69 79.7
Inprovement was moderately 15 70.3
Improvement was little w

All the ¢ tucents 74(100%) said English cr
‘Communication Skills was helpful. The studenls chserved
that English had helped them o leara all tho man-.n-
they study in the Sécretd:lu; Administration Proge e,
Over half of the students, G4(84.3%) felt tﬂat the
Encllich coursa was SXliwiEady helaiod 39 s 1 i taing

the Jisted stbjecise
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The resulits show that students {777 % o kel
that the - = . .. .. . .:i ccurse has helped them

extremely in improving :heir English.usage in the
secretarial profession. Also, & mzjority of tté
subjzeis, 62(73.7%) ind cated that the Commurication
Skills? course has greatly improved thelr performance

in their course of study, while 15(20.3%) 7 . ted

that the improvement wuas moderate.

The data on the lecturerst educational
gqualilfication and teaching experience dre presentad

on kable 4.2,

_ Table: 4.2.1 Lecturers' Responses to thelr

Educaliona? (ualificaltion, Freq %
Bebd o - - 12040
8 28,7

MA or M.Ed «TRsSL) 3 10

Crhers (R.5.As,Ph.D.l o 3 o231

ertal 3w 400
Table £.2e2: Lechturers' Lesponses to thelr

Teaching Experience, N

1 - 2 years .  . - 8 2607

3. Crars . R 20

5 - 6 years | ' 10 33.3

7 and above - 6 20

b © n——

Total _ . 30 100
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A3 shown in the Lable alove, a total of 20(65.7%)
hold the first degree while 3(10%) hold both the
first and sccond degrec . 8(2€.74)y mainly fron the

secretarial bDepartment [:0ld K. Se Ae

1L 75 chwerved thae Youlh Corps members teacr ing
English constitute (6.0!') of the teaching staff aid
2{6.,€%) had a Ph.,D gqual: fication. The rest of ths
subjecis hold ellher & LAl (luzation), B.A.ed decyr
Gr a 3.52d In Language A: L8 respectively, Thus, ‘he
majority of these subje. s by qualification, are
guat iried o Lfagh th v amnuenicapion SRiilst douse s
The wala also shwow Lhat Lhe sbuff who responded tc
the questionnaire and hoi tecaching experience of 1 to 2
years were 8(26.78), wh. le 6(20%) had 3 to 4 years of
teaching experience; 100143.3%) had 5 to 6 years of
t zaching expericnce and 3(20%) had 7 and above years

of teaching cxpericnce,

Comi.anicative Needs Identiflied., The quentiviiwircres

(see Appendix 4) were do “igned to survey the commuaicative
necds of the studenks an' leccturers in snoken
sommunicative neecds, wrl . lnyg coniunicaction neesds,

poculiar communication nceds and practical commurnssitlon

nesds .



4.2 Analvysis Of

L
Wi

Ttuden! Responses On

Communicat’

reading, writjing, pecul.

iy %0 wiwd 4.7 present €

"

to the

needs

itemc on speakinc,

and practical

language needs of saecreterial students,
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Table 443: Students Responses to the Items on
N - Spoken Communication Needs. s

Table 4.3.1: Students' Responses to the Relevance

1.

. .. 7.

of .
S LA these skills to a secretary who uses
PR T English to discharge his/her duties.
High Moderate  Low Not
Description of Items Freq % Freq % Freq % Relevant
Ability to pronounce the -
vowel and Conigonant 44 159,522 | 29.7 8] 10.8 -
sounds correctly.. o
2« Ability to use words and
. sentenceswith appropriate 32143.2|32 | 43.2 ] 10| 13.5 -
- stress to get the intend-
. ed effect or emphasis.

3. Ability to carry on ' . .

- conversatiom’'dn formal 38|51.4(211 28.4 ] 11} 14.9 | 4 5.4
‘and informal situationg,

4. Ability to gilve simple _ .
instructions (e.g direct~ 405441123 | 31.1| 8{10.& | 4 4.1
ions, giving explanation).

5« Abllity to express e "
personal or emotional 44(59,5(19 | 25.7 7 9.514 5.4

- feelings. R R B - '
Ability to persuade-or o ; _
- to convince an audience 25133.8(33 | 44,6 12| 16.5 | 4 5.4
Ablility to 7 g . ‘ .
SHEY RO Participate 44144 9l25 | 33.8] 13[17.€ | 5 6.8
..in discussions and de- o _ _
bates on any issue '

8. Ability to understand o -
materials oA various 33(43.2(32} 43.2] 8]10.&8 {2 2.7

;. . topics S R IR :

='9. Ability to make reference | _
to materials read 34146,0127 | 36,5 11; 14.¢ 22.7

10. Ability to find specific -
- facts or information 38151.4126 | 3S5.1] 6] 8.7 | . 45.4
from materials read. _ I

11l Ability to summarise.' 34 146,025 1 33,8 | 11 14,¢ as ,o
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Table 4.3.2:

|

Students' Responses to the item on
‘thelr needs in these skills,

High
Freq %

Moderate
Freq %

Low

Freq

af
0

Not

Relevant
Freg

%

le

2o

2 ey

Ability to pronounce the
vowel and conSonant 50
sounds correctly. = :

Ablility to use words angd
sentenceswith appropriate 34
stress to get the intended

- effect or_emphasis,

Ability to carry on A&

- gonversation in formal 32

" and lnformal sltuationy

4.

5.

Ability (to give simple
instructiong (e.ge.direct- 32

"ions, giving explgnation)

Ability to express
personal or emotional 43

' feelingse

€.

7o

Ability to persuade or to
convince an audience. 28

Ability to participate in

discussions and debates 30

- on any issue,.

8.
‘Y.

10

_gﬁi;

Ability to understand
materials omn variocus topics3s

Ability to make reference
to materials read. 42

Ability to find specific
facts on information 32
from materials read. '

Ability to summarise 32

67.6

43.2

43.2

58.1

37.8

4045

5648

43.2

51.4

43.2

22

30

30

30

26

30

24

32

14

28

28

29.7

40.5

40.5
40.5
35.1

40.5
32,4
43.2
18,9

37.8

37.8

10

10

10

18
12

12

129.7

13.5

13.6

1345

2y

2.7

10,8

10.8

1.4

2.7

2.7
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Table 4.3.3: Students’ Responses to the Extent of
Coverage of these skills in the use of
knglish course or Language und

) Communicatlon bkllls. .

T - T Extensively Moderately Not ot Ee-
Spoken Commnication Needgs ~ Covered Iezant
Freg % Freg % e 4% Tr 9%

e ADLlity to prowcunce tihe :
B vowel and consonant 21 | 28.4) W55, | 9 ha.
sounds correctly. :

o

P 4;1I ;

2. Ability lo uce words and
sentence® with sppropriate &
siress to get the
intended effect or ST
emphasis : : _ -_ : . -

:
o
O
&
oo
L
W

423 |12 h6.z |2 2.7

e Ability to carryon a AR

: conversation in formal 25 | %4.6 1 20 | WD 9 fa.2 j22.7:
snd informal situation, '

L, Ability to mive simple
instructionse.g. ho }sh,1 ) 25 |33.8 SNe.d 11 b
directions giving ex-
planation)

5., ability to express '
personal or emotional 35 L hh.6) 26137.8 jiepie.2 I R
feclings ] :

6, Ability to persuade to _
couvince an audiénce 30 Jho,s| 34|46 516,81 56.8

7, Ability to Pe rticipate
in discussions and 2h 1324} 0} 4.5 148,01 6 8,1
debates on any issue ' '

8. 4bility to understand .
materials ofd various 3‘0 LI‘G.E'? 36 %c? 6 8*.-1 2 20?
topics '

9. Ability to muke re-
ferences YO materials 36 | 48.7| 28137.8 015,51} - -

10, Ability to find ospecific
o facts or informalion 38 51,4y 220 29.7 {12416.2] 2 2.7
from materials read. '

1, Avilily to summarise 36 | 56,7 241 32,4 1216, 21 I 5.k
;




B, Ability to ewpress personal

100 |

Table 4.3.5: Students! ReqponSes. to thé U.aéf:tll.ine.é.'.b.f'l
: . the Bxercises used in teach:.ng/le.arm g
these '-*kill.‘.».' o

A TR . - . T IR S
. h o ;

Very Unoful Fmrly Useful Not U

Description of Terms 5 % H o 1

Spoken Commnication Needs

: ‘1—.. Ability to proncunce the
. vowel and consonent sounds M4 60,8 12 { 16,2 15 ko3 |2 lag7
correctlye I

. e Ability to use words and
' sentences with opproprigte 41 [B5.4 %0 o5 L R
stress Lo get intended
effect or emphnsis.

(R84
g
]

~J

Ability to ceorry On a ] '
conversation in formal snd 43 |64,9 | 20 vd 3141 13 rl-."l-
informal eituations,

W
.

%o Ability to pive sinmile
instructions(e.g directions 50 {67.6 | 22 29.7 1 11.6 |1 p.6
Fiving explacations . -

or emolionagl teelinps, e 62,2 | 18 24,3 Lps4 6 (0.0
6., Ability to persuode or ' A .
to convince an andience. 30 | 4w0.5 | 32 43,2 8 (16.8 | & [5.4

7. Ability Lo curry Qn dis-
cugsions and debates on 35 1 48,7 | 32 -] hop s, 0 2 12,7
any 1500 N B _ .

8. Ability to understand

470
Cy . .

materisls on various topics 62,21 24 Za.h 3 BT S
9, Ability to mike references ' '
to  materials read, 51168,91 2 27 21 z.71 1146

0. ability to find specific
faets or information from 76| 62.21 2 &7 51 €8 3 (4.1
maoterials I‘Eadt.

4. Abilily to summarise 53] 70.3| 16 | 2161 4| 5.4 227

S - - o -
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Students Responses to the Items on Spoken

Communication Needs. Table 4.3.1 shows that

R SN

ltem 1 {ability ‘to | -onounce the L enah

vowel and conscnant souwnds correctly withﬁ;:kgé;sgi,

item 3 {(the ability to carry out a conversaﬁion fas v

formal and informal situations) with 38(51.4%), item

4 (ability to give simple instructions e.g. direction, '

giving explanation) with 40(54.1%), item 5 (ability to

express personal.or emotional feeiings) hﬁving 44(59.5%)

and ltem 10 (abiizzy to find spécific information from ..

materials read) were cu. sidered by 38(51.4%) of tne

respondents as high re’ vant areas to a secretary th,,_.w,

uses English in the dis narge of his or her duties.  |
The other items, je, item 2 (the ability to use o

words and sentences wilh appropriate stress to ge;_ 3'}

the intended effcct or cmphasis) item 7 {(ability to..

carry on . discussions and debates on any issue), item

8 (ability to understand materials of various typﬁs),

item 9 (ability to make references ta materials r;ad)

had less than 37 (50%) of the respondents rating Lt as

high relevant areas to =2 secretary_. ra__

Table 4.3 also revoals that only 4(36 4%) of the ﬁfﬁfﬁ
items under spoken communication needs were rated as f&-;F

high need areas by the ntudents to a secretary who uses



English in the discharg: of his or her duties, iItem

1, (ability to pronouncr the vowel and éonsonant sounds.
correctly’ has theé high st percéntage score of 50

(67.6%).  This is followed by item 5, (ability o

express personal or emc.-ional feelings with 43(53.1§5. 3,
Item 9 had 42(56,8%) while item 8, (ability to «FQ”f =
understand materials on various topics) had 38(51,4%). .
Again, items 2, 3, 4, ¢ 7, 10 and 11 were considared -

by less than 37(50%) of the respondents as high rced |
areasa These results point to some difference in the

general trend of opinions of these students.

The difference in opinion mighkt have stemmec from. _ ..

elther their lack of orientation on thelr specifi:z

language needs as prospectlve secretaries or their'”'h
being uncertain of wha' should be. This is why théﬁh:.
researcher considers ¢ :plementjing the students views ?
with thoae of theilr le. :urers to arrive at a morﬁ;  ;ﬁ
reasonable assessment. Items 2 ~ 4, & and B Wéré   i:

considered by about 32.31.9%) of the respondents as

moderate need areas. The maximum within these items_ _;;?
had 32(43.5%), while the minimum had 30(40.5%) of the =

respondents indicate th.m as moderate need areas.

The table also showus that all the ratings under low

need areas did not exceced 18(24.3%). One could fn7 

interpret Lhese cesuict o Meas thut thesa subjents
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Table 4.4: Students® Responses to the Itcms on Readinq
Communication Needs - .~ U

 nTab1e 4,4.1: Students' Responses to the:Relevance of these
skills to a Secretary who uses English in the-
discharge of hiufxer duties.

ﬂz.gh “Yicderate _I,aw | “Not Hew
et o de ) _ o “levent
Description of Items Fre % Freq ¢ Fre % req %

12e ALDLLity to get the meaning
of words and expressions
in the passage. - %0 167.6] 2| 27 b b4 S
13. Ability %o critically
evaluate «nd interprete
nateriars read, 3 lio bo | 54,1 & L5.1+ - fe

1, AWility Yo find qut the ' o
moin ideas of a passcage. 42 {56.8) 25 33.8 7 p.b - e

15. Ability to resd fast

¥ o|195.| 28| 37.8 2 12.7 3 1
15, Ability to distinguish :
reievance from irwelevmnce 37 |50 32| ¥3.2 5 16.8 - ] -
17e Ability to understand the .
sentence struciure in the 40 g4 30| 40,5 2 247 227
Passage. . '

18. Ability to concentrate
through the resding .
IO rCLEC, : 34 46 38| 51,4 2 | 2.7 | -

19, Ability to answer gquestions i
correctly from the aaterial 38 | 51,4 32 4.2 1{1.hk 3 |4
reﬂdg. ' .

20, Ability to read between the
: lines of the passape read. 41 | 55.4] 20| 27 5 | 6.8 8| 1.8

21, Ability to finish resding
miore the spocificd time. 50| 67.8 20 27 b 5.4 - -
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Table £.4,2: Students' Responses to their Needs in these

Skills

- [FUTER R

s "!!'E!-;‘.;'-""

e ——

Low

High Moderate Hot Ree
Description of Items levant
o . Freg % _ Freg % __Freg % Fre %
12. Ability to get the meaning _ R
of words and expresiions 340 46 |30 | hOLS 6 | 8.1 L 5.4
in the passape. . o
B. Ability to crilicalyevaluate lh?. 56,8 [Z2 | .2} - - - -
ond interprete mateTialc read.
1. Ability to find out lhe main | | e
ideas of a passareas 38 5l.h4 {32 ] 4.2 2 2.7 1 2 2.7
15, Ability to resd fasls:
: . ‘ ) 34 46 3?21 50 3 ot | = =
16, Ability 1.0 di stinguigh .
relevonee from irrelevence, I 55.4 130 | 40.5 1.1 14 fja 2.7
17. Ability to understand the
sentence structure in the o 50 30 | 40,5 7 9.5 | - =
passs ] i .
18, Ability to concrentrate ___. ' . '
throughout the read:.n{, %G 8.7 132 | 8.2 L S| 2 2.7
exercise. : '
19, Ability io answer guestions o
correctly from ‘the material 40 58,7 116 1 21.6 1 10 1%.8 1 8 10.8
end. '
20, Ability to resd between the
lines of the pacsagt read. 2% 50 |57 | 50 -~ - - -
21, Ability to finish rending ) .
before the specilied time. 50 67.6 |20 | 27 - - - =
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of thece skills Lo a Secretary who uses English

in tiie cischaragce -of his/her dutlies,

—
“Rxte ne Moderately Not Hot Re.
Description of Items sively Covered lovant
Freq & TFreq %  Freq % Freq X
12, Ability to get the meaning
of words gnd expressions in | 20 |27 50 |67.6 L | 5.4 = -
th2 passage.
13 Anility to critically
evaluate and interprete 30 |40.5 | 43 |38.1 1 | 2.7 - -
materiopls read.
14, ability to find outl the main
ideas of a passage 22 |29.7 | 38 |51.4 8 [10.8 6 |8.1
5. ability to read fast ,
. 9 |25.7 | 34 |46 20 |27 1 | 1.4
16. Ability to distinguish re. o
levance from irrelcevance, 55 |44.6 | 28 |37.8 719.5 6 1 8.7
17. Ability to underctand the
sentense siructaire in the s2 V3.2 | 32452 5{ 5.5 = | 6.8
Paibagte
18, Ability to concentrate
throughout the reading 25 |31.1 | 32 (43,2 12216.2 | 7 | 9.5
c:{ercim.
19. Ability to answer guestions
correctly from the material | 25 }33.8 8 }10.8 322 9 |12.2
read,
20, Ability to read between the
lines of the passage read, 71 9.5 b | 5.4 | 4459.5 | 1V |25.7
21, Ability to finish reading - e
before the spccificd time, | 32 [43.2 | 20 |%0.5 | 12]76.2 | = | =
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Table 4.4.4: Students' Responses to the Brerclses uced In
_ Teachlnu/Learning these skills

. g T ——— o e

Were plen- Were few KNone Not lte-
Description of Items oo tafw levant
Freq % Freq % Frey % Freq%

12. Ability to gel the weoning of
words znd expressiony in the 27 136.5] 121 16,21 34 146 11 1.4
passafa

13, Ability lo criiicolly eviluate } D x7 6 Ba1] U3 (58,1 |51 6.8
and interprete materials rend. '

14, Ability to Tind oul the main 26 | 35,1 61 8.11 &0 54,1 |21 2.7
ldeas of a passage.

15, Ability Yo reod fast,:
‘ 30 hoog 1 A} B B |5E 2t

16, sbility to distinguish rele-

vanoe from irrelevance. Z |31.1] 7] 9.5] wolsha lulsa
17, Ability to mnderstand the . o
' sentence structure in the 20 {27 19 25.7 | 34 146 11 1.4%
| pasnagt. ) .
18, Ability to concentrate through-
out the reading exercise. 25 13381 & |10.8 | 37150 1S4
19, Ability lo answer questions
- correctly from the materiuls 32 143.2130 | 40.5 8110.8 4 ]S.4
mad.
20, Abilily to read between the
lines of the posugge reod. 1 B |34 | 46 25 133.8. [ 4.[5.4

21, Ability to finish reading _
before the specified time. 2 | 32,4138 |55 71 9.5 |5 6.8
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Students' Responses to the Item;on Reading

Communication Needs. Table 4.4.1 shows that item 12

(ability to get the meaning of words and expression f::'
used in the passageld, ltem 14(ability to find thg:_I .'”
main idea of a passagel), item 15 (abllity to read'h.
fast) item 16 (ability to distinguish relevance from
irrelevance), item 17 (ability to understand the e
sentence structure in the passage), item 19 (abiliiy.

to answer questiona from the material read), and item

21 (ability to finish a readjng task before a specified

time) were considered by more than 34(50%) of the uubjects

as high relevant areas tc a secretary who uses English

A e

in the discharge of his/her duties. Item 12 ard 21
were rated by 50(67,6%) of the respondents féé;éééiﬁél;;
to be the highest in tnis category. Item 14 Lﬁ;;,
followed with 42(55.8%) of the respondents. - Item 20
was rated by 4(55,4%) of the subjects under the Same.”
categorye On the other hand, about 37(50%) of the
raspendents considered items 13 and 18 as modg:ate_neeqt

LR
R

SAreaSe

Iin responding to the second categoxry, "Your Needs
in these skills" (see table 4.4.2), 50(67.6%) of the
respondents considered item 21 top on the list in

the category of high need areas to a secretary who
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uses English in the discharge of his/her duties,
ITtem 12 cam2 second with 42(56.8%) of the respondents

considering it as a high need area. Item 16 alsc - .,

had 41(55.4%) of the respondents consider it under

[
, .

high need area. Sama go for items 14, 17,'19 and_ﬂff 

20 with aboubt 37(50%} of the subjecks,

The table further shows that items 15'ande25
were considered by 34(50%) of the respondents asfpff'
‘moderate need areas. Less than half aof the

respondents consldered the remaining items as

either nigh need areas or moderatse need arease = i -

On the Extent of coverage, table 4,4.3 shé@s tﬁ&t""
none of the items had up to 34(50%) of the respondents
consideringitas exténsiv&ly covered, Item 16 with
33(44.6%) of the respondents is actually the item with:
the highest percentage consideryng it uﬁder,thls .
categorye. On the other hand, item 12, having.
50(67.6%) of the respondents and item 14, with 38
(52.4%) of the respondents were rated as moderately
covered, It2n 20 {ability to read bstween the Iines"'
of the given passage) was congidered as not covered by
44(59.5%) of the respondents. The students' opinion
at this point agrees  with that of their leéﬁﬁgéféi‘rf;; '

and this confirms the researcher's observation that
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, : A -ﬂ@3
reading, belng a core =zkill in the language Leaching/ -

learning activity, was not given the serious attention

it deserves in the syllabus,. On the _number of
exertises used in teachjing these skills (see table 4.4.4),
“a majority of the subjects considered the items as not
taught; especially items 13, 14, 13, 16, and 18,.with L
more than 50% of.the respondents ;;nsidefiné them as not
taught. This ;iéw is differéht from the lecturers'ri
who indicated in the majority that the items were

“taught with few exercises.,  From the result, oOne

could deduce that both the students aqd kheir lecturers

actually need help.

P A
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Table % *5 ; Students'Responses to the Itemsgr Weiting

Communigation Needs,

Table 4.5.71: Students! Respunaas to the Relcovance of these:u
: Skills to a Secretary who uses Engliah to uis-
charge his/her dutied¢-" - BN

»

Ui - Mofforate Tour N:;;'t Rew

Descrintion of Items levant
e e e Freg » Yreq % Trea % Iieq %

-

52, Mbility to use punctuétion
narks co*r'roct']v when ert-lng 221 4.2 )30 k0.5 10 3,5

Py

Z_f?

h¥)
L
L -]

AbLZity To orpganice and _
_present in writingideas / 40| 541 |18 243 |12 he.2| & |5.k
facts in lomicsa) order

24, Ability i write and express :
perzonal or emptional feeling 57| B0 201 27.0 {10, f12.5 7 |9.5
. e.r. to eradole; to congratu. :
late, or sympathize, with

26, Ability to write the standard
form of letter of communic. H1| 5.4 | 23| 31.1 6 § 3,1 & {5k
ation. 1 '

26, Ability o mske request ' : B )

in writing 50| 67.6 | 18] 21,6 61 8.1 Pa'?
2fe AMility o write personsl

letlers. sl Co.8 ) 1] 25.7 61 8,71 4 i 5.k
28s Ability to write lotters -

of invitation 32 Wha2 | 34| hLé.O 8 |.86] 8 0.8
.29,, Arility to write letters to _ i C

plase order or axrange 28] 7.8 1 21739.2 1 ‘51 6,8] 12 |16.2

_ purchase S, . b _

304. Ability io write reporis 1 41,91 261 35,11 11 {1491 6| 8.1
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High ~ Moderate

Low Not
Description of ltems . Relevant
i . Freg % Freq % Fre % Frea %
31, Ability te tolke down
gi¢tetion mnotes from 36 [ 48.7 |2k 132.4 6 8,118 [10.8
lecture or dizmpsions.
T Ability to write down
mimtes of meetings, 353 4h.6 |30 [ 405 9 12.2 ] 2 2e7
33, Ability to urite Memos. 25 131.1 |34 46,0 ] 12 ] 16,21 5 6.8
ZThH, Ability to write telegramg 28 ]137.8 |20 [h0.51 91 121 ? 2.5
%5, Ability o write ‘discussions ¥
or conversation. 2hl 2.8 13149 15| 2031 & Sedt
%G, Ability to write quick reply _ ; _
Tletters nf ermrunicalion. BIE3.8[36 (48,7 ] 1513 k.1
Fle Ability to write civcuwlars 28} 27.8128137.81 11| ko | 7 9,5
L. 38, Ability to write Bulloeting
: nr nolices. 26| 35,11 561 43,7 81 1031 4 Y.
X%  Ability to write House = - b
Journal sa 28] 7.8 122120.7¢ 18} 2kD | 6. | 8.1
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Table 4.5.2: Students' Respoises to their Needs in
these skills,
THigh Moderate Low ot 'z
levant
o caq, % Freq % TFrea % Freq %
22, Ability to uce punctustion ‘
marks COrPQCt.‘:f when w'rj_ting; ] 5?58 3? 1"3.2 12 16.2 2 2.7
%, Ability to oremise and ‘ !
pregent in writinr idaasy 6 143,97 dogc2.4 | e 1i6.9 o] [
facts in lopmenl order,
24, Ability to write and express
personnl or emctional feeling .5 [35,1 | 32 (43,2 | 16 [21,6 sl
€. e to condole ,ts congratu-
latg or sympathize with,
25. 4bility to urite the standard
Tarm of letter of comrmunc- T2 5.2 1 26 |35.1 | 10 |13.5 6 8.1
ation,
25, Avility to mawe request
® in uriting. A2l 34 6o | 5] 6.8 1 3 [k
27. Mbility b wrile personal
letter, ‘aish.1 ] 24 132.4 8 110.8 2 12.7
28, Ability io write letiers of _ _
invitation, V187 ] 251336 | 11 liko | 2
za, Ability to write letter3 to _
place onder ov arrmre 2157.81 3|54 8[10.0) - | -
purchages
50. fbility to write Eepocts 52,40 Z2Vhz 2] 10(13,561 8 ]10.8
1
.' S R S
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.I.C‘JL'le “!. 3.2 (COnt'J

—— i gl e - 5 =T

Description of Itums Your Head in Thosge Seilis

-
liieh  Hoderale Low Mot
Relormt

Freq % _Frea % _ Frea % Frea, %

.
|

2, AHlity b tore dowm

clctatign o potos Fromd bk la3 157.8 ] 3§ &3 5 |6.8

lectureSor distussion s,
2. Ability to write down

minuten of mretines, o Bh1| 7 0.5 26| 35.1 1114
33. 1bidity to write Meves. Ok W6,0136 14871 31 WA} 14k
%, Ability to write telegram. 20 |49.5( 22 20| 2.0 2] 2.
35, Ability to write dir

cussion OF converastion  Fh 6.0) 32 | 43.21 8 10.8 - -

56, Mhility to wrile quick:
reply lotters of o6 135,171 40 | 54.11 6] 8.1
copmunication .

]

2.7

o phility to write civenvars 20 |32.4) 24 | 32.4) 24| 32.4 21 2.7

38. Avility to write Bulletins
or natices 28 132.81 18 | 2.0 24) ba.b N1 S.4

e Ability to write Houso

Jotrnal fie 22 129,71 16 | 21.6| 24} 22.% 12416, 2
. SR MU SN S PR N S
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Table 4.543% atudent ' Resporises to the Extent of Coverage_;
: af the skills in the use of E:ngllsh Course or .
Linqvage and Cowmaunication Skills. T

: " Bten~ Moderatao Not oy ng.._
Description of Items sively 1y Covered levemt

Trag % ¥reg % Yreg % Freg %

224 Ability to use punctuation
marks correctly when writing 251 7. 31 281 37,81 10{12.8] 1 | 1.6

e 4ability to urgam.se and pregen’ .
in writing\deas flacts in a 28] 37.8] 24| 52.4| 181 23| 4 |s.4
logical order,

e Ability to wilts aud ozpress | |
persongl or emoticasl feelings 28] 51,.%4) 241 37.8 51 B8
e.F. o Gondolejto congratulatu - -
or aympathize with

*N

4,7

25, Mbility to write the standard
: form of Letter of communicatioun
26, Ability to nw.ke re queshg.in . E
. writing. Wi sg.h] 221 20.71 4| S.4| & |Blb

Ske1| 20} 40.5 11 1.6} 3 {4

(27 Ability io write perconnl o AN IR R
letiers,. : I 50 67,6 18 211'03 5 603 1 1¢!f'

28, Ability to write letters of
- dinvitation ..

48,71 26| 40.5

W
C
wm
{n

[ )
B
N

4,1
29. Ability W write lettorg. tg |
place order or arrangs 281 37.8136) W87 4] 5.4 6 | B4t

PUrEhane se

506 fbility o wrile reporis
(Bum.ne ; or Profeascional) 28y 32,4 40| 9h,1 71 9.51 3 | 5,1

31, abidlity to take down dictation
or toke Jdoun notes from lacture; S, 1] 281 37.8 3 411 3 1 4.1
. or digscusslonge

< B2, Auility to write dovi agnutes
© of moeltings. 38 5l.4] 0] 2 15] 20,31 1 | b

33, Avility to write Memos bl 2.4 4ol 58] 8] 10.8] 2 | 27

34, ability 1o write telegrams 2t 2.4 301 ko5 14| 18,91 6 | 8.4
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Table 4.5.3 (Cont.}

Description Items . ) -

AL e T Voterates Not T N Res-
sively 1y Covi 'ed ponses
- cooFreqg o Freq % ?m;, ¥ . Fregq %
35, AWAlity o wrlie dislogues on ' : _
conversakions. 1,71 221271 168 1.6 - -
36, Avility to wrife gquick reply _
letters of comsunicstion . 36| 48,7 28 [37.8] 7| 95| 3|41
7. Ability to write circulars oh [32.8 | 2 (24| 22|92 4|5.4
38, Ability to write Bulleting: [
or motices, , 301 50,51 211284 23| Ma3| w=| =
39. AbLlity to write MHouwce Journais | 26 [55.1 1 18 [ 24,3 | 24 | 2,4 G| 8,1
Table 4.5.4: students' Responses to the number of £ ercises
' uscd in teaching these skills,
TTWere Ples Not Rem
i ful Were Foew: ! .ne levant
L Freq 9% Fieq % ¥rec %  Freq %
22, Abiliby to uso punctuation _
marks correctly when writing 3014,5 | 26325, 18 2.3} w| =
23, Ability to orgmnise gl presc..'t _
 in writingded /facts in 26 | 35,1 128{37,8 | 14| 8.9 | 6]8.1
lO{’,’iCal o.rder. L l '
2he Anility o write il vipress ( b
poreonsl or emotional feelings 28 |37.8 |26 |33.1 | 14! 5.9 ) 6 8.1
€. Yo condole, to congratue .
late, or sympathizge with
25, Ability to write the standard .
forn of lettexSof communicaticva 20 o5 2B {37.8 | 121 6,21 & | 5.4
26, Ability to malke requests in
writing, 26 [ 35,1 | &6 [ 4B | 12) b2 - | =~
27. Mbility to write porvonal let.oreSC | 67.6 |22 |29.7 | | - | 2|27
28, Ability to write letiers of : N
invitaticn. . 231 36.8 | 40 | Sha sl g8 1 ] 1.%
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Yare "licn

35

56a

- ‘Not Re-
t. ful Wers Xeyw o8 levant
Freq % Freg % Freg % Prog o
29, Ability to write lettes. to "
place order or arrange pucchu.es 281 32,4 | 40 [ 54,1 6] .41 4 %S.b
30, Ability to wiito ruporis
{Buainess or Profecsdonal) 232,85 4516081 21 2, 31 41
31, Ability to take down dictations
or take down noles from lectuvos 421 568 | M 13781 41 A | = =
or discussions
32, Avility to write doun minutes . . _
of me@tinﬁﬂ-a 26 35.1 32 11’3.2 15 ; 303 1 10“
53¢ ADILity to wriie Mewos ] 324 | 3282|1661 2| 2.7
54, #bilily to write telogrums 20|27 | z|s5blw| 9] 2 29
Avility to write diglopiesn or oL
convercation. 351 56 261351 |12 25.2 1 2 2.7
dbility to write quick reply ' '
letters of communications ol A2 et rok| 13006 Bl 6.8
37, Ability to writc cironlers 22 2.7 3610 48,7 113 i RN S BB, B
) o L ‘ e
36e AbLlity to write Eulletins . _ ’
- "oF notices, Wl 18.9 [ B{37.8 | 2204 ] 8108
Mility to write House Journaslc 22| 2.9 | 16| 31.6| 26 |: et 110 52,5
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Table 4.5.5: Students' Responses to the usefulness «
Exercise used .n teaching/learning the:
skills.

w mn

Vory Talrly wnot ot
_ ) o Userul Useful Usefu Relevant
Descriptica of Items ‘req % Freq % Freq ¥ TFreq %

22, Ability to ue punclua..on .
marks correcltly when writing 52| 70.3 {18 |23 | 2} 2.7 21 2.7

25, Ability to orpunize and
precent in writing idead/
facts in lopical oxder, ) 59.5 |0 |27

-3

AR

[ 2 aY
[
L]

24, Ability to write and cxpress
personal or emotional feelinc: :
c.g to congrutvlate,zondole 34| 46 o 1528 110173.5 ¢ b 81

or syrphuthiece,. 3L

25, +bility to write the gtandarc
form of lettergoi communica- 48| 64,9 |16 |21.6 | 6] 8.1 TR
iion..

26, fbility to wrile perronal

letiers. 70.2 {10 {13.5 | 7| 9.5 | 5( 68

L)
7\

2l Ability to mdic requests
in writing. Gof 81.7 ] 8 110.8 | 4] 5.4 2l a2

28, ALiliiy to write letters
of invitbalicu 52 70.3 {20 |27 1 1.4

o

e Ability to write letters to
place order or arranpge purch. 40{ 54%.7 |22 | 29.7 { 7?1 9.5 51 6.8
QA LGa

%0, Abilily to writle rcports

(Business or profesuional) 76| 48.7 136 (48.7 | 1) 1.4 ! 1M 1.4
- ]

31« 2bility to tuke down dictat- P
jons or tuoke down notes from 56| 25.7 |10 |13.5 | 3| 4.1 | 5| 6.8
lecturcs of discuscicsn. ' i

32, amivity to weile dow. wiv an ! i
of e ting S 4ol 54,1 |24 [3o.b | 21 9.5 ) 2| ko

33. fbility to urite Memos, 61 48,7 128 1372.8 1 7] 9.5 ! 3 31

i

— —— e . ——
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Taule 4.5.5 (Cont,) B
_ Very Yairly Nat ot Be- . -
Description of Items Use ful Use£11 Useful levont
Freq % Treq % Treq % Freq %
3% . Ability to write telegrams 28| 27.8 |25 35,1 18 j2kI | 2| 2.7
35. ability to wrile dd.alogul.ﬁ '
- or conversations. k2 156.8 | 18] 2k.3 6| 8.1 8 |10.8
36, Ability to write quick |
. reply letters of communi- 40 54,1126 35.1| 5] 41| 5§ 6.8
. catiozs _ o
3. ability to write Cirewlar 28 {37.8 {22l 2.7 | 20| 27 | 4| 5.4
38, Avility lo write Bulletins i
or nolices 28 137.8 116 21,61 12 | 16.2]78 {243 -
309, Lbility to \-.I'J.te House
: Journgls 2 [ 32.4 | 141 18,0 | 12 | 16.21 2k |32.4
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— P,
_—

Students’ Responses to the Items on_WEiting;ff 'f 

Communication Neads. Table 4.5.1 reveals_thatf?L'ﬂ 

five out of the eighteen (18) items under the writing =
communication needs were rated as high relevant areas -
by a majority, 44(60%) of the students, They include
item 23 (obility to organize and present In writing,
~dideas/facts in leogical ordef), item 24 (abilitylto z
write and express personal or emotional feelingsl,. _
Item 25 {ability to write the standard form of letfer L
of communication), Item 26 {ability to write requests)

and Item 27 (ability to write personal 1etters);:g_“

e

In rosponding to the second Category, BYour nﬂcds_
in these skills", only item 27, (ability to write.l__jT
personal letters), Item 31, (ability to take down .H';if'
dictation or notes from lectures or dilscussionsij H
item 32, (ability to write down minutes of meetings)
on teble 4.5.2, havé bezn rated as high need areas with:
scores 40(54.1%), 38(51.4%) and 40(54,1%) respectively
by about half of the subﬁects. The other'iiems Wéfe"
considered az either moderate need areas or }ow need
areas. In fact, item 29 (ability to write letters
"+ to place orders or arrange purchases) scores highest~j{;*f

. under the category moderate need areas with 38(51.5%).

\ o —
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On the extent of coverage, of all the eighteen
(18) items in Lhis section, (see table 4.5.3) six (6)
items, namely: Itgﬁ 24, (ability to write_and express
perscnal or emotional feelings); item 26, (ability to
make request in writjng), item 25, (ability to write
the stamnuard form of letter of coamuniczation); iten
27, (cbility to writec personul letters), item 31,
(ability to take down dictation or notes from lectures/
discussions) and item 32, (abiliiy to write down minutes
of meetlings), have been rated as extensively covered.
The remainjng iteims, especially item 30, (ability to
write reports) and item 31, were considered as modcrately

coverced with the score of 40(54.1%) respectively.

On the number of cxercise uscd in teaching these
skillo, tuable 4.5.4. shows that the studunis respoases
were concentrated on the response column: "were few',
This trend affects mainly item 34, (ability to write
telegrans), was rated by 40(54.1%) of the respondents,
item 30, with 45(00.8%), item 28, (abilily to wilts
letters to place orders or arrange purchases). Also,
items 28; 29 and 34 were rated as taught with few
exercises respectively by 40(54.1%) of the respondents;
same goes for item 30 with 45(60.8%) of the respondents.
Only items 27 wilh 50(67.6%) and item 32 with 42(56.8%)

were ratzd as taught with plentiful exercises by over
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37(50%) of the respondents. .

Oﬁ the usefulness of the exercises, thé
table 4.,5.5 shows that apart from ltewm 24, 30, 33, ;'
34, 37, 38, and 39 wiith less than 5C0% of the- ' |
respondents considering them as btaught with vefy
useful exercises,every other item was highly considered
by a majority of the respondents to have been taughf
‘with very useful exercises,. Item 24 was ranked by
\.34(46%) of the respondents while item 30 had 36(48.7%)
of the respondents, Item 33 had 34(46%) of the S
- respordents, Item 34, 37 and 38 had 28(37.8%)

respectivaly and item 39 had 28(37.8%).

The other items on the other hand scored a minlauw
- of 40(%4.1%). The students' responses point to the
need tc improve upon ' exercises used in teaching

. these language skills.
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Tallo e 6 s Students Remponces bty the Itesms or Jeculiar

Communr coiion seeds,

Table 4,6.1: Students' Resporses to the Relevance of these
skills ke a Secyetary who uscs English to
discharge his/hor duties.

Ggh llcdcrate Low Not so-
levaat

Fin q b4 I'LGQ ~ qu % qu %

Peculiar Coumuniculion liceds

ho ability to use registers .
of differcnt digzipline: & 159.2 | J9) 4.9 6 | 8.1 8| 0.8
ar profescion.

41, Ability to use Uz library| - . )
in getidag nalerinls of 2 (473 201 35,1 | 10 135 31 4.1
various catepricg,

Table 4,.,6.2: Students' Respinses to their needs in theze

skills.
Tage T3 e e NN ORI | (P, I .. 4 . K O - . nﬁfﬁﬁ-
FCCALT & WO mMNI CO T LGl Q0D U e | MV I e ~'2% vovont
F.sq ~ Frag % avg 3 Fron O

ko, Ability to use xegisters .
of differvnt diceipline =2 197 |22 1 9.7 ol 4 0 |10.5
cr profession.

44, Ability to use the library _
in petting materials of 2H 35,0 |2k |32.4 | 2 |27 b | 5.4
various categories,
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Table f,5.5:

s

these gadills in the Use of English course ox
Lengiage nd Communication Skillsa

Studenis' Regponses to the Extent of Coveragge of

R T Extene fode rabely | Not Hot Row
- Description of Iiems sively o Covered levant
Freg . % |Freq % ) Freq . % i.Freq. %
4o, Ability to wee vegisters . _
of different disciplines| 2% [52.4| 28 137,81 16 | 21.d & 1 B.1
or piosfensions,
b1 AniSity to use the
Jibrery in getiing :
meterizla of variocus 35 Ph2.5) 26 | 55,1 10 | 13,4 3 B4
catenoricn, '
Tﬁble L6, b Siudentgs! Ruapomaés to the Number of Brercises uced in
teaching theos skill.,
T e Wers Dichi fiot &a
Deserintion of Ltums ful. Werz Few None levant :
Freq % 3¥Freq % 'Freq . % {.Freq %
40, Ability to woe rogisters
of different disciplinos | 26 135.1 | 2% {324 2k (328 « | =
or profesiions. .
1, Avility to use the :
library in gotting 30 {405 | 22 [ 2:,7) 18 | 24,3 L 5.4
materials ol various :
cateericce. L
. e e . o i e i N
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Table 4.06.,5: Studenty' esponses to the Escrcior ussd in

Lraching/learning the . kills,

—_—

— -

categanmes,

- _qi__\'ury Jrefull Fairly Not ot Row
Degcriplion of 1teas Uneful Ugeful levant
qu - % .qu - % .qu - % .FI'Qq - %
Lo, Auility to wse regicters ‘ .
of difiergat diuciplines] 20 o7 v /4 20 /4 Mg § R0
of prolvasiona
1, Ability to use the N | _-
library in getting /" L6 18 26,37 & J5.A) 13 | 24.5
patoriuls of valicas | ;
I
S 1

students' Responses to the Jtems on Paculiar

Cocannunication Needs,

Table 4.6.1 revealz that all

the items under the peculiar comaunication needs were

scored belew the average score 32(50%) under the

category 'Pclavance of tlaese skills to a Secretary's

duties,

in other worcds, less than half of the

sudjecis considered the two items, item 40, (ability

to use registers of diffcorent disciplines or professions),

item 41 (ability tc use the library in getting materials

. of various categories) as either high relevant or

modaprate relovont ar

ep Ao

- .

g W' 4 1 TR0 =i

'y

nigh.er rvaber

of respondents with 35(47.3%}, followed by ilcu 40, with

24(32.4%,. For the moder :te category, item 40, has the

higher score of 28(37.8%), followed by item 41 with

26(35.,1%). Less than 2C-

considered the items as

of the remainlng respondents

eing c.ther or low relevance or
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in responding to Ltioe sccond category, "Your needs
in these skillg", itam 41 has the higher number of
recpondents with 2C{31.1%) for the high need area and
24(32.2%) under moderate nced area. It could ba se2n
from this result that tha subjects do not understan?
‘the importance of the peculiar communicaticn skills to

their professional pursuil.

On the cxtent of coverage, itom 40 was rated
as not coverzd; while item 41ijhad 26(35.1%) of the
subjecks indicating it as an extensively covered area.
Agalin, item 40, wibh 28(37.8%) of the respondent and
iltem 41 with 20(35.7%) of the respondents were considered
as moderately covered. 22(30%) of the respondents
considered the items unier this c...eoory as either
net covered or lefbt unanswered. The implication of
this result depicts ignorance as stated earlier, both

on the part of the teachers and the students,

On the number of exorcises uscd in teaching theso
skills, 26(35.1%) of the subjects considered the number
of esersciEns wed o plentil el Les Fuewm wv {alilihy to
use registers of different discilines or professions
wiiile 20(40.5%) indicated the come for item 41 (ability
to use the libkrary in gehting matcirials or various

categories). The remaining, 45(60%) spread across

thre remaining colums: “woere few" and "none".  This
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result could only te expiained Lo imply that the

students had probubly forgobtten the true situation,

Cn the uiefolnlss of the excrclsus, table 4.6.5
sheows that 34(46%) of the subjocts copsidered the
exercises used in teaching ltem 41 as ver, useful and
18(24.2) rated the exercises used for item 41 as
fairly useful. For item 4C, the talle shows that
the students' roesponses waere spread across the response
columns, "very useful™, "fairly useful"”, and "not
useful", However, 14(18.9%) and 18(24.3%) decided
not to respend to items 40 and 41 respectively. This
attlitude shows that the arca of peculiar communication
skills has not bheen emphasized adequatelr and 3, comz
students could not pretend over their ignorance. They

simply left the section unanswered.

From the rosult in this orea ¢f study generally,
one could deduce and interpreb that it is a highly
deficient arca up to this peint, on the ground that
it appears these subjecls lack understanding of the
importance of this arca of study in ;he lanéuége usage

of a sccretary. The rouearcher considers this problem

very seriocus.

=t

This sitvoklon suggests that both the teacuers
and thelir students need holp end bhis explalns why Lhe
peculiar area of study constitutes a higlly deficlient

t"‘rea-



Table &, 7 Strients Forponse

Comruniceiion Meoeds,

Table 4.7.1: Students' Regponues to the Relnvance of these sludy edills

e

itern o

tﬂ “ -J'\-cﬁ ..t...x"_f li i’ \iLvu l-wo"‘.*l...i w lekua:sﬁ ]‘.u.dhﬂl’ duﬁ(-s.

' Hirh Modergtel @ little| Mot at all
Degeription of Items +
s : Freq % |Freq % Freq % Freq %
Indicate your alility
understand the lajuage wad
uszn 0f tha £:173wins electriledd | 31,1 |32 .21 12116,2 7! 9.5
wul electrgnic l,_ut-tg.
42, ‘el - Note e
I3 Fecsimile copying 2 |29.2 |2k |32.5 | 181263 ]| 3| 4.
L4 . rross Release 105 |22 j e | D | & | 2 2"
45, Telecommni cation 32 | 4342 126 |3540 | 14 |89 | 2] 27
" ' i
b6, Typewriter (Manual) 47 163.5 |C | 27 618 1 i 4%
47 ,Electric Typewritor E2 166,88 12 1196,1 | 10 15..5 ’ 10| 135
. K ' N
s 4 ' .. N ’ L} . l i i
153--'-’*”‘-‘*"'*’-‘12;:‘..; Maca L L I--‘;.f ' <k | 'J «':i <y lad
]
9, Telephores o 15h |6 135,11 8 l‘la.a o -
e = = P = ' ‘
Table 4.7.2:5 wivals! Recpopsee w their Moods ia Thaese Sdlls
) Vo gn Hotarale]l  Low TNot hem
levant
Pre % 1Freq ¥ |¥req % |Freq %
Indicale your abilils to
wnderstand the langpage and 20 132,41 26 [ 35.7 |10 [13.5 | & Sok
uearm of the following
._1' ‘.L)’L\. and oostsshic '
m\-v.
42 Tele-note
W5, Fagmimile copying el bn.2) 2k i 32.4 |12 116,21 4 S.h
4. Precs Relcase 52 5,21 26 1 57.5 Skt | 0] 3.5
45, Telecomeunication 34 | 16 :32|W.2] & S.4] W 5.%
el A
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Table 4.7.2 (cont.)

Dess r;:;o:x of Ttecs Hgh Foderate oy .1::.;::

Freq ¢ | Freq % | Freq % |Freq %

46, Fypeuriter (luwal) G 152.0 | 18 {22 | 9 122 | 2 | 41

k7, Rlectric Typourites h159.0 | 0 |12.5 | 12 16,2 | 8 |1c.8

43, Telephones Ly 163.5 | 13 24,2 | 16 21,6 314,

4o, Puo tocopying Machines 37 150 22 | D7 | & |70,8 |7 | 9.5
i !

Tatle 4,73 : Studonis' Responsts

o the wrofuiness of Exercises Ueed in -
Texbino/Tearning ™osn S41) 6,

——

e —— - e e ) —— i ——

Extine. | Woderate- Not ol “atc
Degeription of Items sively 1y covered all
Freq % | Freq % |Freq % Freg %

Indicule your abili Ly lo unders
stand the lanznage and usage of 26 125,41 | 20 | 32,1
- - ,'). Ll L3 !' ) !‘ 6. 21.6 8 10.8

. the following:»elcctric and i

eisctranic palaei »
42, Tele - lois -
43, Facaimila copying 22 17 | 24|52 (8 | 108 |20 |2
bl, Press Releawe 22 129.7 | 26 |35.1 b 5.t |22 129.7
45, Tolecommunic ~i10%. 1© (2.5 | 22 | 45.2 |18 (23 6 | 81
46, Typewsiter (Manual) W {5905 | 22|27 [ |4t |5 1638
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48, Telephoues 39, 190, Y 24 ) S2 4 1 8 [WG.0 e | Sobht
9, Photocépying Huchinos 12 16,2 | 2|32 |6 | 8,7 120 |21
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Sable 4.7,4° Jwdended fepporats Lo M Nuwber of Brevoi s
Used ia the Teaching Ticse Sdills,

| Were pient Not At
Legoription of Items tiful Were Fo Nyne all
Freq % Treq %] Freg % | Fre
Indicabte your ability to undor. i
stand thelsnmoge anduizcen of | oga s o - a
: s 5 20 110,05 | 227 9. 8 |23 4% iy
the followin:. Electiric :nd clect:'l o ‘ ) %>
onic gudgets $
42 Tele ncte
15, Facimile Copying 24 132.% | 201 27,81 20 |27 2] 2.7
4, Progss Pelegsc 2h 1524 | 22) 29,71 22 123,71 6! 8.1
45, Telecommanication 20 |27 3el 8.2 2 | 3| 267
46, Typewriter (Mamal) 47 (63,5 | sl 3320 1 13| 1|43
L]
k7, Blectric Typewriter 34 | 56 16; 21.6] 22 139,71 21 2%
48, Telephoncc 25 |32.% | 20! Wo,5| 12 167! A10,8
Iy, Photucopzing Machines 2 157,8 | 9| 1.2‘;-:i 3% 150l 2t B
- i : | s

Table 4,7e0s Sudents' bBegponeses o the wsefulieus of the fxercises uncd
in Teochingf/Lesrning Theae Skillo.

Very WUse-| Faarly Mot Ugeful| lio Pose
Deceription of Ituns ful Ugelul pongcs
Freq | Freq % | Freq % |Freq %

“Indicate your abﬁ'i?;; to unde re
gtznd the l:nguage and usage of -
the following electric and 261135.1 | 22 | 9.8 8 [10.8 |18 |245
electronic galmtp,

42. Tele - lote

i3, Taccimile coprine hiZa.k| 20 |22 12 116.2 118 |24.3
Ly, Precs Relecose 2|8 219,81 10 |13.5 |20 |7
45, Tzlecommunication B8 38 lE-"-.-'i 7 9.5 1 1| ik
L6, Typeuriter (Manuad) L ) 945 22 2.8 L Selt ) Ll G4
7, Electrical Typewriter h2 1568 | 15 (216 12 |62 k| o4
48, Telephones 28 (37.8)] 22]29.81 9 [12.2 75 0.0
I, Photocopring Machines 126135,11 16 |21,6] 14 18,9 {15 1243
- : ) H i

. '
. —— e eweey m— T —— A e e ww—— et . . - (e mm afemen -..-q__.-’..-—.
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Students' Responses To The Itcms on Practical

Comnmunicallon derdds,

—— e —

Table 4.7. shows Rat ilcas 46 Typewriter
{manual), and 47, BEloctric bty suriter
viere considered by 47(63.5%) and 42(56.84) of the
subjects respectively as high relevant areas for a
secretary. Ltem 44 (Fress Keleases) and item 45
(Telecomnunication) were ranked by 30(40.5%) of the
suvbjscts as high relevant areas; while item 42
- (Telenote), itom 43 (Facsimile) and item 49 (fhoto-
copying machine) were ranked high by less than half
of tho respondents, In the category of moderate
relevant areas, only item 42 scored 32(43.2%); the
renaining items under the prectical necus were rated
halow 22(36%:] Ly a majuriby aF Lhe rasgoodants, ol

the remeining two calegories, the score range fell

In responding to the second category, Your needs
in these skills, item 40 (Pelephoneg has the highest
scor« of 47(63.5%) under high noed arcas. Items 46
(Typevwriter manual) and 47 (Electric typewriter)
respectively were egually consiuered by 44(53.5%) orx
the csubjocts as hich need arecas. Ttem 48 was ranked

by 37(50%) of the subjects under the sams category.
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Under "Your Necds" too, item 45 (Tgle-
communication) was rated under moderate catcoory,
with 32(37.2%). This is followca by item 44 wilis
28(37,8%); then,; itemc 47 ond 43 cespectively had 24
(32.4%). Tads result svjgesis Lhat the stuceacs
necd to be exposed to the communication need of their
professioen, The reraining liems uere raaked as

elither low need areas or were left unranked.

On the extent of coverage, item 47 was considered
by 48(64.9%) of the respondents as extensively covered,
Item 46 followaed in rank with 44(59.9%) of the subjects
while item 4€ ranked thicd with 38(51.4%) of the
respondunts under this categorye. The remaining
ltenns, 43 to 45 and itcm 49 were cither woderately

-

covared or not covered ab all.

Oa the number of uxerclses used in teaching
these skilly, nubhle 4,7.4 wave.le chag 1gemdgd coysuwriter,
manuall), was considered by 47(83.5%) of the aubjects ac
taucht with plentiful exercises. This was followed
by item 47 (Electric 1ypewriter}) with 24(46%). Item
42 ranked third under this category with 30(46.5%}
of the respondents. The remaining ltems under the
practical needs were cither considered to have becn
taught with few exercises or were not taught since no

exercizcs were useds
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However, item 46 uﬁd 47 were ranked by.4dt5'
and 42(56.8%) of the subjects respectively as taught
with very useful exercises. For item BSI(TQlem
communication’, 38(51.4%) of the cubjects rated it as

taught with fairly useful exercises,

From the results of this.areé of study, one could
deduce that apart from the typewriter,manual or-electric;'
and the telephone, the other items (items 42, 43, 44,
45 and 49) are highly da2ficient areas as could be ssen
from the data analysis, In other words, thé'Stﬁaéﬁts
are not Familer with the gadgets (hat conldd be Jouond in
moderiny offices, This calls 4. . 1 negd to e sk
the cpeiruktion and use of these guadgets to the students.
There is alse the need to understand the languizge of ;he

gadg=ts, where the need arises.

4.3 4. .. is Of Lecturers Responses

Tables 4,0, 4.9, 4,10, 4.11, 4.12; present the
responses of the lecturers to the items on Spoken,
Reading, Writing, Peculiar and Pructical needs of

secrotarial studaents,

- e
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Table &8, 5 Looiuo.odeoponsts to the Ttim on tpoken

3,

Communic ation-
Teble N6t Levtbirors' Togponuts to he Taluvanes oF thew wtads 83 11;,
o 2 Srovntuey Who Usss Zaglich vo 95.thurge hisflwr Detios, .

- High  Noderste | lLow Not Kew

Beseripticn . . . ums levant _
R Freq % Freq % L‘"mq_ﬁ Fre %
1e AbLLity Io pronounce the wowel
and conepnant counds corrcctly. (2% | 80 5 16,7 | | = 11 3,3
C2a AbZIity to use words and '

sentences with sppropriate 17 (56,7 9 130 - | 3190 | 1| 3.3
stress to pot the intended :
effect or emphasis,
Aility fto carry oul a converse- )
tion in formal and informal 18 | 5 g | 30 3110 - -
"glituations, '

L, ARility %o give simple _
inziructions (e.p divections, 15 1 20 |11 136.7 | #1133 | . -
giving explanation). o l -

5. Ability to ewpress personal/ !
emotional foelings. 20 [66,7 | B |26.7 { 2] 6.7 | - | =

6. AbLlity to pgreusde or to :

convinsce an oudierca. (T RS PO PR I R y 2 £.7

, Ability to carry out distuzsicns ' _ -
and debates on gy iss 19 (63,3 | 5 [16,7 | 4[18.3 1 2 | 6.7 -
Ability to understand materials o
on various topics. 16 |53.,3 10 33,3 | 3]0 113,53

9. Ability to make veferences
to materisls resd. 7 |56.7 | 7 12353 | 5[16,7 | 1 | 3.3

0. Ability to find specific factr | N _
or information from materials (18 | o 5 {16.7 3110 b 113,3
read, ) )

11e ability to summarise 16 |55.5 | © 50 3110 2 | Ga7
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Eerpon:e s to Lheir Guudents' Keeds in

Wigi | hoaocate | Iow | Hot Rew
Doscripiion of lter 15 -_-_—‘c,
Fregq % Fiog % Fre % 1 Frog ¢
1. Ability to proacunce the vowel
end conzonant counds correetly (2D |76.7 | 7 1223 - - ¥
2o ADility to uze words gnd
gcntonces with gppropricte 21 {70 VRV 5 116,7 11 3.3
strons to get the inteonded
¢ffcet or emphasis,
Je Ability to capxy ©7 . a conver-
caticn in formal and informal |34 46,7 |12 (40 3 | 10 1] 3.3
ci tuatione,
4, suility Lo glve wimgle
* ingtractiens (e.g. direcilons, |11 36,7 | o i"} 6 4 L1133
L‘,J-o}-llc ..lunu.v- N )1 I H
» ! I
De Abilily to copreca parmnp_.]./ _ | )
emotional feclings, 4 146,77 | 5 {167 ¢ |30 | 2l .7
G ;;bj_'lj_ty to pursuade or Lo !
coavince an audicnce, 10 |25,2 111 |56.7 & 126.7 I 1155
]
- s : H i | i
7. Moility to zaisy @ dicaucidos : S b !
i dovates on iy Loiuo, 11 126,77 3% (30,27 G @ty -
8, avility to understzrd materisls| | _ _
of) vardous togics. 11 26,7 {10 (3353 | 7 |9l 2167
Oo Abilaty to X references 1 _
& matortals roude WL |3 67 |7 B3| 3|0
10, Ability fo find specific facts § ’ i
r inforaation from aateriale |12 | 4 3] 5 (16,7 8 P67 | 2|6.7
read, I
1, sbility to pumarise. 12 \ "o 1o {333 |2 [’-3.3 1 | 3%
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19 1ol

Students' Extent of

Coversge of Tlege iillo in the Uze of Englioh Cousse
= or Ionguaye apd Communication &illi,

o 5 avnn TV Extore | Sadatd T Nl 1 Not low
oy mwt bl e T =pars
T raiagiags S0 AR i sively Te.ed aovunt
.l':‘i.‘q %1 rreqg % Freq % Fregq %
4. Ability to pronounce the vowel |
and consonaht scuads corrcctly. | 11| 36.7 1 14| 46,2 153 1] 3.3
2o Abili'y to usze words and
sentences with gppropriate 191 6.5 6|20 !T 1331 1] 3.3
strecs to get Lhe inteonded
effect or emhasic, |
3¢ Ability to caxTy ¢on a convere 1
sation in formal and informal 6f a0 16 153.5| § 20 2| 6.7
Eiwa‘uiom. '
ko ADIlity to Give cimple |
inzgtructicas (6.ge Circetions | i
givinz exlanalion), B 1155} 19 | 833 ‘\‘| 13,0 21 6.7
S« Ability to cxpress peruonagl | !
exoticayl feclinga, Poal QT ST |13 k0 21 6.7
i | ‘
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|
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*“me q,g f{«*.l}:chx Riomenees de bhe Uxercim s Ussa . Tenching
: T’hea“ mﬁ.l.o&! : St R LI
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. Freg % |¥Fro % Eroe % |¥reg 9
1o ALILTity to pronounce the vowel .
and conoonant seunds correctly. | 6|20 20 68,7 21 6,7 21 6,7
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stress o get the intended : '
effect or emphasise
5 Ability to carry ou. a converw _
sation in formal znd informa) Blee,? |19 O %1 13.3 3110
situnations, - '
4, ability to give simple instr
instractions (¢.p. directions w4 e85 |13 13,3 S 15,7
giving explonation),
e ALility 1o eipress personal . ' _
erotiongd feelings. 2183 116 [53.3 5| 16,7 21} 6,7
Be AbLLitY %o pfrsuede or to _
Couvinen afn audisive, 10 B35 AN 11383
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materials vesds 8) 26.7 | 12 140, 51 16,7 S 11647
10, Ability to find specific facts .
or information from ma.ter:.alss 101 35,3 | W (36,7 | S| 16.7 133
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Lecturers! Rosponses Lo the Item:s on Spoken

Communication leeds. Table 4.8.,1 reveals that all

the lecturcrs, 30(100%), concidered all the items under
the spoken communication neecs as high relevant ar - se
Item 1 (ability to pronounce the vowcl and conronunt
sounds corzectly) had ti.e highest, with 24(80%),
follcwed by item 5 (ability to express personal,
emotional foellags) with 20066.7%0, ftam 7 (abilizy to
carry out discuszions ond debates un any iscues) Nzd
19(63,3%) respondents considering it as a high relevant
area and itaws 3 and 10 had 12(GO%) ¢f the subjectks
respectively coernzlider them under high relevant category.
It i3 also sbserved that itens 2, 4, 5, 8, 9 ang 11 had ‘

just cbout halfl of the respondents ranking the as high

relevant acea too. Mullbe the lesturers, the students
conslicered vory ifew of the items undeou spoken
ccamunication noeds as high neecd areas. The
result proves that the lecturers' arc more compe~tent in
making decisionson Lhe Lapoirlaul arecs that are reievant
to the students' study; and that cxplalins why their
opinion is neccded to cuaplement that of the students in

declding the sbteasnbzs' sanguavs v

Table 4.8.2 too shows tnat only 4(36.4%) of the

L]

items were roted ao high neol areas. Item 1 was

ranked highest by 23(76.7%) of the 5 jects.e Thir was



-
.
-

followed by item 2 by zZi{(70%); 15(50/) of the

‘ - -

respoadepts 2of@lider i~ 2 oad; Tony toap peag
- P - 3 L TR E ~u & iy 1 i a i
(o ol eI e h-}‘ AEhe FOSULLS 1:1ﬁh i SRt | | T

gifference in Lhe general trend ¢f o inions of these
lacturers. This might have steumed from eliner

lack of orientation on the special n:c2ds of this
categery of students in the I'olytechr les or their

being uncertaln of the langucge need: of the secretaries.
The rescarcher considers thece reaser: reascnabla

sinca most of the newly recruited lecturers couly woi
answer the questionnaires. Besides  the syllabus in
use is of little help since it is a ¢ .oers) purpcse

cae 23 stated carxlier On page 1,

For the moderate nced arna, onl. itcinm 3 was

consider~gd - The petun ol 70 ¢ 5 “efotS Ted Moo
wiih 12{40m7. Tae re~t of the igen: hHad a Wegidae

of 11(36.7¢%) of the res-ondernis; impl ‘ing that they

- L5 -~ 1
wfe noc Neodede

ine could interpret thes: rzsull - to mean tha
the lecturars,in gpite of teaching kb students, are
not fully cempctent in determining Ll : spoken language

poeds of hVis wooup af sbudencsd elone
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On the exlent of coveragye of thuse skills, the
table 4.8.3 reveals that item 2 cnly. has been rgfed
as extensively covered by 19{63.2%) cf the subjects.
Item 1, items 3 Lo 11 are cui.eidered to have been
poorly covered with the highost scorc of 11(26.7%). The
implication of this result, is that, the coverage of
the majority of the topicz umder the spoken coamunicai’

nceds has been neglectcd and this has to be ramed ede

The table further shows that zix of the items
were rabed s Mancately covorady, ThHese Izl vds
item 2, with the highest nvaber of respondents, 19
(63,3%)) ranking 1k as moderately covirol. Item 1
had 24(46.7%); item 3 with A3(53.3.); ituws 5 and 7
respectively hod 14(46.7¢%) &nd irem 11 bad 11(43.3%)
of the respondonts econsidering it as moderately covereda
Un the encrcisas, majority of the items were equally
consideres to liave been taun'it using few exercises by

a majority of the subjecks tue,

On the usefulness of those exercisa: , iltem 3; 4,
and 6 were indlicated as having beon taught with very
wseful exerciscsand items 7 Zabilily %o carry ouve
digscussions and deébaber on anv issue). item 11 (ahility
o gvoamariaet wose lodlzated Lo hove peen taugat wich
fairly uscful cxercises by 5116.74) «f the subjects.

The rest of thy ltems vare eather toujhc wilth falrly
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useful erercises or not taught at all, On the whole,

all the respoadents indicated that only a few of the

-

items under Lhis category were eithor taught with

» .

i LRSI LTy o ol Lavyie ol Al i

e

alerly asel
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Teble 4. 9 : Lecturers' Responses to the 1ious on Reading
Ceumunication Necds.
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fockaprs» + Nasnonses ko e Themes f-_u qns.‘_{_ni

Cotmunlc:Lion g da

Table 4.9 4 reveals Lthat all the itoms but one,

wobee bhaa pes tVes Cr Rt aesablion s tls yere songiZarad

by the lecturers as hilgh relevant azeo to a sceretary,
Item 17 (abllity te undorstand tha netadng cunseyed in
a text) and Ivam 19 (abijiby Lo auswer guestions
correctly from the pasuage read) were rated highest

by 23(76.7%) of the respondents respectivelye © Item 43
(ability to crillically evaluabte and interpret materials

read) wos considored as a moderaste relevant area to @

secretary by 15{%7.2%) of the rospondenise

In &L-ord FINS i:-J L:-i'- ::!_!‘:.a“]d (:L.LL-‘JQ!‘-I:.I f‘-.l' |1 ! e LAy _.::
in these skills, itom 22 (ability ko gt the meandng -
ofF words and cxpression uscd in the possage), ikem 15

"R - - 3 » - - -
130 P S Lebwuon reldvanic and s =1 ant

| 2
}e

e

(ability to cisi
poinks, ltww 17 (ability Lo understand 'he sentomic
skruciure in the passage) and itaa 19 (ablllty te
answer guestions corrcctly from the poisage) woers

considerad by 23(76.74), 22(70.7%), 22(70%), 20(66.7%

of the subjects respociively an high poed areus.

s . 0 A . 3 . '
Fifty percent  15(50%) of the reSpondents ranized
i 15 g - - i . 4 e P Uid = df
itcm 15 as woderaie newd wwca, atw 16(.3.3%) of tiwe

regponcLnty patiic @ ftom 1P av mederate: pogd afed too,
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Legz than %217 of The rorrondenis woasiussou b

remaining items as either high need arwas ¢ modcrale

need arecs.

On the Extent -of coverage, ihe table reveals that
only item 14 (abillity to find the main idea of a
paragraph) with 16(53.2%) ef the subjeckts, considered
it as extensively covercd, Item 17 (ability o
understand tno scntence wleouc tire in o passage) alsw
had 15(50%) <f the lecturers corclier;
covered, Itoms 15-128 le,(ability to »oud fask relaitlive
to the material being re2d), (ability wu undecscand olic
sentence structurs in o pascage) y(abllity to dlsting-:ch

elevance from icrelevancel)and{(ability te concentrate
hrougumit (o s R T CC o p g On Ll GURIE NG
vere conslidersd 5 moderalely covercd Ly
5(50%) of the rispondents,. Tha poor coverage revealed
on the teble may wrobably ba abtiributed to lack of
adaguate reading materlals. There was also the problem
oi large populatton of students in most of the classes
which the lecturers regarded as unwleldy for effective
manageuz2nt: these may have ceonlrilated to worseajng the
problen of limited teaching materinis. The view
oyrlalned above 15 derived f{rom the fact that just
5(50%) ©of ihe lecturess identizisgd bhe Licws wnlle

this saction 2s either extensively or moderaicly cu.creds
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e Uisd In beaching

b

On, Eha foamiar 6f warye.
thesc skills, wore Lhan half of the responaents
considered Lhe exercises used as inaduuua£e. ‘
This goes tu cenfirm the problem alrecady mentlioied.

On the uselulness ol the excirclses used, table 4.9.5
shows that only item 32 (ability to get the meaning of
words and expression used in the gascage) and item 19
(ability to read between the lines of the pastage) were
consicered as taught with very useful excrcises by 15

(50%) of the subjecta reapoctively. Tha coaclusion

L N

that could be drawn from Lho datain (he toble is Shat

the cxercisus used did oot arl'leve the pucpese fer wiich

they wvere used. One could deduze from this result
thet the Lcoslhing of raading 2bil1s dwd ook peen Given the

serious eltonbion it descrves, in the syllabus in use an!

by the lecturers thomselves.
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Lacturan! Responses to the Ttems en Wrelting

Commu-iqst*or Neods, Tuble 4,10.1 revzaals that

twenty-sever (27) out of btwenby-cight (28) items

under the writing comnunicetion nsoeds were rated as

high relevas). crecs, Sy « majority of bkhe lecturers:

skills", enly it. 3 26 (a%illty to meke razquests in

\\!flti'i\j} ikeal 2T  J4bidlIly o wrile person.d Istboes™
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itom 29 {i!b:li‘:‘_"  wpeitas Yobkors O ."‘_ ot Al & L 'ﬁv-v:\,

p

o0 (=20ilily o welly mcmet),; icem 33 (aibility Lo

write reports), = wam 35 (ubillty to wolle dlalugues or,

conversation) er. item 37 (abllity to write circulars)

have been censid. ed au high necd areas. Also, 15(50%)

of the responden' - considered ituus 26, 19, 30, 33, 35

and 27 as high r ‘dsrespoctivoaly, while 1€6(53.2%) ci the
respendants zlac . item 27 in the same categorys The
reainlng aions oo concldered as either moderabte noed

f—

arecas Or ~OW Juo . «l'Cdl e

On the exter . of coverage, of «ll Lag eightean

items in thls so. lon,pnone w.s highly cunsideced as

extansively cove: o by a1l Lhe . lechurexs. dLivams 2,

26, 27, 28, 20, T 5 awlt Ircm 37, wore tonsldorsd to

Lo

nave Iveen Lthor wodcerately
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covered or bt covered Ly thas soblects; iltem 26 ranks
highest with 19(632.3%) i Lthe roespondonts saying it
had bheen modarately coverad; follawed by item 32
with 17(E5.7.). Item 23 and 20 é;spcctlﬁeiy, had
16(53.3%) of the rubjccls ranking them as moderately
covored, ard jtemu 24, 17 and 31 respecktively had
(S0%) of these zul jects runk!ngthom under the same

oy -~

categesye. Some other llams, pertlizulecly item 30
(ability to write bullatins) snd item 29 (ability ko
write House Journals) were ropnked as not covered by

-t "‘ ar » L4 ' 'r" l‘-,l‘ ® -.t'. - L. - -. - -
atort 18(060%) snd WCLTD.332Y of Ehe zibiscehs sospsutively,

On the nusider of cxorcises uzed in teaching these
skillg, the table 4,10.4 shows that the lecturers!
roecponses concentrated under the recponve column 3
Ywora fow®, Thi: applics to items22, 23, 24, 25, 26,
29, 20 and 39; for cach cuse , at least 15(3C%) -of the

subjecte indicated that the crxercises used in teaching

these shills weie fove

On the uzcefuliess of Lhe exercizi, table 4.10.5
shows that apart Zscm Lbong24 and 25 wick 13(43.32%)
of the subjects considering the ecxercises used &8s very

useful, a mujority of the subjecls considerad U
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exercises used for teaching items 23, 27, 33

and 33 as fulirly <ucful sinca those woere consiteudd
by nect less than 13(30%) of the swbjzalis, Since

very fow of Lhese —tome were considered to have boen

taught wila %oy woeful exeradre:, vhe Jeplicoviun is

-

that care shoula Lo takern i selecting materials for Llhe

teuching and leéarniny &f this area cf study, by the

lackurces.
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8, Ability o uou U= libravy

ia getting materiuds of
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Lecturess' Responsces to Lthe Items on Pecullar

Comnunicition NMacd:. Table 4,11 reveals that all

the items undar peculiar communication needs were ranked

2% high levant ereas. Itom 41 (ability to use the

gl &

1 jh[‘;‘.l'z" in *EUvg malkcdbalsd 6F v icuya &4 T‘a“-f_;t‘“i P
ranied hivh:r wlith AR(GLT)Y yhuile ditem 10 (2lM1iEy ®n ule
registers of aillerent dlsciplines or professions)

«t * . - "
15{ a-'..} La-&‘ & _';;J'Jc-‘i;,-at..n-

followed with

for the sccond category, "Your hewods in Lhess

skills®; Jess than half of Lhe subjects cunsidered

& sn #1103 1".5-‘_]‘5 riegid areas, vhile {itam 41

was ranhed by 13{43.2%) of the subjects under Lhis

(of7 17:36.7%) of Lhe reupondunts identified

| e L
o b .
- -

item 40 oo ulya uecd wren Loo,
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¢n Lic extont of ceverage, itwen 40 was rated by
12{20%+ of Lhe subjects o5 a moderately covered area;
1tem 47 had 27°.036.TL) of the zubjects rate it as

ncderately covored Leo,

From %i.. rasults of Lhis acea of study, one cuuld

aeduce and intorpre® thak it iz a highly deficient area.
vuzt 1like the ztudents, the lecturers la kbe madoriby,
dld not identifly tho pecullor skills aslreas tiat are
needed higlily La the sceretarial profession. Tha
stand may be & resulk of Ignorunce and Lherefore,

expositicn "o BOLCTLLORS wiih Cullsera velhidu v O
help Lo romcdy the situatlonc.

Gn the nunber of exercises used in teaching
cegisters ol different disciplines cr proiessions,
none of the subjeste conuldsred thase as jplentiful,
This iIs Picouia, ‘15-‘(;3.3‘."} rinicd the exercices use
for icem 40 and 17(%6.7%) rabted Lha exercises used for
item 41 as fov,

On the uwl=fulness of Lhe excrcises, toble 4.11.5
shows that Lhe leclvrers' pasgonics wese speesd acrocs
tho responrse columns, 'very usefil', fazrly uscful’
and *not useful’; but the majority of the subjonts

however indlcaled that the excrcises used were ‘'fairly

% »s H . I D T I .
HooiukY for 7L i i S RIC g kol Thilaey Gakmwan SR
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the studenli' respdnses. ticnce, Loth the students

and the lemturors® need hind this help should be

given by drprovi

ng the quantity and uality of the

-

nercises usod 1o Leaching the arca ol registerse.
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number of thuw said the cxercisnas were hoth'falrly
uz-ful and'aot uscfuls Tha leciurers, unlike the
students,cvanrally indicalzd that most of the easreirns

weretfalrly usefuls

iz ehabter presentud and analyzed the data
collazteds The repulls revealed that mout «f tho
studants wiwo parliclpated in Ehiis Sludy had eilher a
Grade II or tast Afcican school Costificate or both,
Eafore enlering the sccrotarial administration progruamme,
The resulia also showed Lhat all Lae subjecls had eitler
a croedit or wapit fo Bnglish Language and are currently
training for a secretarial job and hoped to remain as
secrataries in the future. The biodata on the lecturcrs
shos that «ll had a degree certificale. thak
gyualified thrnm to either Loazhy English Laage=g> or

Secrelaricl coursss.
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that the compunigation £2111s cowrtce helped them in
tl.aly study, as well as lurroved Llixlr ure of ¥ngllsh,
The ranprnnes of the respoadouts to the items on the

four lanjucge ss8ills revealed thul on the whole,; the



1gcturersy more than the studeats, perceived high
noeds 1w all #he skills while the stuloits in the

majority; lmwiloated moderute aeed Jor Lhewsslves in

mcsk of the shilis,



Chapter 5

SUMMARY OF FINDINGS, CONCLUSICON
AND RECOMMEN™ATIONS

e Iintroduction

This study set out to survey/surveyed the
communicabtive neecds of the students of secretarizal
administrabion as perceived by the students and the
lecturers of the communicaticn skills' coursesz and
the lecturcrs of secretarial administration. The
purpose of the survey waon to examnine the communication

skills neecds or scerctarial administration studenis ins
(i) Spoken communication necds
(ii) Reuding commynication needs-
(iii) Writing communication neceds
(iv) Peculiar communicetion needs
(v) Practical communicaticn needs.

Frowm the cata generakted (rom the perceived necds,
the investigaior has made suqggestions for programme
improvement. Since the leurners are adults, it was

assumed thatc tiey would b2 c¢rle to articulate thelr

, Py . LT
coenmunication neads.
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In adait’on to the above point, evidence from
the literature ceems to support the idea that involving
learners in plenning a prograume helps to generate
meaningiul deia that could gulde plunners and decision
makers .in dalecming thelr arces of urgent needs.
Hence, the subieccts of this study were the stuaents
and lecturers who are clirectly involved in the

Progranice

Three instruments were u.od for data collection.
A questionaaiire was fCr the stusents and anochcs
guestionnairc was for the leclurers. The third
instruments had bthe lunguage items which the students
angd the lecturcrs resgonded te. The instrumentc
sought from Lhe subjectis, information regarding their
background, gsneral oplnion of Lhe subjects about the
English course end £inclly, their communicative needs
in the five laaguage ¢kills of speaking, reading, writing,
peculiar and practical needs ¢f the secrekarial profession,
The dueta anel sed in chepterd; indicuated the implication
of the findings for thc secretarial pregrammes. The
priority areas identliticd 1ron the data wialysed would
determine the basis for the recommendations for

prograne imzoovemonte
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2 findings

LS
-

The dula on tihe backgrounu information of
subjects reveals, thal most of the students had
WASC certlifizate vwith a minin.m of five credits prior
to thelr admission inlc the sucretarial administration
programine. This result is not surprisjag since the
minimuwn entry requircment for this course is five (5)

credits, including English Lahguage,

The age distributicn of The students shows that
mCcsSt of kher we adul s, Lig duta reveals that
there were slightly more females than males. The
data on the wocupation of the stucents shows that all
the students wcre secretaries, and indicated their
intention to remain i: secret ries on completion of

Ltheir course (study).

The data on the copen-end:d questions reveal that
most of the students fell comounication skills was
helpful; specifically the kEnc ish course which had helped

them to learn all thelr schoo subjects.

The results of the data a the lecturers®
educational gualification sho that except for three
(3) lecturars was neld xesters begrees, Lwo (2) with

Ph.D and five (5) youkn corps wmembers, all others held

a bachelors uegrccnih enyglish or a B.kBEd Language Arts
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degreae, This implied thal wmajority of the lecturers
were qualificd to beach the commanicatlon skills
course, As tor the lecturers' teaching experience,
16(53.3%) had teaching experlence of six (6) years

arnd abovees

Perceptions on the Speaklng, Raeadlng, Writing,

Pecul luar and Practical Langy e sSkills, There were

two broad response categories in the guestionnaire on
the five language skills. = The first categdfy sdugﬁt

the viows of the studenks and lecturers on the needs of

a secretary who uses .. ...h a3 a medium of d¢ischarsing
his or her duties. The second category requesied

the students and the lecturers to judge the course in
terms of extent of coverage of the various skills, the
number Of eazrilsss usad and the voefulness of thers
exercises in teaching and lesrning o! speakjng, readlhg,
writing, peculisr and practlcel langusge skills. The
analysis of the dcta rovealed in summary that the subjects
secmed to agree generally 1n rating most of the skills
items as high or moderate nec:l areas. While the
students indicated moderate w.ed for themselves ih
most of the skills ltems, the lecturers considered most
of the items as high need arers, The difference in
perception maybe explained to be the effect of the.

syllabus in usa, This is b:cause, the syllabus 1S &
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general purpose one that did net prepars the students
with language items that tralins them for their

specific lancuage neccs.

In other weords, Lhe differenzz in gerception was
&8 a resull of ionorsnce and lack 91 crientation on

the purt of Lhe responuents on Lhc lunguage needs of

the secretarial professione.

Findings from the parcepticn of the students and
lecturers ia the arca oF coverage, number of exercises
used in teaching and the usefulness of the exercises,
show some similuritics. doth groups agreed that the
skills werce mostly moderately covered and that exercises
used in teaching were few, However, while the
lecturers percedved mocl of the skills to have bheen
taught through felirly uweful cxerciscs, a fairly geood
number of the students parceived most of the skills
items to have been taught with very useiul exercises,
This ciffecence In perception agaln is explained ac
arising from Lhe difficulty of probably recalling
accurately whoet was done, The subjects may have
forgotten the quality of the excrcises that were used in

teaching the skillo.

Bl Conclusion

The ahovwe findlngs have far reachlng pedagogical
and social implications for lesrners, the teacher,

course planncrs and the governument; that is; the
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policy makers. The high nced areas perceived by

the subjects should form the priority areas when
reviewiag the communicalive skills syllabus.for this
category of ctudents. The findings encourage the

need to contingelly involve the learners of any programme
4in the procces of identlfying trainzing needs. A

needs assesument study ¢ this nature gives the hard
data about the need:t of Lhe students and opportunitcy

for the students to think cbout whet they learn and

mdk{.} USEL.;.!. = L..l_.";j"."..'rtjufln)t

Cn the basis of the above Findiags, the following
conclusions cre drawn wlth respect to perceptions of
the subjects and the priority areas of need in the
communication skills course, since the subjects
emphasizzd most of the ltems under the language skills
as either high or moderate nced arcas of a secretary
who uses wnglish in the discharge of his or her duties,
this suggects Lhat they nzed help. Besides,
both groups perccived thobt scme of the zkills were not
coverad in depth«.Also,that exercises used in teaching
were not pleantiful, although,they considered the little
used as uscful, Thercfore, the extentof cuverage and
the uscefutness of the zgzreises bo he uced ip teacadng

necd improvement s0 as to achleve the desired effect.
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5.4 Pecommendaticons For Programme

Impresrement

- —

The gencrally high and moderate needs perceived
by the subjects in the {ive language skills seem to
indicate the zubjects' cesire to have those lanjuage
skills emphasized, These students thererore n~ed
help from ti:ir Leachers and the ccurse planners. 7Tine
government wuuld find tha Cllowliny secummandations
relevant in planning the sccretarial
students' proyranmz, E2sides, the teachers should
emphasire spocific needs of Lhese students as suggested

in the resaovch findings.

S5eled Recommencatlion: For The Teachers

Qf Secrehtarial, Students

To achicve the aim of Education in the context

secrebarial programm=, it is rccommended that the
teachers be given orientation in form cof expert addresses
on ESP progromm2, screharial duties, warkshops on
communicalion skills conlent, as well as seminarse
Thasa.wcvlf neln the teazher in rascurce waterizl
selection and uZe of the upproprciate ESP methodolugye
On the whole, the trali'sg received will give the sense of
direction regulired. This will further help the

lecturers tecach Lhe students offectively.
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Besides, LangUage teachers should wofk clbsely
with experts in the secretarial department Lo achleve
a better understanding of the duby of the p£03pective
secretaries. From the exposition suggested above,
the language teacher can choose the language items-din'

that would be useful to the profession,

The teachers of cwmmunicatidn skills in our
polytechnics, therefore, should be sensitlive to the
needs of this category of students. They can achieve
this through a needs sssessment procedure uslng

questionnaires, observations andnéiscussioﬁs as soon
as the students come in for the programme. The
- teachers can use the information collected to make
decisions on areas toe cmphasize in the tralning of

the students.

The teacherg should also constantly find out
and monlit~: students' nceds as they prdgréss througﬁ
the course from yeor 1 Lo year I1, In this way, they
would Dbe ;ware of what needs are sotisfied and whatl

regmalins 0 be dohice

In adaition, the areas inadeguately covered as
perceived Ly the sublects seem Lo Suggest that mcre
attention should be given to the communication skills

syllabus. The number of excrcises used in teachiing
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should be increased and their usefulness in teaching

the skills must be carefully cxamined,

S5uGad Recommendations For Syllabus Design

The researcher recommends a medification of the
syllabus in uze to cakter for the need: ' the different
categories of students in the polytechnics. o
Departmentsthat are related, could bhe grouped
together and their Specific needs should be catered
for in the syllabus.  This ia considered véry‘
necessary for all polyiechnics and | |
especlally for the newly established oneé likélﬁadUhé} --

Statc Folytechnic,

S.4.3 Recommendsations For The Peiicy o %

Makers (Governmant)

The qovernment should make meney aveilabi. .or
regearch work, in-this direction. Govermenic should.
from time to time evaluate trainleog programmes in
order to ensure that they achlieve the geals foc vwhich

they were established.
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Bala.ld Egggmmanglgirti_fﬁr Pur “her Egigarch

—— e . b— — —

From souwe of the findings wns Yimitations polintec
out carlier in this scudy, it is apparent that there

is neced for .urther studles in the arca investigated.

(i) It is necessery to repeat this study with the
same group after bhaving axpas: 3 both the
lecturers and the students Lo wovkshops and
reminess to give the regqulred orientition
cxpecied of them, his could be another
researcti topic; the aim, being Eo see the

pattern that would cmerge.

(1i) The ouinlen of the employers of these woula ne
secretaries shouli be investizgated in znother
stuldy wn raeln gralenis by the invastigater |

+ te give valued opinion Or judgement on the

language needs of bLhese secrctarics.

(1ii) The prezent study has concentrated only on the
department of sccretarlal gdministration in the
Polytechnics in Kuduna State, It is necessary
to cerry out similar surveys in other Polytechnics
te cdotermine any slmilaritles and/or differences
in the percepticns. The rcoults of such studies
may produce more balancec data f{oc poogr-ame

improvement,



(iv)

-
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Finally, oral interviews, obscrvations or’

other methods of research, which were not used
in the present study could be used in a similar

study, in addition to the written queétionnaife.
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AVUENDIX 1 (a - e)

Genceral Objectives

Introductlion

Appendix 1, subsecticns a - e, preosent suggcsted
topics in a syllabus dosign that are atmed Lo Erain for
the language $kills exewlnad in Lie study, lezey Lhwe
Spoken Skills, the Rewiing okills,-the wriking Skilis,
Peclliary anu rrecticas 3kilils. LThe rosearcher took
the specific ianguage nceds of the secretarial programne
into ceniideration when selecting the language items in
the syllabus. Thiv syllabus is aimed Lo cater for the
specific language need:s of this group of students which
provide a typlcal &SP [Wwoygromind. It is expected that ot
the end c¢f the course, sLudenlSshould Le able Los
1le Identify ithe barr.or to effective communication
and how to awoid or minimlze theme :

2e Understand the longuage qualitles of a sccrelacy,
her duties and bv.iness/personal communicabion
attributes,

3 Understand the nt 4 Lo relate language and maintain
social scelabiorsalp with onlizaguss and the publice.

4, Define the term Homan kRelations and Understand the
imporsaice of corilal relationchin between the
sccrotany and the exccukivon as woll as the public
throuch the use ¢ language,

Se Understend the re uired gualities of a good

receptionist in r-lation to visitors,



[}

10.
11,

12,

13,

14.

i8.
19,
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Underctand how to pre-read a bexb.

Answer logicel and conlextual questions on a

GAVEN PusSsuyge.

Raduce a lungthy passage to brief lengths retaining

Kowsr i bo write swgmseics

stond how to write and reply sinpl routine
invitaticrs.

ters from oral instructions ant scanty

rdzrstand the speclfic uses of common intor office
communtecation like nemos; coffice intercom,; manuting,
Bessags dulivering.

Explain the rode of Lhe bLusiness letter and olher
methods of externsl commu.alcation il che transaction
of dally business actliviblcs,; e.ge telegran;telephoncs
tele cablegrum, including thelr spoclfic uses,
compocition and syutem of dispatczh.
Understarel formal Lol informel communicition and
thelr uvaon,

nnow the various Lypes of reporks, format, content

errangenent elc,

Understing the following au forwi of curmunicatlion:
notices, conferences, meetings, intecrviews,
converszations etc,

Understand the various ways ¢f recording communication
Kpnow vacicus sources of iaforization and how Lo
extract information from cach souwrce.

Master recizters reloting to different fields of use.
Roed «nd uncerstand the e instructlons accompanying
clectricel and clectronic gadgets like Telenotes,
Pascimile copying, Telecommunication, Tyewriter,
Photocopying machines, Telephones eco, in our

modern ofiices.
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204
PREMDTY e

STUDENTS PERSONAL DATA o
o LR
Instruction,
The fullor.rg ave a lisht of guestiong ©a -

your personal duta. Pub « tick in dnly one . of each
question category to lndicate your opinion.
1. Educational gualiflcatlion

{(a) Grade 11 /7 (b) WARC /T

(c) WASC and Greaegie 11 éﬂm_/ {d} others d..._...f
e Ages

(a) 17 and balow years /7

(k) 18 23 years L7
{c) 24 -~ 29 YOBrs i::?
(@) 20 = 35 years [ ;
(e) 36 ~ and above a3

———— . ——
e SeX. {ei; Male (/  / (L) Female [ S

4.  Indicate your current occugal lon:g

e Indicaby jour futuie oCCupstLon,.

Part Ilr Course of Study.

Instruction: The following a.e a list of questions

based on your academlc pursuibe. Put & tick in
only one bhox of each guastion gatujury Lo indlcate

your opinlon,

6. Is English Language and communication course
useful in learning othor courses?
{a) Yes (L) o

7. List the subjects which &ﬂglldh communication
akillnheluedf“uu Tearn?

ey

- A Y e — s R p——




.

9.

10.

o ]
i ow

Specify tne extent of help of cowman lcation
skill cCourse listed above

(a) Extremc¢ly helpful (b) Moderately
(c) Very little help

Has Yse of tnglish course helpod you o
Improve youi . BEnglisn usage in youc
chosen profession? (a} Yes () No

Speclfy Lhe extent of improvement:
(a) 1lwmproviment was great
(b) Improvement was moderate

{c) Improvement wes little.

o






8.

9.

10.

207

bo you think the Eﬁgliﬁh Lar.ju.-'z.g-.- a=A Co;;;municahion
course ls uscful to your students in learning
other coursaes? (a) Yes ( ) (b} No € )

List the subjects which the Uze of Zanglish course has
helped students TG learn,

Coes uie useful of Anglish course hiclp oiudenis ko
improve thelr EBnglish usage in thelr chozen
professions (a) Yes ¢ ) (b} HNe ( 3

If yesy what is the extent of improucwent?

(a) Imprevement .5 gre:t ( )

(b) Improvement v .3 moderate ( )

(¢) JTwocoevemenk -« s L.ELio, ; !
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